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CHAPTER I 

INTRODUCTION 

The writer accepted a position as Executive Assistant 

and Assistant in Records at Eastern Illinois University, 

Charleston, Illinois, beginning September, 1968. Since this 

work situation was so completely different from what he had 

experienced at the j unior high and senior high levels of 

education in teaching and.administration and as a trainee in 

a management program in business, the writer decided to use 

the process of familiarizing himself with the Records Office 

functions as his field experience in administration. 

Purpose 

The purpose of this paper is to discuss the functions of 

the Records Office at Eastern Illinois University and the 

writer's position as Assistant in the Records Office at Eastern 

Illinois University. Also the writer•.s role in having the 

College-Level Examination Program adopted at Eastern Illinois 

University and the purpose of this Program will be discussed. 

The writer will also briefly describe the functions of the 

American Association of Collegiate Registrars and Admissions 

Officers (AACRAO). A discussion of the activities at the 

Forty-Sixt� and Forty-Seventh Annual Meetings of the Illinois 

Association of Collegiate Registrars and Admissions Officers 



(IACRAO) which the writer attended will also be g iven o A 
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review of the writer ' s association with the Data Systems and 

Machine Activities Committee of IACRAO, the professional 

activities committee to which the writer has been assigned, 

will also be discussed. 

Purpose and Functions of 
Eastern Illinois University's Records Office 

The purpose of the Records Offi ce at Eastern Illinois 

University is the sy stemat ic control over the preparation, 

maintenance. retention, and protection and preservation of 

records for persons who are and who have been enrolled as 

students at Eastern Illinois Universityo In carrying out this 

purpose accuracy and confidentiality of records are of utmost 

importance. 

After a person has been officially accepted as a student 

at Eastern Illinois University and after his Application for 

Admission has been forwarded to the Records Office, a perma-

nent record card is prepared for him. Preparation of the per-

manent record ,card involves the accurate recording of essential 

information from the application formo This information includes 

the student's name, permanent address, high school attended, 

graduation date and rank, social security number which serves 

as his student number, parents' name, ACT test scores, matricu-

lation date at Eastern Illinois University, and date and place 

of birtho If the student is a transfer student, the number of 

hours which have been accepted in transfer toward graduation 

is indicated. 



It should be emphasized that the permanent record card 

is used only for recording information relating to the stu-

dent's academic progress and achievement--grades by quarters 

in attendance, quarterly and cumulative grade point averages, 

quarter hours included in the grade point average, quarter 

hours toward graduation, probation status, admission and re

admission status, graduation date,·· degree, graduation major( s ) 

and minor(s), and honors at graduation.. Information relating 

to disciplinary action is not recorded on the permanent record 

card and is not kept on file in the Records Office.. This in-

formation is maintained in the Office of the Dean of Student 

Personnel Services. A notation is placed on the back of the 

permanent record card indicating that information pertaining 

to disciplinary action is on fil e in the Student Personnel 

Services Office. This notation is made for the purpose of 

aiding the Records Off ice when and if the student must ever 

file for readmission since stipulations set forth in the ,/ 

disciplinary action might possibly relate to when it is per

missible for him to be readmitted. 

Maintaining the permanent record card involves making 

any necessary changes or corrections to a student's permanent 

record card so that it is an accurate indicator of his aca.-

demic progress at Ea.stern Illinois University., Changes could 

involve the changing of a grade or the removal of an incomplete 

grade. Changes of grades and the removal of incomplete grades 

must go through specif ie channels of approval and must meet 



(. 
approved academic policy regu�tions before they can be madee 

Corrections must also be made when incorrect information has 

been fed into the computer resulting in the printing of an 

incorrect grade label for a student at the end of the quar-

ter or the printing of incorrect lists of information which 

are sent to the Records Off ice at various times during the 

quarter. The acceptance of transfer credits or proficiency 

credits must also be recorded. 

Retention and protection and preservation involves pro-

viding an adequate and safe storage place for recordso At 

Eastern Illinois University this is provided in a fire-proof 

vault that was constructed in Old Main where the Records Office 

is locatedo Due to increasing student enrollments, the vault 

space is becoming inadequate for the size of the University. 

To compensate for this, records are being transferred to 

microfilm. Microfilm ing permits records to be reduced in 

size so that a greater number of records can be stored in a 

smaller amount of space. Further security of records is pro

vided through sendirlg duplicate rolls of imaged film to the 

archives in Springfield, Illinoiso Through this procedure 

the records could be reproduced if the originals or the micro-

filmed copies being used are destroyed by a major catastropheo 

Microfilm processes can also provide for fa st er information 

retrieval. 

The originals of the earliest student records, 1895 

through approximately 1930, have been transferred to micro-

film.. This microfilming was done by a private corporation. 
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Since these records were filmed, the equipment which Eastern 

Illinois University purchased for continuing with its micro

filming program is different from that which this corporation 

used. Therefore9 our present equipment does not lend itself 

to the best viewing of these records. However due to the age 

of these records and since present plans do not include trans

ferring them to individual aperture cards9 it is not planned 

to ref ilm them. 

The microfilm program at Eastern Illinois University is 

still in the infant stage. Many records have been transferred 

to roll film for security purposes, but the entire microfilm 

p:i;ocess was not completed. At present the microfilm program 

is being revised. The new process will insure that all records 

get properly filmed and transferred to aperture cards as well 

as providing a security copy. 

At present the files have been purged through the year, 

1950. The records for these students who have graduated or 

who have not returned to Eastern Illinois Universi
,
ty since 

that time have been removed from the inactive file to a ''micro

film file.11 In the very near future these records will be 

filmed. If the student has earned his degree9 only his perma

nent record card will be filmed. If a person has not completed 

his degree, correspondence and/or other pertinent information 

pertaining to that degree will also be filmed. After the proc

essed film has been returned, it will be checked to see that 

all of the records were adequately filmed before the original 
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records are moved to storage areas that are not fire-proof. 

If necessary re c ords will be r e f ilmed to get a readable image. 

For purposes of checking the film, an IBM Micro-Viewer or the 

IBM Micro-Viewer Printer w ill be used. 

After the filming and checking of a group of records is 

completed, these will be transferred to Diazo Micro-Processing 

Cards or aperture cards. The aperture card is an IBM sized 

card that contains an opening that fits the size of a frame 

or two half-frames of film . By transferring the image of a 

student' s record from the roll of film it will be possible to 

maintain a continuing alphabetical file of ac t iv e and inactive 

students instead
,

0f having to go to individual rolls of film 

which contain students• records over a period of years. An 

example of an aperture card is shown in Figure 1, page 7. 

The Diazo cards will be prepared on an IBM Micro-Copier. 

After the Diazo cards have been prepared, the cards will be 

filed in alphabetical order in a file cabinet located in the 

vault; and the security roll of film will be sent to the ar

chives. This small card or more than one card, if necessary, 

will be the student's permanent record card. It replaces the 

usual space consuming file folder sized card and accompanying 

correspondence. It should be pointed out that information can 

be key-punched into the Diazo cards. This perm.its speedier 

retrieval of cards when a specific large group would be needed. 

However since long-range plans in data processing include 

records control and storage, this will not be done. Instead 
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Fig. 1--IBM Diazo Micro-Processing Card 
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pertinent information will be typed directly on the blank 

space on the Diazo card .. A transcript when requested by the 

student will be prepared directly from the Diazo card on the 

IBM Micro-Viewer Printer .. 

Other Records Office activities include the providing of 

selective service information when requested and the preparing 

and sending of transcripts., Readmission to the University is 

handled in the Records Office., This involves notifying the 

Deans of those students within their school or college who 

have applied for graduation, providing the Deans with the in

formation necessary for graduation certification, and record

ing graduation. It should be pointed out that certification 

for graduation is the responsibility of the Dean.of Student 

Academic Services, who in turn has designated this responsi

bility to the Records Office, and who in turn has made this a 

function of the Deans of the various schools and colleges .. 

However by posting graduation to the permanent record card, 

it is the Records Office that verifies graduation to those 

who need this information. Related to graduation is the prep

arat ion of class rank. Many forms which require academic cer

tification are also processed through the Records Office., 

Transfer evaluations, reevaluations, correspondence, and meet

ing with students also occupy a great amount of time. It should 

be emphasized that no matter how routine some situations may 

seem, there are always exceptions which require an administra

tor's decision. 



Job Descript ion 
Execut ive Assistant and Assistant, Records 

Basic Function 

In the position of Executive Assistant and Ass istant in 

Records, the writer's primary function is the fulf ill ing of 

respons ibilities as designated by James E. Mart in, Ass istant 

Dean, Records, and serving as the individual directly respon-

sible for the operation of the Records Office in h is absence. 

Responsibil ities 

1. The Assistant in Records is responsible for the evaluat ion 
of transcripts received primarily from junior college trans
fers. The Assistant in Records is also responsible for re
evaluat ions which are requested. In carry ing out the re
sponsibilities of this area, the Assistant in Records must 
communicate with Dr. Maurice W. Manbeck, Assoc iate Dean, 
Jun ior College Relat ions, and who serves as the liasc;;>n 
person between jun ior colleges and Eastern Illino is Univer
sity; with the Heads of the var ious Departments; with 
faculty and advisers; and with students. Communication 
with Registrars and Directors of Records at var ious junior 
colleges is also required at times. 

2. The Assistant in Records is responsible for certifying the 
eligib ility of students to part icipate in athletic events. 
In fulfilling the responsibilit ies of th is area, the 
Ass istant in Records must communicate w ith Dr. W illiam H. 
Zeigel, Vice President for Administration and Faculty Rep
resentative; with Dr. Dempsey Reid, Western Illinois Uni
versity, National Collegiate Athletic Assoc iat ion Repre
sentative; and w ith Dr. Tom Kats impalis, Director of 
Athletics. The Assistant in Records is accountable to 
Mr. James E. Martin, Assistant Dean, Records, and to 
Dr. Ze igel in fulfilling obligations in this area s ince 
they are the institutional representat ives who must s ign 
the required forms. The admin istrative function of inter
preting policy is involved in sat isfy ing the assigned re
sponsibilities in athletic eligib ility. 

3. The Assistant in Records is responsible for certifying 
persons from all baccalaureate degree programs who are 
following pre-1961 curriculum.s. Responsibilities include: 



a., Preparing graduation plans which assure academically 
meaningful programs for these individuals, and if 
for teacher preparation, that fulfil l requirement s  
for certification as specif ied by the Teacher Cert i
ficat ion Board; 

b. Providing adv i sers with the mat erials to properly 
advise t hese students of their remaining academic 
requirements; 

c. Meet ing w i t h  these students and assisting them with 
problems such as locating and approving courses from 
jun ior colleges, colleges9 and/or univer s ities which 
will sat isfy requirements in their degree program; 

d. Certifying these individuals as havirtg fulfilled t he 
requirements o f  the ir degree program .. 

The Ass i st ant in Records is accountable to the Dean o f  
Student Academic Services" The Assistant in Records 
has the obligation to assist students follow ing pre-1961 
curriculums to the best of his abil ity" 

4o The Ass ist ant in Records.is respons ible for see ing that 
the clas s rank for graduat es at the close of the academic 
year is prepared. In fulfilling this obligation the 
Assistant in Records supervises the ind ividuals in the 
Records Of f i ce who are assembling this data" The Assist
ant in Records serves as the liason per son with the Dat a 
Processing Center in gett ing this material prepared for 
distribution. 

5o The Assistant in Records is responsible for answer ing 
correspondence wh ich is addressed directly to. him and 
which i s  assigned to himo The Assistant in Records must 
be awar e o f  policy regulat ions and changes in regulations 
to properly and adequat ely perform this func t ion. 

6" The As s istant in Re c o rds is responsible for keeping him
self aware of academ ic policies at Eastern I.l linoi s Uni
vers ity so that he is prepared to answer questions which 
are directed to him by students, faculty , and other ad
ministrators. The Assistant in Records must ma int ain 
good lines of communication with other off ice s  in answer
ing some questions which are addr essed to him., 

?. The Assistant in Records is responsible for keeping abreast 
of pol icy st atements as set forth by the pro fessional asso
ciations af f il iated with his duties and of which Eastern 



Illinois Univers.ity is an institutional member--American 
Association of Collegiate Registrars and Admissions Of
ficers and Illinois Association of Collegiate Registrars 
and Admissions Officers. The Assistant in Records should 
participate in the professional activities of these groups 
and should serve on their professional committees. 

8. The Assistant in Records is responsible for assisting in 
administrative decisions and in formulating policy which 
he deems necessary and which is requested for the better
ment of the University and the Records Office., 

9. The Assistant in Records is responsible to continually 
strive to better the service unit wThth which he is 
affiliated. 



CHAPTER II 

COLLEGE-LEVEL EXAMINATION PROGRAM ( CLEF ) 

One of the writer's first assignments was to complete a 

definitive proposal to be presented :to the Council on Academic 

Affairs concerning the awarding of college credit based on 

scores received on the.College-Level Examination Program (CLEF). 

A brief over-view of CLEP had been presented to the Council by 

Dr. Maurice w. Manbeck, former Assistant Dean, Records, during 

August, 19670 However, the Council did not take any action 

concerning this program at that time since they had just ap

proved a policy to grant college credit and offer advanced 

placement to students who had achieved certain percent ile 

scores on the College Entrance Examination Board Examinations 

(CEEB)o It was felt that this older. more established program 

should be instituted first. Working with Dr. Manbeck in the 

preliminary stages of preparing a proposal for CLEP was 

Mr . Calvin Campbell, former Assistant, Records Office. Their 

preliminary work included gathering materials which explained 

CLEF and corresponding with other colleges and universities 

to see if they were using CLEP and how successful it had been 

at their respective institutions. 

The purpo se of the College Board's College-Level Examina

tion Program (CLEF) which began in 1965 is to develop a national 
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system of placement and credit by examination primarily di

rected to higher education. The five major objectives of the 

Program are: 

1. To provide a national program of examinations 
that can be used to evaluate nontraditional 
college-level education, specifically includ
ing independent study and correspondence work; 

2. To stimulate colleges and universities to be
come more aware of the need for and the pos
sibilitie s and problems of credit by exami
nation; 

3. To enable colleges and universities to develop 
appropriate procedures for the placement, ac
creditation, and admission of transfer students; 

4. To provide colleges and universities with a 
means by which to evaluate their programs and 
their students' achievement; 

5. To assist adults who wish to continue their 
education in order to meet licensing require
ments or qualify for higher positions.1 

Many colleges and universities are effectively using the 

College-Level Exami'nations in many different ways for the pur-

poses of evaluating and placing of both their unaffiliated and 

affiliated students. Through these varying ways these insti-

tutions are attempting to an swer such questions as: 11How do 

our second-year students compare with those at other insti-

tutions in terms of their liberal arts backgrounds?'' ''What 

evaluation can we make of individuals who took courses while 

lcolle e-Level Examination Pro :ram Descri tion and Uses 
1968 (Princeton: College Entrance Examination Board, 19 , 

3. 



in the military service?'' "To what extent are students ma-

joring in se.eondary education adequately prepared in the 

liberal arts?"2 Different ways that the examinations are 

currently being applied are: 

1. To provide alternate channels for meeting 
general education requirementso 

2. To assist transfer and all continuing students 
in the transition to upper-class study. 

J.' To help in the assessment of all transfer appli
cants. 

4. To allow a junior college to compare its.grad
uating sophomores with the national norms· and 
to provide a counseling tool for working with 
the graduates� 

5. To provide alternate means of satisfying specific 
course requirements. 

6. To provide information for use in the admission 
and placement of adults in a special beginning 
college program. 

?. To provide an alternate means by which persons 
without a degree may qualify for admission to 
graduate programs. 

B. To provide information for the educational 

counseling of enrolled students. 

9. To recognize the continued growth and develop
ment of individuals in the military service. 

10. To recognize superior preparation and accom
plishment of high school students at the point 
of college entrance. 

11. To insure basic levels of achievement in l ib
eral arts areas of students in secondary edu
cation programs who seek to enroll for student 
teaching,. 



12. To assist in the evaluation and placement of 
foreign students. 

130 To provide measures of college equivalency 
for use by organizations and agencies other 
than colleges and universities.3 

15. 

CLEP is also used by many colleges and universities to 

recognize and reward the educational achievements which have 

been attained by older students outside of the formal class-

room situation. The intent here is to specifically evaluate 

knowledge which has been gained through nontraditional tech-

niques. These could include independent study, correspondence 

courses, radio and/or television courses, on-the-job training, 

and private tutoring .. 4 

When college credit is awarded through the College-Level 

Examination Program's Subject Examinations, those taking the 

examinations do not have the same preparatory background, nor 

has there been a particular pattern of preparation such as 

might be gained in a college course assumed by the developers 

of the examinations. Instead, each Committee of Examiners 

has developed their examinations to include material which 

they believe to be common to most college courses in a par-

ticular subject area. The Committee anticipates that the 

individuals will be prepared for the College-Level Examinations 

through experiences such as those mentioned in the preceding 

3Ibid. , 14-15. 

4 Ibid., 35-36. 
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paragraph. 11The important question, therefore, should not be 

how the individual got his education but whether he can demon

strate that he has attained college-level education in a cer

tain sub j ect.11 5 This differs from awarding college credit in 

the Advanced Placement Program (CEEB) where the examinations 

have been developed according to a specific course descrip

tion and where most of the students taking the examination 

have completed the suggested preparation course. 6 

Thus, the Program could be used to recognize the contin

ued growth and development of individuals in the military 

service. It is believed that this is the area where Eastern 

Illinois University will receive its main requests to waive 

courses or electives. This will become more evident as more 

servicemen return to college. 

There are two types of examinations offered by CLEP, 

General and Sub ject. At this time it is being proposed that 

Eastern Illinois University grant credit based on scores re

ceived on only the General Examinations. This battery of ex

aminations consists of tests in ( 1.) English Composition, 

( 2.) Social Sciences--History, ( .3 .. ) Natural Sciences, ( 4.) 

Humanities, and ( 5.) :Mathematics. 

5Ibid .. , .37. 

6rbid .. , J6., 



The G e neral Exam inat i o n s  ar e 

int end e d  to prov ide a c ompr ehen s ive m e a sur e of 
undergraduat e ach i evem ent in the f iv e  ba s i c  l ib-

· eral art s areas • • " • They are no t de s igned 
t o  m ea sur e advan c e d  tra in ing in any sp e c if i c 
d i s c ipl ine , but rat h er to a s s e s s  a student ' s  
knowl e dg e  o f  fundam ent al fac t s and c o n c ept s ,  
h i s  ab i l ity t o  p e r c e iv e  r e lat ionsh ip s ,  and h i s  . 
under s tand ing o f  the ba s i c pr inc ip l e s and con
c ept s .  The G eneral Exam inat ions ar e de s igned 
t o  b e  part i cularly rel evant t o  the k ind s of g en
eral e ducat ion e xp e r i enc e s  student s c an be ex
pect e d  t o  hav e had by t h e  end o f  the ir f ir st two 
y ear s  o f  c o l l eg e . They ar e not ba s e d  o n  a par
t i cular curr i culum or c our s e  of study , but samp l e  
widely the c ont ent o f  t h e  maj or d i s c ipl ine s w i t h  
wh i ch each is  concerned . ?  

1 7 0 

A sy st em o f  t e s t  cent er s ha s be en e s t ab l i she d t hroughout 

t he Un i t e d  S tat e s , and cand i dat e s  hav e r e c e ived cr ed i t and 

plac em ent o n  the bas i s  o f  t e st s co r e s ach i ev e d  at t h e s e  c en-

t e r s .  Al so t he Un i t e d  S tat e s  Arme d  Fo r c e s In st itut e ( USAFI ) 

d i st r ibut e s , s c o r e s ,  and report s r esul t s on G eneral Exam ina-

t io n s  w i t h in the m il i tary e ducat i o n  program s .  USAF I s e rv e s  

more t han 60 0  t e st ing c ent er s  at m il i t ary in st al lat i o n s  

throughout the world ,  at wh i ch s e rv i c emen may apply for and 

be adm in i st er e d  a var i e t y  o f  e ducat i o nal t e st s .,  

Dur ing O ct o ber , 1 9 68 , t he wr it er at t ended a curr iculum 

c omm it t ee m e e t ing o f the Co l l eg e  o f  Le t t er s  and S c i en c e " One 

o f  t h e  ma in purpo s e s  o f  th i s  m e e t ing was t o  d e c ide i f  Ea st ern 

I l l ino i s  Un iv er s ity should adopt t he Co l l eg e- Level Exam inat ion 

?Cornel iu s  P .  Turner ( edit or ) , A G u i de to the Evaluat ion 
o f  Educat ional Ex er i enc e s  in the Arm e d  S erv i c e s (Washington : 
Am er i can Counc il o n  Edu cat io n , 19 , 39 1 - 39 2 . 



Program and , if so , to de c i de wh ich cour s e s  shoul d b e  wa iv e d  

and/or what cre d it s should be awarded f o r  ac c eptab l e  scor e s  

o n  the bat t ery o f  G en�ral . Exam inat i on s �  All sub j e ct ar e a s  

t e s t e d  w i t h  t he except ion o f  mu s i c  wh i ch is inc luded in the 

human i t i e s e xam inat ion an d  wh i ch ar e  inc lude d  in the G e neral 

Exam inat i o n s  ar e r epr e s ent e d  by the departm ent s o f  the Co l l eg e  

o f  Le t t er s  and S c ienc e . Dr ." '  Lawr en c e  A .  R ing enb erg , Dean , 

Co l l e g e  of Le t t e r s  and S c i en c e , d i s cu s s e d  with Dr . Rob e rt Y .. 

Har e , Dean of t h e  S cho ol o f  Mu s i c , h i s  r e c omm endat ions for 

award ing cr e d it on t he human i t i e s  exam inat ion pr ior t o  t h i s  

m e e t ing .  Furt h ermore 1 the t e st s  wer e  made ava ilable t o  the 

department head s pr ior to t h i s  m e e t ing t o  perm it t h em to hav e 

an opportun i t y  t o  r ev i ew the cont ent o f  the exam inat ion s . 

Th i s  prov ided a ba s i s  for a d i s cu s s ion conc ern ing the grant ing 

of co l l eg e  c r e d i t  for a c c eptable t e st s c o r e s ., " 

Aft er d i scu s s ion it wa s approv e d  t o  pre s ent a propo sal 

to th e Counc il on Academ i c  Af fa ir s for Ea st ern Ill ino i s  Un i-

v e r s i t y  to awar d undergraduat e cred i t  f o r  ach i ev em ent in t h e  

f ive ba s i c l iberal art s ar e a s  a s  measur e d  b y  t he G eneral Exam

inat ion s  o f  the Col l eg e - Lev el Exam inat ion Program . I t  wa s 

fur t her r e c omm ende d t ha;t Ea st ern I l l ino i s  Un iver s it y  f o llow 

the standard s  o f  t he .Am e r i can Coun c il on Educat ion and the 

Comm i s s ion on A c c r e d itat ion of S erv i c e  Exp e r i enc e s .  The s e  

standards are t hat 

1 .  The exa.m ine e mu st ach i ev e  a s c o r e  at · or above t he twenty
f ift h p e r c ent i l e  on each t e st . ' 



2 .  E ight quart er hour s would b e  the max imum allowabl e equ iv 
al ent f or each t e s t .  The max imum t o t al hour s  al l owab l e  
for t he bat t ery of t e st s  is f o r t y  quart er hour s . ·  

Anot her r e c omm endat ion o f  t h e  Curr i culum Comm it t e e  wa s t hat 

hour s of er e d i:'.t be grant ed for ach i ev em ent in each g en eral 

ar ea inst ead o f  wa iv ing sp e c if i c  cour se s .  

On Novemb e r  14 ,  19 6 8 , t he Counc il on Academ i c  Affair s 

appr oved a propo sal t hat East ern Ill ino i s  Un iver s it y  r e cogn i z e 

and g ive cr e d it for CLEF .. Th i s  act ion approved the following : 

East ern Il l ino i s Un iver s ity r e cogn i z e s un,der
graduat e ach i ev em ent in t he f ive ba s i c l ib e ral art s 
ar e a s  a s  m e a sur ed by the g eneral exam inat i o n s  o f  the 
Co l l eg e - Level Exam inat i on Program ( CLEF ) . A student 
w i t h  ho co ll eg e cr e d i t s who ach i ev e s a s c o r e  at or 
above the 2 5 t h  p e r c ent i l e , ba s e d  on CEEB nat ional 
norm s  for student s who hav e comp l e t e d  two y ear s  o f  
co l l eg e  work , o n  one o f  the s e  t e st s  i s  grant e d  upon 
adm i s s ion to Ea st ern Ill ino i s  Un iver s i ty e ight quar
t e r hour s o f  cr e d i t  that count s t oward t h e  1 9 8  quar
ter ,  hour s fiiow 1 9 0. quar t e r  hour.§? requ i r e d  for a 
bachelor 1 s degr e e  �·1 Max imum t o tal hour s for the 
bat t ery of f iv e  t e st s  i s  40 quar t e r  hour s .  S tudent s 
who enro l l  at East e rn I l l ino i s  Un iver s i ty w i t h  tran s 
fer c r e d i t s and CLEF s core s on g eneral exam inat ion s 
may b e  g iven CLEP c r e d i t  only in tho s e  areas no t 
dupl i cat i'ng t ran s f e r  c r e d i t .'· 

Cr e d it ba s e d  on CLEF g eneral exam inat ion s al so 
count s t oward sat i sfy ing the general d i str ibut ion 
requirement s as fo l l ow s : 

L • .  Eng l i sh Compo s it ion T e st , 8 q .  hr s . o f  e l e c t iv e  
. .  c r e d i t . 

2 :.. · . S o c ial S c i e nc e s-H i st ory T e st , 4 q .  hr s .. o f  so c ial 
studie s and 4 q ,;  hr s � · o f  h i st ory . 

4 .  

5 '\ • 

Natural S c i enc e s T e s t , 4 q .  hr s o  o f  b i o log i cal 
s c i e n c e  and 4 q ;."' hr s .t ' o f  phy s i cal s c i en c e . 

Human it i e s  T e st , 4 q .  hr s ;  o f  art and mu s i e  and 
4 q .  hr s .  o f  l it erature and p h i l o sophy . 

Mat hemat i c s  T e st , 8 q .. hr s .  o f  mathemat i c s . 8  

8M inut e s ,  Co unc i l  on Academ i c  Af fair s ( Charl e st on : Eas t e rn 
Ill ino i s  Un iv er s it y , Novemb er 14 , 196 8 ) ,  5-6 . ·  



S inc e t h i s  act ion was appro v e d  East ern Ill ino i s  Univer-

s it y  has be en awar d ing cre dit based on CLEF ., A s  expec t e d  the 

t e st s co r e s hav e  b e en r e c e ived from USAF I for r e turn ing serv i c e-

men enro l l ing at the Un iver s ity . An examp l e  o f  t e st score s a s  

report e d  for a student by USAF I i s  shown in F igur e 2 ,  pag e 2 1 . 

Al so shown in Table 1 .  pag e 2 2 , i s  the P e r c ent il e Ranks for 

the G eneral Exam inat ions for Co l l e g e  Sophomore s from the S core 

Int erpret at ion Gu ide for t he Co l l eg e -Lev e l  Exam inat ion Program . 

Re f err ing t o  th i s  t ab l e  and the co lumn heade d 11Men" under each 

exam inat ion , th i s  student was awarded cre d i t  t oward graduat i o n  

at East ern I l l ino i s  Un iv er s it y  a s  fo l low s : 

T e st S co r e  

Eng l i sh 43 1  
Compo s it ion 

S o c ial S c i e n c e s- 49 2 
H i story 

Natural S c i enc e s  43 3 
Human it i e s 428 

Mathemat ic s 438 

P er c ent i l e  Cre d it · 

3 1 ., 4  E ight quart er hour s o f  
e l e c t iv e  c r e d i t  in 
Engl i sh 

45 . 8  Four quart er hour s o f  
so c i al stud i e s and four 
quart er hour s o f  h i st ory 

22 :9 No c r e d i t  

33 �'0 Four quart er hour s o f  
art and mu s i c  and four 
quart er hour s o f  l it 
erat ure and ph i l o sophy 

22 . 5  No c r e d it 

It should be no t e d that t h e  perc ent i l e  ran;k s which ar e 

ind i cat e d  on t he o f f i c ial report o f  t e st s c o r e s ,  F igure 2 ,  

page 2 1 ,  do no t ag r e e  w it h  t h e  perc ent i l e  rank s whi c h  were 

u s ed for grant ing cre dit at Ea st ern Ill ino i s  Un iv er s i t y . 
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TABLE 1 2 2 ., 

G E PJ E R A I- EXA M I NAT!O l'JS9 
Percentile Ranks 

College Sophomores� Spring 1963 

SOCIAL SCI ENCES-

Scaled ENG LISH HUMANITIES MATHEMATICS NATURAL S C I E N CES H I STO RY-

score !.fen lVomen Total Men 1Vomen Total !.fen lVomen Total J.f en Women Toto[ }.fen lVomen Totol 

800 

780 
760 99 99 99 99 

740 99 99 98 98 98 99 99 98 99 

720 98 99 98 96 97 9 7  98 98 9 9  9 7 98 

700 99 97 98 9 7  9 5  9 6  9 6  98 9 6 9 7  96 9 7  

680 98 9 6  97 96 93 95 93 99 96 94 99 9 6  9 4  99 9 6  

660 95 94 95 94 92 93 89 98 93 92 97 9 4 90 98 94 
640 93 91 92 93 90 9 2  8 5  96 90 88 94 9 1  85 95 90 
620 90 86 88 9 1 85 88 79 95 8 6  82 93 8 7  82 93 87 

600 86 79 83 88 79 84 75 93 83 77 89 83 77 89 83 

580 82 73 78 85 74 80 68 9 1  79 70 86 77 72 85 78 
560 78 66 73 78 67 73 6 1  87 73 64 82 73 66 80 73 
540 74 57 66 73 60 67 53 83 67 59 78 68 63 73 68 
520 67 50 59 69 51 6 1  4 6  77 60 49 72 60 5 6  67 6 1  
500 60 43 52 63 43 54 41 72 55 43 66 54 4 9  5 9  54 

480 5 1  35 4 4  57 36 4 7  3 3  6 5  4 7  39 58 4 7  4 1  5 3  47 
460 43  28 36 48 28 39 28 57 4 1 32 4 6  39 34 44 39 

440 35 2 2  29 39 24 32 2;3 48 34 25 38 3 1  26 34 30 

420 27 16 22 29 18 24 1 8  3 8  2 7  1 9  2 9  24 2 0  27 24 
400 2 1  1 2  17 20 13 1 6  1 4  28 21 15 22 18 1 5  19 1 7  

380 1 5  9 1 2  1 2  9 1 1  8 1 5  1 1  9 1 3  1 1 1 0  1 4  1 2  
360 1 0 6 8 7 5 6 2 4 3 5 9 7 6 10 8 
340 6 4 5 4 1 3 3 6 4 3 5 4 
320 4 3 4 1 1 3 2 1 3 2 
300 2 2 2 2 1 1 1 

280 1 1 1 

Mean 4 82 5 1 6  4 9 8  483 5 1 8  499 529 4 6 1  498 5 1 8  4 7 4  4 9 8  514 481 498 

Standard 
deviation 98 98 99 97 99 99 102 80 99 102 90 99 1 0 4  9 1  9 9  

N o .  o f  
sophomores 1375 1207 2582 361 3 1 7  678 360 303 663 343 290 633 310 297 607 

S c a l e d  S c o re s  fo r S e l e ct e d  Pe r c e n t i l e s  

Percentile 
75 5 4 5  585 570 549 582 564 600 5 1 3  566 595 528 571 594 550 568 

50 477 520 494 463 516 489 530 444 487 523 465 489 505 473 488 

25 413 4 5 1  428 414 4 44 422 448 394 413 4 40 408 424 433 4 1 3  423 

9 s eore Int er retat ion Gu ide Co lle e-Lev e l  Exam inat ion 
Program Pr incet on : Co ll eg e Ent ranc e Exam inat ion Board , 
1967 ) ,  8 .  

Scaled 
score 

800 

780 
760 
740 
720 
700 

680 
660 
640 
620 
600 

580 
560 
540 
520 
500 

480 
460 
440 

420 
400 

380 

360 
340 
320 

300 

280 

Mean 

Standard 
deviation 

No. of 
sophomores 

Percentile 
75 
50 
25 



23 . 

Th i s  d i s cr epancy r e sul t s pr imar ily from t h e  fact that ,t he 

USAFI p e r c ent i l e  ranks are bas e d  on data comp iled from m i l i

t ary serv i c e per sonnel only . The G u i de provide s p er c ent i l e  

rank s ba s e d  o n  student populat ions t hroughout the Un it ed 

S t at e s ,  inclu d ing bo th mal e s  and f emale s ,  at the end o f  

fre shman- , sophomo r e - , and senio r-year l ev el s .  



CHAPTER I I I  

PROFES S IO NAL ORGAN IZAT IONS 

East e rn I l l ino i s  Un iv e r s i t y  ho l d s  member sh ip in the 

Am e r i can A s so c i at ion of Co l l eg iat e Reg i strar s  and Adm i s s io n s  

O f f i c er s  ( AA CRAO ) and t h e  I l l ino i s  A s so c iat i o n  o f  Co ll eg iat e 

R eg i s t rar s and Adm i s s ion s O f f i c e r s  ( IACRAO ) . W i t h i n  IA CRAO 

the wr i t e r  s e rv e s on the Data Sy s t em s  and Mach ine A c t iv i t i e s  

Comm i t t e e . 

Am e r i can A s so c i at i o n  o f  Co l l e  iat e Re i s t rar s 
and Admi s sio n s  O f f i c er s AACRAO 

In 1 9 1 0  a group o f  r e g i s t rar s and bu s ine s s  o f f i ce r s 

r e pre s ent ing twenty- four c o l l eg e s and un iv e r s i t ie s  he ld a 

m e e t ing in De tro i t , M i ch igan , to d i s cu s s  the pro b l em s and 

r e spo n s ib i l i t i e s r e l at ing to the ir po s i t io n s . The Am e r i can 

A s so c iat ion o f  Co l l eg iat e Reg i s t rar s was o rgan i z e d  dur i ng 

th i s  c o n f e r e n c e . S in c e  that m e e t ing the A s so c iat ion ' s m emb e r

sh ip ha s g rown t o  include o v e r  1 , 6 0 0  inst i tut i o n s  w i th m o r e  

than 4 , 5 0 0  m emb e r  repre s e nt at iv e s .  The se member repr e s e n t at iv e s  

inc lude p e r sons in the ar e a s  o f  adm i s s io n s , reg i s t rat i o n  and 

r e c o r d s , f inanc ial a i d , and in s t itut ional r e s e ar ch . In s t i t�-

t io n s  o f  h igher e ducat ion from the Un i t e d  S ta t e s ,  M e x i c o , 

Canada , and o th e r  countr i e s ar e inc lude d in the A s so c iat ion . 

The A s so c iat ion ' s pr e s ent t i t l e , Am e r i can A s so c iat ion o f  



Co lleg iat e Reg i strar s  and Adm i s s ion s O f f i c ers ( AAGRAO ) , was 

ado p t e d  in 1 9 49 when many eo,l l eg e s  and univer s i t i e s  star t e d  

e s t abl i sh ing s e parat e o f f i c e s o f  adm i s s io n s  and re cords o 1  

AA CRAO i s  c o n c e rned w i th advanc ing e ducat i o n , pr imar i ly 

h igher e du cat ion , and enhan c ing the pro f e s s io nal g rowth o f  

the work and the po s i t io n s  in o f f i c e s conne c t e d  w i th ad.m i s-

s ions , r e c o rd s , r eg i strat i o n , f inanc ial a i d , and in s t itu-

t io nal r e s e ar c h . Th i s  ac t iv i t y  i s  ac compl i sh e d  by : 

1 .  

) .  

4 .  

5 .  

Ho ld ing an annual m e e t ing for the pro f e s s ional 
improvem e n t  o f  it s m emb e r s and to condu c t  
A s so c iat ion bu s ine s s .  

Maintain ing an o f f i c e  t o  prov i d e  cont inu ing 
s erv i c e to AA CRAO and it s memb e r s and to o ther 
ag e n c i e s in h igher e ducat ion . 

O p erat ing a Plac em ent S erv i c e  to a i d  co l l eg e s  
and un iver s i t i e s  in f il l ing vacan c i e s i n  the 
ar eas of r e co r d s , reg i s trat ion , adm i s s io n s , 
in st i tut ional r e s e ar ch , and f inanc ial a i d . 

Publ i sh ing pro f e s s io nal j ournal s relat ing to 
higher e du cat ion , p e r io d i cal s ( includ ing a 
newsl e t t er ) , o c cas io nal spe c ial bull e t in s , 
pamphl e t s ,  and r eport s o  

Encourag ing , conduct ing ,  and c o o p erat ing in 

r e s ear ch pro j e c t s int ended t o  further the pur
po s e  o f  the A s so c iat ion . 

Prom o t ing reg ional a s so c iat ion s o f  reg i s trar s , 
adm i s s i o n s  d ire c t o r s , and r e lat e d  o f f i c er s , 
impl ement ing the ir c l o s e  c o op e rat ion w i t h  
AA CRAO , and encourag ing and a s s i st ing i n  the ir 
s eparat e m e e t ing s and ent erpr i s e s e  

E stabl i sh ing comm i t t e e s  t o  g iv e att ent ion t o  
curr ent pro bl em s  and ooncern s . 2 

1Amer i can A s so c iat ion o f  Co l l eg iat e Reg i strar s and Adm i s

s ion s O f f i c er s , AACRAO , A Report Prepar e d  by the Amer i can 
A s so c iat ion o f  Co lleg iat e Reg i strar s and Adm i s s io n s  O f f i c er s 
( Wash ington : Am e r i c an A s s o c iat ion o f  Co l l eg iat e Reg i strar s  
and Adm i s s i o n s  O f f i c er s ) e 



1968  and 1 9 69 Annual M e e t ing s  o f  the 
Ill ino i s  A s so c iat ion o f  Co l l e  iat e Re i s trar s 

and Adm i s s io n s  O f f i c e r s  IACRAO 

26 . 

The wr it er ha s had t h e  oppo r t un i t y  to at t end bo th the 

1 9 6 8  and the 1 9 6 9  Annual M e e t ing s  of the I l l ino i s  A s so c iat ion 

of Co l l e g iat e Reg i s trar s and Adm i s s i o n s  O f f i c er s  ( IACRAO ) . 

The s e  me e t ing s hav e prov ided the wr i t e r  w i th the o pportun i ty 

to b e c om e  m o r e  fam il iar with the act iv i t i e s  a s so c iat ed w i t h  

r eg i s t rat i o n , r e co rd s , f inanc ial aid , i n s t itut i o nal r e s ear ch , 

and adm i s s io n s  o ff i c e s at many I l l ino i s  co l l eg e s  and un iv e r-

s i t i e s .  Al so i t  ha s allowed h im  t o  be com e  acqua int e d  w i t h  

many p er s o n s  who ar e af f il iat e d  w i th t he s e  o f f i c e s at the i r  

in s t i tut i o n s . 

The Forty- s ix t h  Annual M e e t ing o f  !AC.RAO wa s h e l d  from 

O c t o b e r  2 3 - 2 5 , 1 9 6 8 , at the Ho l i day Inn in Champ a ign , Ill ino i s .  

The them e  for th i s  m e e t ing wa s the " R i s e  o r  Dem i s e o f  the 

Reg i s trar through Data Pro c e s s ing . tt 

The O c t o b e r  2 3rd s e s s ion wa s devot e d  t o  inf o rmal . wo rk-

shop s .  The IACRAO m emb e r s who served a s  r e sour c e  p e r so n s  and 

the g ene ral ar ea o f  the ir d i s cu s s ion group s  were : 

Adm i s s io n s  

Reg i strat ion 

Re cords 

Graduat ion Che ck s 

Murray Cho at e  
Ea s t ern I l l ino i s  Un iv e r s i t y  

Cur t Denny 
Ill ino i s  S tate Un iv e r s i t y  

Lou i s e Chr i st en s en 
No rthwe st Il l ino i s  S t at e 

De lo r e s Sw i t z er 
We s t ern Ill ino i s  Un iv e r s i t y  



S e l e c t iv e  S e rv i c e  H o  W .  Wohlwend 
Southern Il l ino is Un iv er s i t y  
O t i s  S tanl e y  

27. 

S tat e S e l e c t ive S erv i c e  Sy s t em 

M i cr o f i lm ing Rutn Ja s s  
Bradl ey Un iv e r. s i ty 

The wr i t e r  at t ende d the s e s s i on c o n c erne d  w i th m i cr o -

f i lm ing wh i c h  wa s conduc t e d  by Ruth Ja s s , Reg i s trar and 

Dire c t o r  o f  In s t i tut ional Re sear ch at Bradl e y . Un iv e r s i ty , 

P e o r ia , Ill ino i s .  Mr s .  Ja s s  expla ined the sy s t em o f  m i c ro -

f ilm ing wh i c h  i s  being u se d  at Bradl ey Un iv e r s i ty . Th i s  

prov e d  to b e  v e ry info nnat iv e t o  the wr i t er s in c e  the m i cro

f i lm ing equ ipm ent wh i ch they use i s  the same as that wh i ch i s  

u s e d  at Ea st ern Ill ino i s  Un iv e r s i t y . Mr s .  Ja s s  very e f f e c t ively 

empha s i z e d  the importanc e of s e cur ity of r e c o r d s  t hrough m i cro -

f ilm ing s ince t h e  ma j o r ity o f  Bradl e y ' s  o f f i c ial hard- c o py 

re c o r d s  had been de stroy e d  in an earl ier f ire . The ma j or i t y  

o f  the s e  r e cord s were repro duc e d  ac curat e l y  s in c e  they had 

t h em s t o r e d  for s e cur ity m e a sur e s on m i cro f ilm . 

Aft er welcom ing comm ent s by John Br i s co e , A s s i stant 

Chanc e l l o r , Un iv e r s ity of Ill ino i s ,  to beg in the O c t o b e r  24th 

s e s s i o n , Leo M .  Co rbac i ,  A s s i stant Vic.e Pre s i dent for Academ i c  

Af fa i r s and Reg i s trar a t  the Un ive r s i t y  o f  No tre Dam e , del iver-

e d  a sp e e c h  ent i t led 11 Dat a and Data Pro c e s s ing : The ir U s e s  

by the Reg i s trar . u  The fo l l ow ing i s  a summary o f  Mr .. Corbac i • s 

r emark s .  
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The com ing o f  data pro c e s s ing ha s brought about many 

chang e s in the r eg i strar ' s ro l e . ·  B e f o r e  dat a pro c e s s ing h i s  

du t i e s  we r e  pr imar ily conc erned w it h  r e c o r d ing fact s .  Now 

he mu st be concerned w it h  a standar d i z at ion in the c o l l e c t ion 

of dat a .  

Two e s s ent ial st ep s in e stabl i sh ing t h e  dat a  pro c e s s ing 

sy st em ar e gather ing t o g e ther an appropr iat e st af f and dev e l 

op ing a ph i l o sophy o f  o p erat ion s . In s � t t ing up t he staf f 

som e one should be s e lec t ed to serve a s  a l ia i son p e r son b etwe en 

the r eg i strar and data pro c e s s ing o p e r at ion s .  The reg i strar 

should u s e  such t e chn ique s a s  flow chart s to e xam ine the act iv 

it i e s c o nne ct e d  w i t h  h i s  ar e a  o f  o p erat i o n s . M o r e ov e r , he 

should study the ar ea o f  data pro c e s s ing ; and he should �se 

consul t ant s to a i d  h im  in e st abl i sh ing funct ional pro c e dur e s  

and to keep h im inform e d  o f  t e chno log i cal chang e s  in data 

pro c e s s ing . Dat a pro c e s s ing canno t be e conom i c al ly j u st i f i e d  

unl e s s t h e  pro c e s s e s  hav e been prop erly e st abl i shed from 

beg inn ing t o  end and unl e s s  a g o o d  l ine o f  communi cat i9n 

e x i st s b e tween o f f i c e s .  Dev elopment of ph ilo so phy should 

inc lude t he l im it s of dat a  pro c e s s ing o p e rat ion s and the typ e s 

o f  s e rv i c e s wh i c h  can be o f f er e d ., It i s  important that the 

facul ty be awar e of the serv i c e s  wh i c h  dat a pro c e s s ing can 

prov ide . Furt hermo r e , faculty support i s  e s sent ial in pro

v id ing t he requ ir e d  dat a at the ne e d e d  t im e .  Thu s , the r eg

i st rar should s erv e a s  a c o o r d inat or and a tt barr i e r  br eaker . u 
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A p e r sonal a sp e c t  af filiat e d  with ph ilo sophy dev e lopm ent i s  

how invo lv e d  do e s  t he regi strar want t o  b e com e  i n  the de c i

sion making pro c e s s  .. 

Mr o Corbaci st r e s se d  som e ba s i c princip l e s conc erne d 

w ith the reg i strar ' s po s itio n wh ich he cons idered import ant o 

He s t at e d  that it i s  ne c e s sary for t h e  r egistr ar t o  str ive 

for re spo n s ib il ity in the organ i zat ion . Al so he b e l ieved 

the o f f i c e  shoul d be affiliat e d  with academ i c  af fair s  and 

should b e  on t he f ir s t l evel be low the vic e pr eside nt .. An

o t he r  import ant c o ns iderat ion is t hat there should be separat e 

sy st em s  for admi s sion s , f inanc ial aid, student aid , e t c . No t r e  

Dame operat e s  with s ix independent o f f  ic e s  co ord inat e d  int o o n e  

unit . Mr . Corbaci furt her emphasi z e d t hat the r eg i strar should 

ho ld f acul t y  rank at the a s sistant pro f essor or as so ciat e pro

f e s sor l ev el and should s erv e o n  c omm it t e e s conc erned w i th 

grading pro c e dur e s ,  cal endar , spa c e  pl anning , and academic 

affa ir s . The pr inc i p l e  invo lv e d  is that c ontro l mu st be 

maintain e d , and the r egistrar mu s t  have the authority if t hi s  

i s  t o  be his re spo n s ib ilit y .  

Mr. Co rbac i then dis cu s s e d  t h e  r e lat ion ship o f  the r e g 

i st rar 1 s o f fic e t o  the dat a  pro ce s s ing o p eration . The r eg

i strar ' s  o ffic e mu st hav e a pr io r i ty for adm in i s t rat ive oper

at ions at e s tabl i she d t ime s ,  regar dl e s s  o f  who c o ntrol s the 

data pro c e s s ing  o p er at ion .. The reg i strar is an e xp ert in h i s  

field a s  data pr o c ess ing p er sonnel are in their s . The r e fo r e , 

it i s  no t ne c e s sary for the r eg i st rar to al so be an e xp ert in 
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dat a pro c e s s ing .  The important factor i s  t hat the se ind iv id-

ual s r e c0gn i z e  each o ther s ne e d s  and work c o o p erat iv e ly to -

g e ther t o  ach i eve the s e .  I t  would be b enef i c ial for someone 
' 

in the r e g i strar ' s  o f f i c e  who ha s a dat a pro c e s s ing background 

t o s erv e  a s  a l ia i son per son betwe en t he two departm ent s .. 

In c o n c lu s i o n  M r . Corbac i stat ed four ba s i c op inions ; 

1 .  The r eg i strar ha s the po t ent ial o f  mak ing s ign i f i cant 
contr ibut ions t o  the d e c i s ion-mak ing pro c e s s  o f  the un i
v er s i t y  through data pro c e s s ing o' 

2 .  The r eg i st rar op erat e s  acro s s  l ine s and ha s t h e  capac i ty 
for br eak ing down barr ier s between var iou s o ff i c e s and 
const i tuent s �, 

3 . A s ign i f i cant amount o f  management informat i o n  dat a i s  
cont r o l l e d  by the r eg i strar . 

4 o  The reg i s trar should par t i c ipat e  ac t iv e ly on comm it-t e e s 
that ar e impo r t ant to h i s role and funct ions .. It i s  
impor t ant that the bas i c  serv i c e  func t ion o f  the o f f i c e  
b e  ma int aine d , r egardl e s s  o f  the s iz e  o f  the s choo l . 

Dr . Ke it h  Smith , A s so c iat e Dire c t o r , S tat e o f  Ill ino i s ,  

Board o f  H igher Educat ion , s erv e d  as t h e  key sp e aker dur ing 

t he aft e rno on se s s io n .  Dr . Sm i t h ' s  t o p i c  wa s r• our :Mut ual 

Probl em s  in Dat a  Co l l e c t ion . n In h i s  p r e s ent at ion , Dr . Sm it h 

ind i cat e d  that the Ill ino i s  Board o f  H igher Educat ion i s  

s e ek ing t o  ac compl i sh four bas i c  go al s .  The s e  g o al s  ar e 

plann ing ; impl em ent at ion o f  the p lan ; r ev i ew , evaluat ion , and 

mo d i f i cat ion ; and int erpr e tat ion .. 

Involv e d  w ith plann ing i s  the c o l l e c t ing o f  suf f i c i ent 

amount s o f . informat ion to _pr o j e ct how be st the h igher educa

t ion sy st em in the S tat e can b e  mo d i f i e d  t o  m e et i t s pre d i c t ed 

needs mo st e f f i c ient ly .  Imp l em e-nt at ion of the plan and the 
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r e spon s ib i l it y  to impl em ent include s t h e  draw ing up and pro-
if 

po s ing of l eg i s lat iv e program s in l ine with mast er plan o b-

j e ct iv e s .  S tudy ing earl i er plann ing ob j e c t ive s , s e e ing wher e 

they hav e suc c e e d e d  or f a il e d ,  and s e e ing what new ob j e ct ive s 

have been rai s e d  ar e the pha se s o f  r e v i ew ,  evaluat ion , and 

m o d i f i cat ion . The four t h  g o al , int erpr e tat ion , .. ha s not b e en 

a c c ompl i sh e d  t o  any ext ent in Ill ino i s  ac cord ing t o  Dr .  Sm ith . 

Howev e r , the Board r e cogn i z e s it s ne e d  to develop the capab il

ity for b e t t er int erpr e t at ion of data r e c e iv e d  from the incr eas

ing number of que s t ionna ire s wh i ch they ar e s end ing t o  the 

in st i tut i o n s . :  

" Il l ino i s  H igher Educat ion in the • s ev ent i e s "  served a s  

t h e  theme for t h e  Fo rty- s eventh Annual M e e t ing ef IACRAO wh i ch 

wa s he l d  at the S heraton- Ch i cago Ho t e l , Ch i cago , I l l ino i s , 

from O c t ober 29- J l , 1 9 69 . The m e e t ing s  con s i st e d o f  wo rk sh0p 

s e s s io n s  ba s e d  on t h e  Ill ino i s  Counc il on Ar t i culat ion study 

and the Board o f  H igher Edu cat ion stud i e s that wer e r e c ently 

compl e t e d o The se stud i e s  invo lv e d  student charact er i st i c s ,  

ad.m i s s i on pol i c i e s ,  r e t ent i o n , and tran s f er student perform-

an c e s .  IACRAO memb e r s had part i c ipat e d  in each o f  t h e se 

stud i e s b y  prov id ing in st itut ional data and by serv ing on 

s tudy c omm it t e e s .  The worksho p s  at the Annual M e e t ing pro -

v ide d IACRAO m emb e r s w it h  t he opportun i t y  to l earn t h e  r e sul t s  

o f  the se stud i e s and t o  d i s cu s s  the ir impl i cat io n s . IACRAO · 

m emb e r s who reg i st e r e d  early for t he Annual M e e t ing wer e sent 

c o p i e s o f  t he se s t ud i e s in advan c e . In that manner they wer e 
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able to s e l e c t  the workshop s o f  the ir cho i c e  s in c e  t im e  at 

the conv ent ion only allowed d for at t end ing two se s s ions o The 

study t o p i c s and t he ir cha irmen and pr e s ent er s  were a s  f o l lows : 

1 .  " P e r f o rmanc e  o f  Tran s f e r  S tudent s '' 

Chairman : Donn S t an sbury , D ir e c t or o f  Adm i s s io n s , 
W i l l iam Rainey Harper Co l l eg e , Palat ine 

Pr e s ent er s : Ro b e r t  Darne s ,  As so c iat e S e cr e t ary , Il l ino i s  
Jun ior Co l l e g e  Board , and Cha irman o f  t he 
Comm it t e e  on the Performanc e o f  Transfer 
S tudent s ( Ill ino i s  Counc il o n  Art iculat ion ) , 
p r e s id ing 

M ember s o f  t h e  Comm it t e e : 

Erne st Ande r son , Un iv er s it y  o f  Ill ino i s  
Henry Mougham ian , Ch i c ago City Co l l eg e  
Irma Hal f t e r , De Paul Univ er s ity 

2 .  "Student Re t en t ion and Attr it ion at Ill ino i s  Co l l eg e s and 
Un iv er s i t i e s n  

Chairman : 

Pre s ent er : 

Gu s Gruenewal d ,  Dean o f  Admi s s ions and 
Re c o r d s , Cent ral YM CA  Commun ity Colleg e , 
Ch i cago . 

Charle s E o  Warw ick , D ir e c t o r  o f  Adm i s s ion s 
and Re c o r d s , Univer s ity o f  Ill ino i s  at 
Urbana , and Chairman o f  the R e t ent ion S tudy 
( Ill ino i s  B o ard of H igher Edu cat ion ) 

3 .  " Fre shman Charact er i s t i c s in Ill ino i s  Co l l eg e s  and 
Univ er s it ie s 11  

Cha irman : 

Pre s ent e r : 

M aur i c e  Manb e ck , As so c iat e Dean , Junior 
Co llege Relat ions , Ea st ern Ill ino i s Uni
v er s ity , Char l e s t o n  

Ruth Ja s s , R eg i strar and D ire ctor o f  In st i
tut ional Re s e ar ch ,  Bradl ey Un iv er s i t y , Peor ia , 
and Cha irman o f  the Fr e shman Charac t er i s t i c s  
S tudy ( Il l ino i s  Board o f  H igher Edu cat ion ) 



4 .  11Adm i s s io n  P o l i c i e s and Pro c e dure s at I l l ino i s Colleg e s  
and Un iv e r s it i e s 11 

Cha irman : 

Pre s e nt er : 

W i ll iam Vo lkman , D ir e ct or o f  Adm i s s io n s , 
Ro ckford Co l l eg e , Ro ckford 

J 

Robert M oGrath p Reg i s trar and D ir e ctor o f  
Adm i s s ions , Southern I l l ino i s  Un iver s it y , 
Carbondal e 9  and Cha irman o f  t h e  Adm i s s io n  
Pol i c ie s  and Pro c e dur e s S tudy ( Ill ino i s  
B o ar d  o f  H igher Educat ion ) . 

The wr i t e r  at t ended the s e s s io n s  concerned w i t h  the 

" Fr e shman Charact e r i st i c s  in Ill ino i s  Co lleg e s and Univer s i-

t i e s " s tudy and t he '' P er formance o f  Tran sfer S tudent s "  st udy o 

The fre shman charact er i s t i c s  study analy z e d  t he ind iv idual 

p sycholog i cal and env ironment al fact o r s and e l em ent s o f  so c i et y 

wh i c h  influe n c e  e ducat ional p l ann ing o 'I'wo g eneral que st i on s  

wh ich the study wa s at t emp t ing to an swe r  were : 

1 .  To what ext ent are appropr iat e po st - se c ondary 
e ducat io nal opportun i t i e s ,  and ne c e s sary phy s
i cal f ac i l it i e s  there fo re , ava i labl e  to I l l ino i s  
youth? 

2 .  To what e x t ent are the youth of Ill ino i s s e e k ing 
and part i c ipat ing in availabl e  e ducat io nal op
portun it i e s  appropr iat e t o  the ir ind iv i dual 
ne e d s  and the needs o f  so c i e t y ? .3 

Ruth Ja s s , Pre s ent er for th i s  work sho p , pre sent e d s ev eral 

fundament al prem i s e s  underly ing the se que st ions . Two prem-

i s e s  around wh i ch t h e  futur e growt h  o f  Ill ino i s  h igher e duca-

t ional program s and fa,c il it i e s  mu st be planned and develo p e d  

ar e : 

3Rut h Ja s s ,  Pr e s ent er , tt Fre sbman Charac t er i st i c s  in I l l i
no i s  College s and Un iv er s it i e s , 11 Fort y - sevent h  Annual M e e t ing ,  
Ill ino i s  A s so c iat ion o f  Coll eg iat e Reg i strar s  and Adm i s s i o n s  
Of f i c er s  ( Ch i cag o , I l l ino i s : O ct o ber J O , 1969 ) . 



1 .  Pr e s ervat i o n  o f  d iver s ity in programm ing among 
al l t ype s and s iz e s  o f  inst i tut ions in o r der 
t o  prov ide the broade st po s s ib l e  coverag e s  o f  
so c i et al an d  indiv idual ne e d s  i s  de s irabl e ; 
conver s e ly , e x c e s s iv e  uni form it y  and conform
i t y  in program s i s  to b e  d i scourag e d  wher e 
f e a s ib l e . 

2 .  Promot ion o f  fl e x ibl e and adap t ab l e  programm ing 
in l ight o f  chang ing so c ial ne e d s p chang.ing 
student po pulat ion ne e d s  and chang ing f i e l d s  o f  
knowl e dg e  i s  t o  be encourag ed a 4 

T he study c ent er e d  around thr e e  s egment s o f  h igher e du cat io n :  

Charact er i s t i c s  o f  c o llege age yout h , s o c i e tal ne e d s , and 

e ducat ional programm ing and fac il it i e s ne e d s . 5  

The purpo s e o f  t he study o f  ' ' P er formanc e o f  Tran sfer S t u-

dent s"  wa s to det erm ine the p e r forman c e  o f  t ran s f er student s 

in Ill ino i s colleg e s and un iv er s it i e s .  An analy s i s o f  t he 

probl em ind i cat e d the fo llow ing que st ions to b e  inve st igat e d : 

1 .  What i s  the magn itude o f  the tran s f e r  popula
t ion in Ill ino i s  e ducat ional in st itut i o n s ?  

2 .,  What ar e  the mob i l ity p at t erns o f  tran s f e r  
student s be twe en in st i tut i o n s ?  

3 .,  What are the int e l l e c tual and academ i c  char
acter i st i c s  o f  stud ent s who transfer t o  t he 
var iou s typ e s o f  inst i tut ion s ?  

4.  How su c c e s s ful are tran s f e r  student s i n  t he 
ach i evem ent o f  the ir stat e d  academ i c  g o al s  
aft er tran s fer ? 6 

4Ib id . 

5 Ib id .  

6Robert Darne s ,  Pre s ent er , " P erforman c e  o f  Tran s f er S tu
dent s , " For t y- s ev ent h Annual M e e t ing , Ill ino i s  As so c iat ion o f  
Co l l eg iat e  Reg i s trar s and Adm i s s io n s  O f f i cer s ( Chicago , I l l i 
no i s : O ctober 30 , 1969 ) .. 
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Dat a  S y s t em s  and Mach ine A c t iv i t i e s  Comm it t e e  

Short ly after the IA CRAO me e t ing was h e l d  in Champa ign 

dur ing O c t o b e r , 19 68 , t h e  wr i t er was appo int e d  to the Dat a 

S y s t em s  and M ach ine Act iv it i e s Comm it t e e  a s  h i s  Pro f e s s ional 

Act iv it i e s Comm it t e e  a s s ignm ent . O ther IACRAO Pro f e s s ional 

Act iv i t i e s  Comm i t t e e s ar e : 

Comm it t e e  on S el e ct ion and Adm i s s ion o f  For e ign S tudent s 
S e l e ct ive S e rv i c e Comm it t e e  
Re c o r d s  Cont r o l  and Ma int enance Comm it t e e  
S t udent S e l e ct ion and Ret ent ion Comm it t e e  
Jun i o r  Co l l e g e - S en io r  Co llege Re lat ions Comm i t t e e  
High S cho o l - Co l l eg e  Art i culat ion Comm it t e e . 

O ther m embe r s  o f  t he Data Sy s t em s  and Mach ine Act iv i t i e s  

Comm i t t e e  ar e : 

c .  B .  Col l ie r , Cha irman , As s i s t ant Reg i s trar $ S outhern Ill ino i s  
Un iver s i t y , Edwardsv i l l e  

John D .. Gag in , R eg i st rar , Lo op Co l l eg e , Ch i cago 

Margar e t  E o  G u s e , Reg i st rar , Central YM CA Commun it y Col l ege , 
Ch i cago 

Lowe l l  Ho i s ingt on , Sy st em s  Analy st , Ill ino i s  Vall ey Commun ity 
Co l l e g e , Og l e sby 

G e o rge A .  Ho s t er t , Dire c t or of Reg i s t rat ion and Re cor d s , 
Loyola Un iver s it y , Ch i cago 

Lawr enc e  A .  Juhl in , D ir e ct or o f  Adm i s s ions and Re cord s , 
Greenv i l l e  Co l l eg e , Gre env il l e 

Jayne M .  Re e s , A c t ing Reg i strar , Nor thwe st e rn Un iver s it y , 
Evan s t on 

Marvin A .  S chulg en , Reg i st rar , Qu incy Co l l eg e , Qu incy 

Jack S chult z ,  Un iv er s it y  o f  Ill ino i s  at Ch i cago C i r cl e , Ch icago 

Jame s M .  Shast e en ,  A s s i stant Reg i strar , Eur e ka Co l l eg e , Eureka 

Larry L. Snyder , O f f i c e  o f  Adm i s s ions and R e cords , Un iv er s ity 
of Ill ino i s  at Ch i cago C ir c l e , Ch i cago 
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Re yno l d  Vann , D ir e ct or o f  Re cord s , Nort h Park Coll eg e , Ch i cago 

Eug e n i e  Walker , Dire ctor of Adm i s s io n s , Northern Ill ino i s  Uni
v e r s i t y ,  De Kalb o 

The consultant for the Dat a S y s t em s  and Mach ine Act iv it ie s 

Comm it t e e  i s  Mr . Jame s Kane , A s s i stant Dire c t o r , In st i tut ional 

Re s ear ch , Ill ino i s  Board o f  H igher Edu cat ion , Spr ingf i e l d ., 

The f ir s t  m e e t ing wh i ch the wr i t er at t e nded wa s h e l d  on 

Fr i day � January 17 , 1 9 69 , at the Un iv er s it y  of Ill ino i s  at 

Ch i cag o  C ir cl e . Dur ing t h e  pr e c e d ing year t h e  Data Sy st em s  

and Mach ine Act iv i t i e s  Commit t e e  had b egun t o  formulat e idea s 

for holding a s em inar wh i ch would b e  o f  int er e st and bene f it 

to al l o f  t h e  reg i strar s and adm i s s ion s o ff i c er s in the S t at e o 

Cha irman c .  B .  Coll i er star t e d  the d i s cu s s ion at t he January 

1 7t h  m e e t ing by br i e fly r ev iew ing what had b e en d i s cu s s e d  at 

the comm it t e e  m e e t ing wh i ch wa s h e l d  on Fr iday , De c ember 1 3 , 

1 9 6 8 , at S out hern Ill ino i s  Univer s it y , E dwar d sv ill e . At that 

m e e t ing Ed W irth , AA CRAO Group IV- -Dat a Managem ent and Re s ear ch- -

c o o r d inat or m e t  w i t h  the group t o  explain t wo sem inar s wh i ch 

AACRAO had e st abl i shed .. · The f ir s t sem inar wa s conc erned w it h  

comput e r s ; the se cond ,  mach ine re cord s o Bo t h  o f  the s e  sem i-

nar s were re j e ct ed on the bas i s  t hat they would not be of int er-

e st to al l of our m ember s .  

The Comm it t e e  r e al i zed t hat they were try ing t o  s e t  up a 

s em inar wh i ch would be of equal int ere st to r e pr e sent at iv e s  

from both large and smal l c o l l eg e s and un iver s it ie s .,  Aft er 

hear ing and d i S,cu s s i·ng s everal ide a s , t he sugg e s � ion wa s made 

t o  hav e a s em inar conc e rne d w i t h  general o f f ice pro c e dur e s 
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and pr inc ipl� s ..  A st e e r ing comm it t e e  was s e l e ct ed t o . inv e st i

gat e t he po s s ib il it i e s  of th i s  and to de c ide upon are a s  for 

con s iderat ion . Reyno ld Vann , Dir e ct or o f  Re cords at North 

Park Co l l eg e , Ch i cago , wa s s e l e ct e d  a s  st e e r ing comm it t e e  

chairman . Ja ck S chult z  and Larry L .. Snyder from the Un iv er

s ity of Ill ino i s  at Ch i cago C ir c l e  were the o t her m ember s .  

It wa s f e lt t hat the comm it t e e  m emb e r s should b e  from the 

same ar e a  s ince it would be ea s i er for t hem t o  s cJ1e dul e m e e t 

ing t im e s .  Al so each o f  the se men had s erv e d  o n  t he Dat a 

S y s t em s  and Mach ine A c t iv i t i e s  Comm it t e e  dur ing the pre c e d ing 

year when the idea for such a s em inar wa s introduced to the 

Comm it t e e . 

The next m e e t ing o f  the Data Sy s t em s  and Mach ine Act iv

it i e s  Comm it t e e  wa s held o n  Fr iday p Apr il 1 8 , 19 69 , at the 

Ho l i day Inn in Bl oom ingt on 11 Ill ino i s o  At t h i s  s e s s io n  t he 

st e er ing comm i t t e e  p r e s ent e d  sugg e st ed t o p i c s  for the s em inar . 

The s e  t op i c s  and the ir purpo s e s wh i ch were d i s cu s s e d  wer e : 

1 .  Form s Contro l .  Th i s  s e s s ion would empha s i z e  fundam ent al s 

for sound form s de s ign and contr o l o Di s cu s s io n s  on r e spon

s ib il it i e s ,  r e t ent ion , and func t ions o f  a complet e form s  

program would b e  inc lude d .  

2 .  De c i s ion Tabl e s .  Th i s  s e s s ioh would empha s i z e  the benef it s 

and u s e fulne s s  o f  de c i s ion l o g i c  t able s .,  Comm it t e e  memb e r s 

a sked for more clar i f i cat ion on t h i s top i c  s in c e  it was the 

mo st unfam il iar . Mr . Snyder expla ine d that a de c i s ion log i c  

t able i s  a t abular d i splay o f  all e l em e nt s o f  a problem from 



it s b eg inn ing t o  so lut ion . ·  The tabl e show s all c o nd i t ions 

affe ct ing the s i tuat ion· at hand and the r e lat ionsh ip s that 

ex i st among the var ious cond i t io n s . ffierman M c Dan i e l ' s  

b o o k , An Int r o du c t ion to De c i s ion Lo g i c  Tabl e s  ( John Wiley 
I 

and S o n s , Inc . · ,  1968 ) wa s reoommendea..J 

3 ;  F i l ine; Sy st em s  and Te chn ig ue s .  Informat ion o f  pract i eal 

value t o  tho se confront ed w it h  the day- t o - day p lann ing and 

sup erv i s i o n  o f  a f i l e  ro om operat ion would b e  pre sented in 

t h i s  ar ea o f  con s iderat ion �·' F il e  index sy st em s  and inno -

vat ions such a s  color co ding would al so be empha s i z e d  in 

add it ion t o  pr e sentat ions on manual and aut omat iv e f il ing 

sy st em s �"' 

4 �  M i cro f ilm .  The purpo s e  o f  th i s  se s s ion would be t o  d i scu s s  

t h e  lat e,s t app l i cat i o n s  o f  m i cro f ilm ing t e chn ique s . ' The 

se s s i©n would further stre s s  the app l i cat i'bn s  of m i cro f i lm 

t o  ar e a s  o t her than s e cur it y . 

5 .  Manual and Pro c e dur e s Wr it ing . Th i s  se s s ion woul d r ev iew 

and i l lu s t rat e the use o f  play s cr ipt , c o o kbook capt ion , and 

mat r ix and de c i s ion t able styl e s  o f  do cum ent ing . 

6 . ' Flow Chart ing � ·  Th i s  se s s ion would explain flow c hart ing 

t e chn ique s and stre s s  the ir importan c e • '  

7 . On-Li'ne Telepro c e ssing Sy st em s �· The purpo se o f  t h i s  se s s ion 

would be t o  pr e s ent some of t h e  packag e d  plan s  wh i ch com

pan i e s o f fer for dire ct a c c e s s  t o  the ir comput e r s  for your 

program s v ia the t e l ephone . Co st s for t he se plans would 

al so b e  pre s ent e d  for illu strat ion : 
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No de f in i t e  de c i s ions conc ern i ng t h e  top i c s  t o  be cov er e d  

or who would pre s ent the se t op i c s  at t h e  sem inar were made at 

th i s  meet ing o  In s t e ad it wa s approved t hat the ste er ing co�

m it t e e would contact appropr iat e bu s ine s s  f irm s and bureau s  

a s  t he b eg inn ing pha se i n  e st abl i shing a facult y o  Other mem

ber s of the Comm it t e e  would send r e comme ndat ions t o  the st e er ing 

comm it t e e . It wa s al so approve d  t hat the Comm i t t e e  cha irman 

would br ie f the IACRAO Exe cut ive Comm it t e e  o n  our plan s  and 

e st abl i sh support r equ ir ement s for such it em s  a s  budg et , 

ma i l ing s , s ch e dul ing , et c .  The Comm i t t e e  ac cept ed a mo t ion 

that p end ing ava ilab il ity of spac e and p e r s onnel , a day and 

a hal f conf er ence would be s chedul e d  start ing o n  Tue sday , 

O ctober 28 , 1969 . If po s s ible , t h e  me et ing would be he ld at 

the Ch i cago-S herat on Ho t e l  where t he Forty- sev enth Annual 

M e e t ing o f  IA CRAO wa s s che duled for O c tober 29 - 3 1 , 1969 . 

Due to a m ix-up in the mail at East ern I l l ino i s  Univer s i ty , 

t he wr iter d i d  no t r e c e ive h i s  announc em ent o f  the next c om

m it t e e  m e e t ing unt il the day o f  the m e e t ing - - Tue sday , August 26 , 

1969 . Corre spondence r e c e iv e d  aft er th i s  me e t ing from 

Mr . Coll i e r  s t at e d  that the Comm,i t t e e  m embe r s in at t endance 

had v o t e d  unan imou sly to accept a workshop ent i t l e d , 11 1rhe 

Computer ver su s the U s er , 11  wh i ch would be pre s ent e d  by Honey

well , Incorporat e d .  Mr . Larry Rex , Cent ral Ar ea Educat ion 

Manager for Honeywe l l , wa s a gue st at that m eet ing to pr e sent 

a summary o f  t he day and a hal f program wh i ch h i s company o ff er e d  

f o r  t he IA CRAO Manag ement S em inar o 
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The s em inar , " The Computer v e r su s  t h e  U s er , u was held ln. 

Ch i cago a s '. s chedul ed . The w:r i t er was no t abl e· to at t end t he 

s em inar .,' '  Mat er ial pr e sent ing the s em inar wh i ch was di str ibu t e d  
' 

to member s · o f IACRAO inc lude d the fo l l ow ing obj e c t iv e s  and pur-

po s e s o f  the thr e e  se s s ions wh ich wer e t o  be in clude d in the 

sem inar � ·  

The f ir s t  se s s ion wa s to acqua int the l i st e ne r w i t h  the 

sp e e d , power ; a:nd comp l e x i t y  of the comput er and t o  d i s cu s s  

m i sconc ept ion s o f  comput er s and the ne c e s sary ingr e d i ent s in 

any typ e o f  sy st em .. The d i s cu s s ion p e r i o d  woul d al so include 

the var iou s fac et s of a comput er sy s t em and it s funct ion •' 

The next s e s s ion would c ent e r  o n  the ro l e  of the sy s t em s  

analy st a:nd the programmer .. Var ious programm ing language s 

would be summariz e d  in t h i s s e s s ion in addit ion t o  a demon-

strat ion on f l owchart ing a s  a graph i c  pre s ent at ion o f  a 

sy st em �·; The t op i c  o f  the f inal s e s s ion would b e  c ent ered 

a.round the idea of the comput er a s  a management t o o l ., Di s-

cu s s ions would cov er : 

1 .  Manag em ent deve lopm ent 
2 .·· Probl em s  that ke ep management from at ta in ing 

the ir ob j e ct iv e s 
3 . · What a c omput er can do for you 
4 ..  Why p e o p l e  use comput er s 
5 .  How t o  improv e your pre sent sy s t em 
6 ;  Comput er sy st em plann ing and control ."? 

The Comm it t e e  has no t m e t  s in c e  the sem inar to d i s cu s s  the 

re sul t s of the sem inar o r  any comment s wh i ch hav e b e en sub

m it t e d  concerning it ��· 

? corre spondenc e  from the Data S y s t em s  and Ma.ch ine Ac t iv
it ie s Comm it te e , Ill ino i s  A s so c iat ion o f  Col l eg iat e Reg i s trar s 
and Adm i s s ion s Of f i c er s ,  S ept ember 2 2 , 1 9 69 ., '  



CHAPTER IV 

RE COMMENDAT IONS 

The F i e l d  Exp e r i e n c e  in Adm i n i strat io n i s  probably more 

b e ne f i c ial t o  t h e  ind iv idual who has returne d t o  the Un iver

s i ty f o r  ful l - t im e study rather than f o r  the p e r son who alre ady 

ha s a ful l - t im e  adm ini s t rat iv e po s i t i o n  and r e turn s for part 

t im e  s tudy . Due t o  the f l e x ib il ity o f  the ful l - t ime student ' s  

s c he dule he i s ava i l abl e for an int e rn sh ip at the e ducat ional 

l e v e l  o f  h i s  c ho i c e - - e l em e nt ary through s e n i o r  colleg e . Dep end

ing upo n  the e ducat ional sy s t em s  w i t h in the ar e a , t he ind iv idual 

coul d s e l e ct a s i tuat ion t hat o f f e r s h im e xp e r i e n c e  in an in

novat ive pha s e  o f  e ducat ion ; for e xamp l e , the m iddle s cho ol 

arrang em ent or t h e  yea.r- around- s cho o l o  

The int ern should b e  a s s igned t o  one sup erv i so r o The 

wr i t er be l ieve s t hat the sup erv i so r ' s  po s i t i o n  shoul d  be s im i

lar t o  the po s it i o n  wh i c h  the int ern w i l l  be s e ek ing upon 

c omp l e t ion of h i s  degr e e . Even though the S p e c ial i st in Educa

t i on degr e e  prov ide s the train ing for the po s i t ion o f  sup e r in

t endent , i t  i s  no t e s s ent i al that the adm ini st rat ive int ern be 

r e st r i c t e d  to a sup e r int e ndent . However , it is import ant that 

the ind iv idual be prov ided w it h  the opportun i t y  to wo rk with 

adm in i s t rat o r s  i n  var iou s po s it ion s t hroughout the d i s tr i c t . 

Furtherm o r e , the int e rn should be r equ ir e d  t o  involv e  h im se l f  

i n  a s  many typ e s o f  adm i n i st rat ive ac t iv it i e s a s  po s s ibl e .  



F o r  student s int er e s t e d  in the j un i o r  and s en ior co l l e g e s D  

a v e ry bene f i c ial f i e l d  e xp e r ience would be one t hat p e rm it s  

the int e rn t o  wo rk w i t h  adm in i strat o r s who have vary ing r e spon

s ib i l it i e s .  Th i s  should include s p e nd ing som e t im e  w i t h  the 

Pr e s i dent and V i c e  Pre s i dent s .  The int e rn shoul d furt her be 

enco urag e d  t o  ob s e rve and/or t o  par t i c ipat e on a s  many counc il s 

a s  p o s s ib l e . T h i s  shoul d prov ide the e xp e r i e n c e  o f  wo rk ing 

w i t h  student s 9  facult y 9  and adm in i st rato r s bo t h  a s  group s and 

a s  ind iv i dual s .  

Many ind i v i dual s wo rk ing t oward the s ixth- year deg r e e  at 

East ern Ill ino i s  Un iv er s it y  ar e no t abl e  to r eturn t o  ful l 

t ime st udy f or an ext ended p e r io d  o f  t ime t o  c omplete t he ir 

degr e e  r e qu irement s .  Thu s it i s  not alway s po s s ible f o r  them 

t o  part i c ipat e in the type s o f  s it uat ion s that have j u st be en 

de s c r ibe d .  Th i s  wa s the wr i t e r ' s  s it uat i o n .  S inc e t h e  wr it er 

had r e c ent ly a c c e p t e d  a new po s it i o n  as Exe cut iv e A s s i s tant 

and A s s i st ant in Re cords at Ea st ern Ill ino i s  Un iver s it y , he 

felt t hat the type o f  f i e l d  exp er i en c e  t hat would be bene f i c ial 

to h im  would b e  to do an analy s i s  of h i s  po s it ion and the type 

of act iv i t i e s  conne ct e d  with the area t o  wh i ch he wa s a s s igne d ,.  

The wr i t e r  pro f it e d from h i s  f i e l d  exp er i enc e  in that h e  more 

t horoughly anal y z e d  h i s  a s s ignm e nt from the v ery beg inn ing 

rather than exam in ing it over a gradual p er i o d  of t im e .. Dur ing 

h i s  work the wr i t e r  ha s b e com e  aware of d i f f e r ent pro j e ct s that 

could a i d  o t he rs af f il iat e d  w i t h  E a st ern Ill ino i s  Un iv e r s i ty ' s 

Re c o r d s  O f f i c e . One pro j e ct t hat the wr i t er hop e s  t o  beg in in 

the v e ry near futur e i s  the preparat ion o f  a Pro c e dure s lVIanual 
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f o r  the var iou s po s it ion s w i t h in t h e  o f f i c e o The manual would 

l i st and ke ep up t o  dat e the rul e s  and pro c e dur e s  conne ct e d  

w ith v ar iou s o ff i c e  funct ion s such as r e adm i s s io n  and gradua

t ion c ert i f i c at ion . The manual coul d s erve a s  a valuabl e 

tra in ing a i d  when an ind iv idual i s  newly emp l o y e d  a s  well a s  

s e rv ing a s  a valuable g'lll ide t o  a l l  who ar e a s so c iat e d  w i t h  t he 

o f f i c e . Th i s  woul d al low t h e  o f f i c e  t o  e f f i c i e nt ly op erat e 

whe n  t h e  ind iv idual a s s igne d t o  a part i cular ar ea o f  r e spon s i

b il i t y  i s  ab s ent o 

Whet her the F i e l d  Exper ience in Adm in i strat ion i s  an 

ov er-v i ew o f  a t o t al e ducat i o nal pro c e s s  or whe t her it fo cu s e s 

on o ne pha s e  o f  adm i n i strat ion , it i s  bene fic ial a s  long a s  it 

prov ide s valuable info rmat i o n  and f ir st - hand e xp er ienc e to t he 

int ern .. Furthe rm o r e , the wr i t e r  bel i ev e s that t he concept o f  

the F i e l d Exp er i en c e  in Adm in i strat ion should be int r o duc e d  in 

mo d i f i e d  f o rm in t he Mast er ' s  degr e e  program c. In t h i s pr ogram 

the f i e l d  e xp e r ienc e would involve v i s it ing w it h  and ob serv ing 

d i f f er ent adm in i s t rat o r s and adm in i st rat iv e po s i t ion s w it h in 

one ' s own scho o l  d i str i c t  o r  sele c t e d  s cho o l  d i s t r i c t s .  The 

mo d i f i e d  f i e l d  exper i enc e s  could be a s so c iat e d  w it h  a sem inar 

c l a s s .  Dur ing sem inar s e s s ions the part i c ipant s could d i s cu s s  

the ir o b s e rvat ion s a s  well a s  o ther t o p i c s  r e lat e d  to ad.m i n i st ra

t ion . A s s ignment s c ould inc lude a wr it t en analy s i s  of the se 

ob servat ions , and/or a j ob de s c r ipt ion , and/o r  a comment ary 

ba s e d  on informat ion r e c e iv e d  in an int erv i ew .  
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