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ABSTRACT" ':

’vWith the.aging;Lchanging,‘andfséemingly ever—demanding
student-pbpulation entérihg‘6ur collége éhd'univeréity 
éémpuseé, the cﬁrfent‘humén‘rééOurce departments are not
"adeqﬁately Staffédito meét the_needs; Too many students are
'vceasing enrollmént or trénsferring tO'ofher.schools.béCause

theit needs are not being:met. Consééﬁently; coiléges”and
univérsities need a paradigm shift to ackhowiedge'that '
students are customers‘with numerous options and needs.
| Concurrently; with"only.avslight increase in the number
of students enrolling in higher.éducation,‘and the new
tuition and:bﬁdget policiés reduiriﬁg;greater financial
demands, a marketing plan is inevitable for survival. Peér
assistance with recruiting, orienting,'and retaining students
"has become a wélCome commodity. Choosihg,'t;aihing; and‘
utilizing énvelite groﬁp;to serve. as student ambassadorsvis ’
inéreasing. Hundreds of institutions across1£he nation have
discovered‘the'value of this bridgé bétween students,
faculty, staff, famiiies,fand,prospective sfudents.
This project discusses éome of the current broblems in higher
education with enrollment. Then it présentskthe student
ambassador program‘as‘a“solution fof meeting thé.needs of new

and returning students, to recruit or retainkthis population.
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'CHAPTER ONE
ﬁackground
’IntroduCtion -

Chapter One presents an overv1ew of the student
ambassador pr03ect The context of the problem is dlscussed
followed by the prOJect's purpose, 51gn1f1cance, and
assumptions. Subsequently, the limitations and delimitations_
that apply,to‘this project are_reviewed. Finally, the terms
~used inbthis project arevdefined. |
Context‘ofithe Problem '

The eminent problem for colleges and uniuersities tOday
is that enrollment is only sllghtly increasing. ThlS growth
cannot’ balance the tremendous increase in expenses. It is
predlcted‘thatycommunlty and two-year colleges will lncreaseh
by only 31 students in the next year‘(Raisman, 1999).vThisr
createsva-buyer’s~market for the new or returning collegevor'
university student caus1ng 1nst1tutlons to compete for that
greatly needed increase in thelr enrollment (Schmldt,‘1999)f_'

‘Training and utlllzlng a group of students to assist
with‘several»personalizeddservices is the primary.focus of
rthe‘student ambasSador program.vAmbassadors are.assistingv
with recruiting, orientating; and retaining students.'This
may,be;accomplished by»visiting high schools, giving,tours,
and corresponding with prospectiVe students; QnCe recruits.
- are enrolled, ambassadorS’assist.with orientation and peerp

mentoring of the new students. Many colleges andvuniversities



1 .
are‘adaptlng to meet‘the currentbneeds of students. Modlfylngbv
'hclass schedules to 1nclude weekend and evenlng programs 1s
‘making it more convenlent to attract new enrollees. The "one-.u
stop” adm1ss1on/reg1strat10n and computerlzed telephone
schedullng are also galnlng popularlty for convenlence and

tlme efficiency. However, more changes need to be made to getJ'
» students to the point of enrollment Once admltted serv1ces-
must be prov1ded to promote retentlon and graduatlon for
these consumer—orlented students (Dungy, 1999)

Some educators fear a transfer of focus to commer01allsm
or consumerism in our 1nst1tut10ns may- subordlnate values and
objectlves of academics and stakeholders..The threat to
program quallty is also a concern if the focus is just on
enrollment and services (Driscoll and chks, 1998). The

I
purpose of a student ambassador program is not to jeopardlze‘
any college or university’s educatlonal 1ntegr1ty, but to
‘ promote growth and retentlon by prov1d1ng more serv1ces
(Sldle and McReynolds, 1999) A student ambassador - program
can also a551st with stablllzlng returning students. |
_”Contemporary higher education is ‘a large industry in
’America;.accordingly, students, as well'as their parents,
fexerc1se their consumer consc1ousness. This consideration
might well become the dr1v1ng force for a change in thlnklng

about the topic in American higher education” (Bajdek and

Rim, 1999, p. 23).



Purpose of the Progect

The primary purpose.ofethis project'Was to*identify a
' need in higher ‘education and offer a p0351b1e solution. A.
vprimary.need'in colleges‘and univer51t1es today is 1ncreased
' enrollment and retention of current students. An ambassador
program can as51st w1th recruitlng, orientlng, and retalning '
studentsb After'providing information and related research
about student ambassadorvprograms,‘a manual is presented to
startror enrich a college or university program. Admissions,
student services, and»outreach departments are the initial
beneficiaries'from this addition. However, ultimately the
‘institution and its students profit. Ambassadors can extend
the current hours and services forba_fractionvof the cost of
bfaculty. They provide a vital connection between students,
faculty, staff alumni, prospective students, and families;
- Significance of the Pro;ect

The 51gn1ficance of the prOJect was to assist colleges
and un1vers1t1es with their struggle to meet the needs and
demands of a changing population of incoﬁing and current
Students;uThekunemployed,fSingle, recent high school graduate
is slowly losing the’position as the typical college student,
'Therefore, the means and methbds’for attracting and retainingt
,students'need_to_be altered. Nearly half of the college and
university population'are‘currently of the'middle—age”group]

and working at leaStkpart-time‘(Swenson, 1998).



Assumptions
- The following assumptions weré made regarding this
projeét:

1. The average college student is thirty years old
attending part-time (Dungy, 1999).

2. The marketing of colleges and universities is
necessary because institutions are competing for the
same studént'population (Raisman, 1999).

3. College and university students need to be thought of
as customers who are integral to the institution’s
éuccess (Swenson, 1998).

Limitations and Delimitations

A number of limitations and delimitations were noted’
during the development of this project. They aré presentéd\in
theAhext section.

Limitatiohs. The following limitations apply to this

bbroject:

1. The initial»development of a student ambassador
-programAfor this project was at a spedific publicv

- community collegé.

2. Limited research has been done to support the success

of recruiting‘or retaining students using the student

ambassador program exclusively.



Dellmltatlons.‘fhe follow1ng dellmltatlons apply to. thls‘d’
Project', | dqb | | | |
o 1. The student ambassador program.ls not llmlted to thls
' ,college,‘In'fact,iltwcanjbe'lncorporated 1nto anyrg‘;ﬂ, -
ttuniVersity;it¢¢hnicaldschool,:seruicetagenCyi_and_high
‘_ 2 The poss1ble roles and beneflts of a student
| ambassador can also be accompllshed through other ;7;
means or methods. RS
fWDeflnltlon of Terms o
The follow1ng terms are deflned as they apply to thlS

pro;ect..‘b

Retalnlng’— 1s keeplng a student enrolled and progre551ng 1nffl .

‘that partlcular 1nst1tutlon (Sldle and McReynolds, 1999)

’sttudent Ambassadors‘— are students that promote and develop ”

leadershlp skllls, foster and develop a mutual benef1c1al
f‘relatlonshlp between a college and the communlty, and
'prov1des a personal perspectlve on college llfe.vA |

_v,scholarshlp or salary 1s usually pald for thlS serv1ce

‘_(Parkland 1999)

”‘/Web 51te — is an electronlc message posted on the World Wldeff:
’?Web located by typlng a spec1f1c address on the Internet, |
_useful for communlcatlng and researchlng (Scarcella, 1999)

World Wlde Web (WWW) — 1s a w1de area 1nformat10n network to;_.

‘ glve unlversal access to a large unlverse of documents for fﬂz’



viewing graphics,cimages,,tekt, sound, and video‘(Scarcella;
© 1999). |

7 Electronlc mall (E—mall) — is the 1nstant communlcatlon sent

“and recelved by text 1mages, graphics, and computer
.appllcatlonS‘(Scarcella and MacPherson, 1996).
‘lOrganlzatxon of the Pro;ect

This prOJect was lelded 1nto four chapters. Chapter One’
pr0v1des an 1ntroductlon to the problem,'context, purpose, |
and 51gn1f1cance of the prOJect Follow1ng next are the
: llmltatlons and dellmltatlons, concludlng w1th the deflnltlon
- of terms. ChapteruTWO'con51sts of a rev1ew of‘relevant
journal artlcles -and web sights that support the concepts ofi
a student ambassador program The present need beneflts and »
- roles of the student ambassador are addressed Chapter Three_
n'detalls the populatlon, methodology, and progect de31gn. Thed"
;concludlng Chapter Four presents the conclus1ons and
‘recommendatlons drawn from the development and 1mplementatlon
»of the prOJect Flnally, the Appendlx contalns a student
ambassador 1mp1ementat10n prOJect manual followed by the

the31s and progect references.



CHAPTER TWO |

Review of‘the hiterature
fIntroduction S | |

Chapter Two contains a discuSSion of the relevant
literature. Specifically, research-is'presented to support
the need and benefits of the student ambassador program
Finally, web pages of current student ambassador programs are
reviewed to describe specific roles held in higher
educational institutions nationally.
Need for Student Ambassadors

After World War II, the number of students seeking a
college education increased dramatically, causing the
construction or expansion of colleges and universities across
our: nation. HoWever, by the late 1970s, institutions were too
numerous Or expansive to meet the current need. The following
decade was painful as a few institutions had to close their
doors (Zemsky, Shaman, and Iannozzi, 1997).’Consequently;
active exposure and personalized marketing have been- the
focus of the'past ten years and continuing into this new
millennium. The seniorheditor of the California Higher
Education Policy Center, William Trombley, stated that even
institutions like California State University have seen
enroliments decline by up to 22,000 students over a one-year
period (Moll, 1994). | |

During the past thirty years, the baccalaureate degree

has become the standard educational credential for middle-



‘class employment Un1vers1t1es and colleges are dependlng on

’_Lthe 1ncreased enrollment w1th returnlng adult learners or

_,spec1allzed job tralnlng requlrements leadlng flrst tlme.wf
‘lcollege students through their doors. The need to a551st with

:recrultlng adult students has become v1tal (Zemsky et al.,_?h'

-“1997) Student ambassadors who know what prospectlve studentsp*yh

--,are looklng for in a college or un1vers1ty can be

1nstrumental in recrultlng thelr peers. Thls enrollment
Vymanagement technlque can 1ncrease revenues in the era of
tdlmlnlshlng resources (Brltt and let, 1999)

Marketlng of hlgher educatlon 1nst1tutlons should not be
thought of negatlvely. They should follow the lead of other
,grow1ng bu51nesses w1th strateglc research and development of‘
recrultment marketlng. College expenses have 1ncreased 42% 1nn
Sthe last decade and will pos51bly ascend another 32% in the
following ten years. 'To offset these costs,‘an 1ncrease in
‘the student populatlon must be achleved,iEducators warn that
: theftraditional‘collegesvand universities may cease‘toiexlst‘b
.if they do notﬁrespond to market‘forces‘and~trends;gHowever,
jolnlng the ranks of customer-drlven organlzatlons, a cautlon ,
”lS glven to retaln the educatlonal 1ntegr1ty of an
hlnstltutlon (Mackey, 1994)

| Llstenlng to the students served is essentlal and
beneficial. The typlcal college student 1s aglng and is
usuallyrlnvolved,ln full—tlme employment and or famllyp

"responsibilities;~As.the,population landscape of higher"



’eduCation matures, the treatment;offstudentsvas eustomers’
‘reqUiring oonVenient.and accessible snpport servicesvthatb
.coincide,with.alternative evening and weekendecourses needs
todbe'considered (Swenson, 1998). Adult learners should not
be'ignOred in the planning of out—oféClasskexperiences. They
“are a v1able 1ncreas1ng populatlon (Hernandez, Hogan,
-Hathaway, and Lovell 1999). - | |
Post—secOndary education needs to respond to educational
and technologioal_changes. Altered class formats or degree.
‘prOgrams hane met the'needs‘of this new student group. Now
human services need'to follow the trend of being more
accessible The Internet is a snitable.medium for}presenting
college and un1vers1ty programs to tradltlonal and self-
dlrected learners. Weekend and evening courses have attracted'
addltlonal‘students.’These numbers can be increased with
services for those needing to visit, communicate or enroll
durlng evenlng hours or weekends (Falk Rehman, and Foster,
11999). |
More‘recruiting.and outreach personnel are needed
'_woutside_of the‘typical business hours. Many opportunities and
enrollments,are’missed as weekend:shoppers wander the vacant
departmenrs of‘admissiOns and £he closed doors to campus |
tours and questlons. A core ‘of student ambassadors can attend'

to this curlous populatlon that beneflt from a peer’s

"v-encouragement_that college may be within the doubters’ grasp,

providing visitors with applications, catalogues or financial



| aide forms (Moll 1994)
Most un1vers1t1es and prlvate colleges convert‘from flve‘
’tO'eleven'percent of thelr many thousand inquiries into
appllcants (Brodlgan and Dehne, 1997)"Unfortunately;ffirst
‘1mpres51ons are so 1mportant in maklng th1s llfe-changlng |

| dec131on (Moll, 1994), If a'peer could communicate w1th.a

proSpectivefstudent 'in'person or'via,theVWeb or a telephone,

'even a sllght increase could have a major 1mpact on’
enrollment A new student comlng from the smaller soc1ety of
. h1gh school or the work place can feel more valued w1th the
personal attentlon of another student who has already
“walked 1n the1r shoes." Peer groups are 51gn1flcantlyji‘b
'1nfluent1al to student development and dec1s1on maklng;.a
(Hernandez, et al., 1999) . |
Benef;ts of Student Ambassadors

Student ambassador programs are beneficial to both the
‘_1nst1tut10n and the ambassadors. The tralned ambassador is a
_personallzed p051t1ve publlc relatlon tool 1ncreas1ng
revenues for thelr 1nst1tut10n.vConcurrently, these students
:are galnlng.valuable,leadershlp tralnlng, communlcatlon
skllls, and llfe experlence in worklng w1th the public. ThlS
student development opportunlty deflnes a role and goal for
the ambassador promotlng thelr retentlon. Also, educatlonal
;experlence such as thls develop the whole person (Hernandez,

et al., 1999).

10



An.initial purposemofua»college‘ambassador'may be touget»t-
prospectlve students to the campus. Serv1ng as a

Arepresentatlve of the college or 1nst1tut10n, ambassadors may

v1s1t nearby hlgh schools or their own alma mater..Conv1nc1ng a

' younger peers of the 1mportance of cons1der1ng college,
,valulng high school grades, and co—currlcular 1nvolvement are
all vltal roles of an ambassador. Inv1t1ng prospectlve -
students to v151t the college represented 1s the next step ‘in

cmarketlng (Walllnger, 1998)

Offerlng a pos1t1ve first 1mpress1on to v151t1ng hopefula.v~

gfuture~students can'promote an appllcatlon. Ambassadors_are
ytralned to glve campus tours to transmlt a sense of
1commun1tyl People belleve that they can be a part of thls.i

‘ unlque academlc communlty by ]ust enrolllng. The casually
edressed co~ed tour gu1de 1nforms about the hlstory, programs,,
campus layout, and extracurrlcular act1v1t1es avallable. Thls,
y promotes a less stressful env1ronment for asklng questlons
and offers personallzed attentlon (Magolda, 2000)

| The human resource staff is usually consumed w1th the'ﬂ

'dally tasks and paper pushlng that these pOSlthﬂS demand.

j,Student Ambassadors can decrease the walt tlme for answers to'Ff,:

"v1s1tor’= questlons. Steve Brlngs, dean of adm1531ons at the
‘Unlver51ty of New Haven, expressed the dlsapp01ntment when a
tprospectlve v1s1t1ng student is scared away before even
pmaklng it 1nto the adm1s51ons department (as c1ted 1n Moll

1994) He belleves that those 1n1t1al mlnutes are cru01al.



1Before he can answer’the most pressing“question‘about'how
»thlS family or aduit can afford thlS college, they may be
headed back for the car, too frightened to ask (as cited in
Moll, 1994) | B

The college ambassadors can connect with numerous
visiting students orvfamilies 1n’a_day. Consequently, the
prospective student is now acquainted with a person in a sea

- of strangers, who demonstrated that thlS college or

‘».univers1ty wants to meet 1nd1v1dual s needs. Interactions

w1th peers have 31gn1f1cant positive effects on other
students. The cOmments of aacurrent student may have more
validity for a‘proSpective'student than a staff member
'promotingfthe institutioniandjhis/her employment (Hernandeé,
et al., 1999) | | |

» The benefits of this program for a student ambassador
~are numerous . Complimenting their education w1th a leadership
| pOSltlon can foster growth opportunities that a classrcom-
setting may not prov1de. According to Hernandez, et al.
f(1999), students 1nvolved in high quality, out of class
o experiences contribute.to their satisfaction, learning, and .
fdevelopment; AlSo, learning and practicing communication |
techniques for,dealing with the public are valuable lifelong
skills. Interactions‘With7peers'have considerable effects on
student cpénnéss'to diversity and challenges. Also,
j.interpersonal competence;rhumanitarianism, and cognitive

complexity»are results of peer involvement. Working with

12



other ambassadors also promotes the beneflts of teamwork
uCourses or. tralnlng are.. glven to ambassadors to a531st w1th
the. requlred tasks. Helplng students to deflne thelr
strengths and weaknesses can also be a valuable outcome of
this program. A scholarshlp or stlpend is usually pald to
ambassadors. This can eVen be given asva credit in the
‘bookstore to keep the’funds.at the‘college or.universityli'
’Leav1ng college with thlS experlence on a resume 1s of
.greater value than any monetary compensatlon (Sewell
personal communlcatlon, March, 2000) |
_Roles of Student Ambassadors

College ambassadors are already 1dent1f1ed in hundreds

of universities and colleges throughout the states. The

spec1f1c roles are about as numerous as the programs After a -

o carefulescreenlng process and training, student ambassadors“

select‘service areas of interest: The University of South"
Florlda s ambassadors (Lescno, 1999) have a creed to deflne
. their role of focus1ng on the goals and objectlves of their
~institution.

Incorporatlng the technology that SO many students are
accustomed to us1ng, web pages are created to 1ntroduce
‘proepectlve students to the school thrbugh a.peer 's eyes.
Cornell Un1vers1ty (1999) has englneerlng student ambassadors
communlcate via the web to 1ncom1ng freshmen. They even offer

u

- a virtual tour of the campus. ThlS 1s a. photo slide show or

~ videotape accesslble byta-web address on the Internet, for

13



'hthe pfospectiye‘student‘to”tour.theecanpus'without’leaving:
-home. Respondlng by electronlc, v01ce, or the U.s. mall is
anothel way to personallze the typlcal generlc mall merge
'letter that'ls sent to 1nd;v;duals expre551ng 1nterest\m:'

Western‘MiChigan Uniyersity (1999) ambassadors have
v”phone ponies” that. telephone prospectlve students to |
_1ntroduce themselves and answer questlons about the
nunlver51ty They also v151t hlgh schools to share thelr o
‘experlence as college students. Ind1v1dual blographles of
'ambassadors are posted on the World Wide Web -Several e—mall
addresses are glven for students to ask questlons of
currently attendlng students (DeWolf,vl999).

Columbus State Community College‘(l999) ambassadors
staff an information booth outside of the admission and
registration offiCes»to answer questions or direct‘students
to the cotrect line. All new students to the campus are
requested to attend“an orientation meeting. This meeting is
;‘given by sevetal ambassadors and a student service staff |
member .. Survival‘tipsfare given from a student perspective
v andba_group,registration‘process iSvconducted. The ;.
ambassadors can asslst with class scheduling'and'general
information Other'assignmentsvof these college ambassadOrs
are to asslst w1th the spe01al progects like the blood drive
‘reglstratlon and Engllsh as a Second Language testlng.

Tours are belng‘g;ven and~or1entat10n or survival talhs

“are the norm for most student ambassadors (Chaffey, 2000; -

14



Florida Tech 1999 Gaeth, 1999;sfarkland"1999' Pellissippi,
.1999 Rabey,vl998 San D1ego, 1999 Texas, 1999) Guiding
students around the campus at 30 degrees below zero is a " »
’typlcal day" for ambassadors at the Un1vers1ty of Alaska (Oba,‘
;1997) The avallablllty of weekend and evenlng tours help
:these colleges and un1vers1t1es to be more access1ble.- _h
Any number of student ambassadors can be used to as51st‘

on a campus. It all depends upon the funds and staff | |
vavallablllty for tralnlng and organlzlng the ambassadors. Thev
'3Un1vers1ty of Northern Iowa (1997) has a- select group of over
: 50 students tralned and serv1ng as student ambassadors.. |
However, other campuses have as few as two.
’ Summary | | |

| The llterature 1mportantvto thls prOJect was presented
in Chapter Two. There is very llttle research spe01f1c to the
nstudent ambassador programs, however, the need for marketlng
is well'dOCumented;-Most student’ambassador programs have web
ipages available for-prospective and currenthstudents. Withfb
the 1ncrease of prospectlve students v131t1ng, researchlng,
and applylng on—llne via the Internet web pages need to. be
v,attalnable, 1nteract1ve and respon51ve to our technlcally
radvanced soc1ety. The majorlty of the research was done on
hthe World Wide Web. | |

Student ambassadors meet‘an obv1ous‘need as the

1f1nanc1al demands for 1ncreased college and unlver51ty

_enrollment The beneflts of thlS program are numerous for the



7students'inﬁol?ed;'as.weii‘as‘for;the;colleges and
universities‘they represent.“Currently, stﬁdent'ambassadorS‘
‘  across the nation are serv1ng in various roles to assist
human resource departments serv1ng students, prospectlve ord
‘.attendlng.’Ambassadors can help to prov1de'a‘nurtur1ng
‘oenv1ronment and to respond to the changlng needs of soc1ety

as they relate to hlgher educatlon.
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| CHAPTER THREE
.ﬁethodology,‘
Introduction |
Chapter Three detalls the process used in developlng
 this master s prOJect It contalns a descrlptlon of the )
population served by this progect Results of the 11terature-
»:rev1ew are applied to the de51gn of thlS student ambassador
handbook. The Chapter concludes with a summary._
Population Served | -
Working'with_Several students,and the'director of

auxiliary‘seruices;_this'project Was,tailOredzto the specific~3:
populationpof Victor Valley COllege (VVCj'in:ViCtorville,' |
_California; This,city boasts‘oyer 60,000 residents_despite'gv
its.location in the‘midSt'ofvthefMojave Desert.‘Victor Valleyb
College enrolls‘a population‘Ofvover l0,000‘commuting
students. Being the only public»college within a-thirty—mile
ll‘radius, it draws Students.from>Vict0rville, Apple Valley, N

2Helendale,>Hesperia, Las Flores,,Lucerne Valley, Oro Grande,

| ?helan,'Pinon Hills, and Wrightwood.»This institution is 39:'
years old and offers over 64 certlflcate programs and two B
~ associate degrees. Non—degree contlnulng educatlon courses
are also offered on_a regular basis. Most programs can be
completed w1th1n two years of full tlme attendance. The"
ethn1c1ty of the college s population con51sts of one fourth
Caucasians and a sllghtly smaller group,of Hlspanlcs, |

Mexicans and African-Americans students (Teel, 1999).
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,FrQQuent,interviews with the Associate Student Body

(ASB) director and members were the initial tasks to assess

',“the needs of this particular institution'that could be met

with this program. Many in attenoance at this college tend to
be flrst generatlon attendees of secondary educatlon.

- ConSequently, assistance_ls especially vital for recruiting,
- orlenting, and retalning. The ASB members were instrumental
in requestlng a student ambassador program It fulfills
‘several of their goals for thls school year. For example, the
‘need for publlc relatlons, peer orlentatlon, mentorlng, and
recrultlng is a priority. The name “Rambassadors" was - chosen
for the studentvambassadors at this college since the mascot
is the.Ram, .‘

Victor'Valley‘college ﬁambaSSadors”

The'initial stageshof‘developing.a student ambassador
program 1ncluded securlng fundlng and- perm1551on from the
v1ce pres1dent Appllcatlons were distributed and collected
:along with a reference 1etter A committee was selected to
screen the appllcants and conduct interviews in the month of
May. Ambassadors were chosen w1th the understandlng that they
must’ complete a July tralnlng ‘week. After the selectlon .
process was completed references, grade p01nt averages and
fall reg*stratlon were conflrmed The selected team of
Rambassadors wlll be lnvlted;tovan;orlentatlon meetlng; After
' contracts are signed and policies reviewed, a‘training |

schedule will be initiated. Thus begins the team process to

18



create‘a cohesive‘grOup'

-The" serv1ce dates have been arranged for August 2000-Mayd
2001, with an- extens1ve training beginning 1n July 2000..,,1
‘Several areas of impOrtance.have been considered forb
'training}’Initially, team'building will be crucial to unite
jthe individual.ambassadors.'A‘group'of‘m0stly unvauainted
vstudents will be.brought together for'a single'purpose;
Therefore, ground rules need to be set and a common ground
established..Temperament-surveys will identifydindiVidual;
’styles.‘Helping students to understand differencesvand‘their f
own strengths and weaknesses can a551st to find areas of |
serv1ce Also, recogn121ng different styles can be a lifelong
‘Sklll for cooperating w1th different 1nd1v1duals. Good
communication skills are essential for being chosen as an
ambassador. However, offering training in public speaking and
active listening will aSSist ambassadors for future
51tuations. Another training area is developing 1eadersh1p
skills. Prov1d1ng a plan for problem solv1ng and time
management can be of great value to these active students;
Wellness}is another concern that needs to be addressed.
Emphasizing healthybhabits andfstressvreduction teohniques

will serve an ambassador well. Professionalism is a vital

 consideration in training also. This includes defining a

personal mission statement, expectations of others and
evaluations..Being'in the pubic eye can be difficult and

~damaging to the inStitution if students are caught in .
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gcomprom1s1ngbs1tuat1ons;iLastly, multlcultural sens1t1v1ty
tralnlng is a prlorlty Ambassadors come from a varlety of

}cultures and llfe styles. Promotlng respect and value for_gj‘;
v those unlque students who are not the typlcal college coed
',are v1tal Students come w1th spec1al needs and some tend to;'”
‘hjbe more obv1ous than others. The dlsabled older, dlsplaced
1nternat10nal ‘or f1rst generatlon students all have unlque

concerns. A lowerlng of blases, prejudlces or stereotyplng is

fvf»often necessary to meet the needs of all students. Thls f1nal

‘f,area of tralnlng can be one of the toughest but most

*rewardlng accompllshments (Columbus 1999)
. As1de from all the general tralnlng that must be done

. with the new ambassadors, an obv1ous area of 1nstruct10n must,'

"f,precede thelr serv1ce tlme Famlllarlzatlon with the college,'v

;1campus, programs, and serv1ces is essentlal Ambassadors are fl
“'hgorng to serve in varlous capac1t1es,'and thelr thorough'_

‘ lknowledge of the college w1ll make them most effectlve..g
“:Desplte the fact ‘that the ambassadors are not new to the‘-riv
campus, there are’ Stlll many aspects of the college or :
'serv1ces that they have not been experlenced yet

'V(Columbus 1999)

b’hHandbook Development -

The next sectlon of the prOJect prov1des an . overv1ew of
the handbook development process.kSpec1f1cally, the resources
and content valldatlon are 1ncluded from ‘the handbook

'l.development process. Lastly, the handbook de51gn is rev1ewed
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w1th an outllne for 1mplementatlon.
| Handbook Resources and Content Valldatlon Thls section
:‘descrlbes the resources used to develop the handbook and the
5fcontent valldatlon process. Some of the content for thls
‘yhandbook was. extracted and adapted from the tralnlng manual"
v'for student ambassadors at Columbus State Communlty College'
‘-ln Columbus, Oth. Secondly, the lessons plans for tralnlngf
hhave been organlzed 1n the manner of Seven Hablts of Highly ‘
_Effectlve Peqple by Stephen Covey (1989) After an
orlentatlon class for acqualntlng ambassadors w1th the
spe01f1cs of the campus, there are seven lessons outllned.
: Modellng d1fferent teachlng strategles for each meetlng can
.help students dlscover the1r preferred style of learnlng. Thev
‘content and strategles for thlS progect were valldated w1th
: 1nput from colleges, adv1sory commlttees, students, and
faculty | o | |

Handbook De51gn. The student ambassador handbook was
tdeveloped to offer suggestlons for establlshlng or enrlchlng
a student ambassador group at any college or university. An -
outllne for 1mplement1ng the program has been provided on the:
p follow1ng pages. It takes approx1mate1y six months to develop
a program after a funding source has been 1dent1f1ed.

~The handbook contains a brief descrlptlon of the. student
‘ambassador program A progect plan is prov1ded detalllng the

Vfour goals of an ambassador program These 1nclude methods

for obtalnlng more appllcatlons and then ldeas for convertlng‘.
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,-those7intowenrollees;'The orlentationVof incoming stﬁdentsalsi
| addressed Flnally, suggestlons are . offered for a531st1ng |
with student retentlon. Thevsucceedlng section contalns all
the necessary forms for the appllcatlon process. Follow1ng
this section, detalled lessons plans are 1ncluded for |
vl»tralnlng and then suggestlons for utlllzlng ambassadors.

Flnally, evaluatlon tools are presented

;l ' Implementation of:a;Student~Amba55ador‘Program"

,A;'eﬂrnstitutiOn‘Concernsp;a
| 1.»board approval:
2. faculty‘& staff memo &:survey
‘3;_selectionvcommltteeﬁreQuestaform
B. Budgét v | » 1 | ‘
1; publicithg'
2. copylng
13; coordlnator salary
4. ambassador stlpend/scholarshlp
- 5. shlrts/aprons/vests or jackets for unlform
c. Timellnekd | |
lvl,'admlnlstratlon prep Work
2. recrultlng/appllcatlon perlod
'~3.51nterv1ew1ng process
"4; tralnlng and serv1ce schedule
5. compensatlon schedule

6.,evaluatlon schedule
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' Service Requirements

l.zlength‘of term
2. humber of,ambaésadors

3. volunteer hour requirements

43»trainiﬁg/meeting hour~requireﬁents'
5;:c6ntféct and policies

Compensation

1. distribution dates and amounﬁs
2. minimum hours for‘péy

3. scholarships

Selection Process

-1. application requirements

‘2. individual and group interview
3. reference, GPA, and enrollment verification
Evaluations

1. self-middle of term

2. academic progreSs

3. coordinator

4, caﬁpus»survey

Selection DbCuments

1. appligation

2. réferenée forms

3. information sessions

4. brochures

-5. group interview activities

6. individual interviews question/rubric
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FI.‘_ Traihing;
'rlr:oriehtation meeting"
2. steffvmeetihgs o
}'3.tte§ics
“4,vinstrﬁctors
"e5._duties
6.‘service preject:
"7. po-li}cbyv and'vprocedurés |
8. evaluations
59.7fe¢ord keepiﬁgt\
J.  Service Dﬁtiesf
i. recrﬁiting
2. orienting
3. mentoring‘
4. retaining
‘Summary |
, Theviﬁplementing'of a'student ambassader program at
'Vietor QelieYlColiege was;a challenge. HdWever, this program
"will be'Very.useful‘for‘the'outreach‘coordinator and the
‘college; The Rambassadors will.initially meet this need forv

recrultlng After that they are very 1nstrumenta1 in

orlentlng and retalnlng students. Any staff members 1nvolved"'

,1n recrultlnc er orlentlng new students should find thlS

' ;nformatlon to be useful.
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CHAPTEVI‘!‘, FOUR
tConclusions’and Recommendations
“Introductlon | L
Chapter Four contains a presentatlon of the conclus1ons
gleamed as a result of completlng this proyect Further, the'
recommendatlons extracted from this prOJect are presented.
Lastly, this chapter concludes with a summary
- Conclusions | |
Student ambassadors are a vital source for recruitingl
new students who are usually their peers. Assisting'with -
orienting to college life and offering convenient and
- accessible services; student retention will be increased.
Recommendations‘ | |
| The recommendations resulting from this project follow:
l;:Begin with a small grouphof ambassadorsvto/WOrk"Out'
unforeseen'problemsrlr

2. Secure fundiné sources'so that the stipend or
scholarship can hevadyertised Whehvrecruiting;

3. Inform faculty and supportlng staff about the concept.
of student ‘ambassadors so they are recognlzed and )
'utrllzed whenever.poss1ble."

‘hé.'InclUde ashmany‘members of the staff and faculty as
‘possible in the training'séSSions, even ifljust to'

introduce and acquaint with each other.
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5. Train the next year’'s grounvof ambassadors with those
finishing‘their/service‘term. Ask seasoned ambassadors
’ for.input on improving'the program for the next year.
6. Choose anﬂoutstandingvambassador at the conclusion of
a service term to be a student director of‘the next
group. ‘ o
7. Write‘and éublish-polioies’and.procedures to’provide
desired outcomes and consequenoes of ambassador‘
' behavior; ‘

8. Recruit to attract positive indiVidualYanbassadors
that represent theymake;up_ofkthe institutions;
9.'Publicize the student ambassador program.and‘thef‘

- college by embracingftechnolooicai avenues. |

'Summary‘ I | |

Chaptér Four reviewed thevconclusions.derived from this
progect about student ambassadors. Lastly, the
recommendatlons extracted from this progect were presented
Preparlng well before startlng'an ambassador program is the
- best preventlon for failure. Secondly, carefully choos1ng and‘
tralnlng students to be ambassadors is v1tal for the

program’s success.
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| Description

- Student
Ambassadors |
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Student ambassadors arelbeing.used'ln colleges and'
unlversities,around'thefcountry, This orogram chooses and
trainsba oroup_of elite students to promOtesand develop‘

' leadership skills,'as'Well as to foster and develop a}
 beneficial relationShip’between“a‘college/university and‘the
-communlty. Thls can be accompllshed by prov1d1ng a personal’
perspectlve on college llfe. A scholarshlp or salary is |
‘usually pa1d for this serv1ce. They provide a peer’ s
perspectlve on college to invite 1nd1v1duals to campus,
“encourage appllcatlons, and then enrollment Continuing thelr
serv1ce, ambassadors ass1st current students by mentorlng or
encouraglng 1nvolvement and a851st1ng to meet needs.‘

Peer as51stance w1th recrultlng, orlentlng, and
retalnlng students has become a welcome commodlty.vIt can
serve as the brldge between studentsg faculty, staff;
families, and_prospectiue students. The following'can-be used

to'begin a program after a funding source has been secured.
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" Progect Plan/Budget January—March 5
: ReCru:Ltlng f ” v. ... . -Aprll ”” ' “ .. ., .
Informatlon meetlngs. Aprll . . . e .. . -
Appllcatlon ’period .. Aprll : - o
3 Group 1nterv1ews coses May .
g Ind1v1dual lirit,ervi‘éws e May .
| scheduled training....... July-April..........__
Compensatlon J__'i '.:‘.' . O  . '»~Oct‘, Dec ,March,May |
3 ; Mi‘:ciy‘ear‘ ’évai_i:;a{f.iona_ el January e e
> Serv1ce SChedule . August—May e . '

Final evaluations...... coMay .oiee.n Sieen RR
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G “For

| Student
- Ambassador 5
- Program

_The followmg pro_]ect p]an can be utlhzed to convmce admmlstratlon of the beneﬁts

- | and roles of having student ambassadors. It has been broken into four goals that

| outline the spec1ﬁc Ob_]CCthCS for ambassadors for recrultmg, orlentmg, and retalmng
i students : ' : :
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STUDENT AMBASSADOR PROJECT PLAN _

Goal 1: To help a college obtain more prospective student applica_nkts’

Objective 1:
 Title:

~Strategy:

Objectivé 2:
Title:

Strategy:

} Objective 3:
Title:

Strategy:

Objective 4:
Title:

Strategy:

Inform prospective students about the college
Marketing | |

1. Develop unique web pages with links to college web pages
2. Visit area high schools with recruiter
3. Attend college fairs with recruiter

Provide a communication format for prospective students

Correspondence

- 1. Post E-mail addresses of ambassadors on web pages

2. Send and receive E-mail to/from prospective students

Encourage prospective students to make a campus visit
Hospitality

1. Offer tours of the campus

2. Arrange a class visit with another student

3. Staff an information booth at entrance of campus
4. Put a virtual tour of campus on web page

* Follow-up on visiting students

Personal Touch

| 1. Telephone visiting students for Q & A about applying -

2. Send a personalized letter

3. Forward name and address on to department of interest |
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Goal 2: To help a college convert more applications into enrollees

| Objective 1:

 Title:
- 'Stra_tegy‘;"

- | Objective 2: -
Title:

Strategy: _
~_.2.Correspond by’E—mail-or'U.’S-.‘mail-

S .Obj‘eCti-ve 3:
Tltle |

Strategy: :

| Objectlve4
o Tltle

‘ Strategy;'-

] Estabhsh onentatlon rout1nes
| Orlentatlon 101 |

1. Orgamze orientation sessions co-hosted with reg1strars
2. Send or call to take reservations for 0r1entat1on
' 3 Ass1st with group reg1strat10n as sessions

Commumcate w1th appllcants

o Commumcatlon 101

1. Telephone to remind about up:cc')ming‘quarter

Prov1de necess1t1es for reg1ster1ng

E Reg1strat10n 101

1. Send recent class schedules and a prompt from department:'
2. Staff to extend reglstratlon to include weekends/evenings =
3. Offer assistance ‘with phone registration and other pointers

' Remove roadblocks to promote the 1dea of college |
’ Poss1ble Dream | . |

oL Post p1ctures and shon b1ograph1es of success stor1es

2. Dlstnbute ﬁnanc1al a1d packets
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Goal 3: To help a cbllege orient incoming students

Objective 1:
| Title:

Strategy:

Objective 2:
Title:

Strategy:

Objective 3:
| Title:

Strategy:

Offer individual assistance 1o new students

"~ Calm anxieties

1. Offer a mentor

2. Inform about information booth

3. Sponsor a coffee break or juice jam
4. Invite to orientation session

Share student secrets of success
College survival guide

1. Solicit best advice from seasoned students
2. Compile a college survival skills guide

3. Distribute college survival skills guides

4. Post exurbs on web page on the W.W.W.

Provide directions for the lost

Traffic guides

1. Distribute updated maps of buildings

2. Locate guides around the campus on first day
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Goal 4: To help a college retain students

Objective 1:
“Title:

- Strategy:

Objective 2:
Title:

Strategy:

| Objective 3:
| Title:

Strategy:

Objective 4:
- Title:

| Strategy:

Promote involvement in extracurricular activities =

~Advertise

1. Use closed circuit television ads to alert others
2. Publish free news bulletin or post ads in current one

3. Setup club reglstrauon or info tables in common area
f 4. Post meeting times of clubs in central area

Inform about special services and resources

- Basic needs

1. ProVide resource guides
2. Inform about tutoring services

- 3. Connect foreign students with group or families

Target at nsk population

, Emergeney Care -

1. Make a plan for reaching college drop-outs

2. Distribute resource guides

3. Provide a suggesﬂon box for unhappy students ,
4. Give faculty resource s to offer students in trouble
, '_'Recogmze and celebrate students
| Celebrate o

-1 PublICIZC scholarships to current students

2. Solicit for additional scholarships from community
3. Post honor rolls S
4. Celebrate seniors or last year students

5. Sponsor frequent celebrations

6. Send for sponsor freebies to distribute frequently
7. Write and submit news for community publications
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| Student
Ambassador
Program

| The followmg documents can be used for sohcltmg student ambassador candldates A

. brochure or general information session may be beneﬁmal for recrurtment




o f; _'Addréési B

o (Pl‘é.a'i'_Sef request a léttef of re_comme'n_dat_ion,to be sent.)

‘Name: .

| ::Te_lephoné:‘ i |

i ,:.C'o‘untry::v" | |

‘E-fnail Address: |

- ,»‘S'oc'iaIZSE;(_:uﬁty Nuinber:_. :

'Academic Major:

Grade 'P(‘)intjAv‘eragé'(‘GPAb)\;’v-' ] (30 in; 'r‘eq'uir‘é,dj:
| Numberof Sémestér Hourscompleted on our c'amﬁusz 5

: Number of Hours Currently Enr011ed__ o
:Nufnber bbf.'esti'ma‘;[’e‘d hours for fall: . sprmg '

* Volunteer/Community Service:
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College activities or organizations:

Previous Work Experience:

Employer Dates Emp]'oyed B o Duties/Title

o Ph‘one#

' Why do you want to be a student ambassador?

- What two qualities would you bring to the student ambassador program?

Other skills/information you would like to provide:

40



[STUDENT

~ Applicant’s Néin¢; . s
o 1 do____ do not Waive my righf‘torreviéw the information provided below by the

o "pérson compléﬁng this form. =

" Applicant’s Signature: ___

“‘*%********************************##***#********************************

' Name of person completing this form:

Titlc/_PoSition:

Lengthlof‘ time & vc.a"pacitsf knowing appi.icavﬁt;f_
‘Th,e student lis’ted’v abéve is abplying >fof eyll:stu.d’eni‘ambassador position on our cé;mpué.
ThlS pqsition will’ reqﬁirevleadersh’ip ability and good public relations skjlls. Please"v‘rate
e .this student in the f‘(Qllowihg_a‘rebas: Séale range 1 -5 W1th5 beiné very high |

Trustwbrthy A Orgahi‘ze‘d
Reliable .. Patient

| ~_Kind o . Ability to verbally communicate with others

~ Any concerns with this st-udcnt’;s ability in the position?

“Sigr‘lature: - _ e b‘Date:'
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1 heréby desire to be considered for a Student Ambassador position. If I am kchoks‘en_,‘ I
| .‘:agre'e with the follo\urng requirements: |
. Perrroipare 1n trarning be_fore. my _}servyice.contrac‘t. -
. Attend a \‘r/eekly"earl‘y' nlorning meetlng 'throughout the Service year.
f . .Chooee,and ottend»4 leaderéhip;training‘semrna:rs"this eewice year.
. Maintain 6 hrs of cvlasees’ per semeeter wrtha minimum G;P.A. of 3.0.
: | . Ser\‘/ef._rom the | 1st day of rhis falllquarter to ihe last day of the spring ou'arter‘_‘ o

. ‘Volunteer a mrmmum of 50 hours per quarter . ‘

| I w111 be granted 4 bookstore scholarshrps of $125 each totahng $500 for the service year. = |

Each scholarshlp is contmgent upon the completlon of my de81gnated Volunteer hours and
tralmng. Trarnlng hours are notmcluded in the Vo-lunteer service hours.‘After successfully '
completing vmy Volunt_e'erfservice year requirements, T may withdraw the unused portion

- of the -vscholarship money -cieposited;for me in the oarnpus bookétore.

N Name (Prhlted):

: Advisor.(Printed)i:' L . i o ~ Date:

AdvisOr’sSignature.:::-"",bb'_ SR | - ‘. - Date: B
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~ Student
| Ambassador
Program

i A trammg schedule should be estabhshed before recrultlng ambassadors Usmg a
variety of current faculty or past ambassadors to assist with sessions can enrich the
| experience and advertise the program within a campus. Careful record keeping can =

- A' ’ a351st w1th later evaluation of partlc1pat10n by ambassadors




Major & Year

Final
Evaluation

2™ Self
_Evaluation

‘Midterm
Evaluation

Progress Note

1% Self
Evaluation

Tour Check

Exam %

Schedule

Orientation

 T-Shirt Size|

Contract |

~Name
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Lesson Plans
Including “7 Habits of Highly Effective People”

. }Qrigntation College 101: Know your Campus
. Prqfessi‘c;r»lalism:"“B,e Proactive” .
. Lead'érship: ~"‘B~égin wifh the End in Mind”
. .Tim'e Managemeﬁt: “First Thingé First” |
e Commﬁnication: “Think Win-Win”
'v . ‘Multiculturalisfn: “Seek First to Undefstand, Then to be
‘Urvlder'st‘('_)od” - o |
e Teém Bljilding: “S}?nefgize’." |

* Wellness: “Sharpen the Saw” -~
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Condition-
Person-

Performance-

Criteria-

Equipment-

Materials-

Instructor Roles- -

Introduction:

Key Concepts:

Orientation  Cooperative Leamihg About College |

After involvement in this orientation class,

each scholar present in the class

will be familiar with the campus resources, buildings,
'sel'vices, programs, and other scholars’ names. -

The scholar must identify, match, name, and recall facts

about the college or campus on a written examination with

80% accuracy.

Chart easel
Chart paper, school maps, catalogues, scavenger hunt

questions, tesfs‘, tennis balls, blank sheets for drawing and

‘markers, slides of campus. -

All scholars should stand in a large circle. Instructor tosses
a tennis ball underhand to the persoﬁ Whose name is called.
That person tosses it to another member of the group after
saying their name. Remind scholars to remember who they
pass to. That order will be répeated if a ball is dropped,_
Continue the game until thé Ball gets to everyone and theh
back to the instructor. Add additional balls duringvthe game
to increase the challenge. Stop the group and ask for
suggestions to increase the efficiency and decrease time
needed. Give several opportunities to improxle on method.

Familiarize with campus buildings (show slides) programs,

‘and resources.
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Group Practice:

" Clarification:

Conclusion:

Evaluation:

Send pairs on a scavenger hunt around the campus to

. answer questions. Give a time limit for returning to the

grOup .meeting room (see folleWing pages).

Review answers to gether from scavehger hunt.

Give the followin‘g directions for drawing a figure. “The
ﬁfollowing directions"\i}ere coi]lected ffom several sources as ‘
to how this task is best ,accompiished. “Draw a little stick
man v_vithoﬁt arms oh"the center of the paper. Ndw'put him

lying in the center of a man hole cover. Spriﬁkle some Snow

~around him. Next, lay a MeDonald’s arch to the top of the

man hole cover. Place a period in each arch. Put the gaieway
to the west that is found in St. Louis around McDonald’s

arch Put the lefter C on the left'side of the drawmg and the

) caplta] letter D on the other side. Hold up your drawmg p

for all to see the end product you have accomphshed from

the adv1ce g1ven you.” Show what the picture should look -

like according to 1ns-truct0r s drawing. Discuss how that is

similar to a new student aﬁending college for the first time,

complete with lots of advice and misconceptions, with the

- end goal of graduatlon

lee wrltten examlnatlon of 100 questlons May be

- repeated ata later date un_tll 80% accuracy is _mastered._
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[STUDENT AMBASSADOR COLLEGE

~ College - (service provided, location, hours)

Issues to / ’n‘ot to address
. Philosophy‘ ‘/ Mission Statement /Guiding Beliefs
o Phyéical Campus & Parking ,
* History and Population |
e P;esicient, Déans & Board
. :Stubdenf Activitiéé: Spérts, Clubs
. Seryices: Veterané, Military, Disabled, inte‘rnational _
¢ Financial Aid‘
e  Admissions / VRegis‘ltration / Transferﬁng
. Programs of Stl}dy |
. Fréquently used college terms / acfonyms
. Héﬁsing / Health / Séfety‘/ Counseling
. | Ca:r_eer./‘l'e“lacerr;ent /’Employment
. Orientétioh /TOufs .
. Asses-_sment/ Basic Skills / Learning Ceﬁtef ’

* Bookstore / Food Service
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Thisis a scavenger hunt to be cornpleted with a team of student afnbasséidors You may
find the answers on campus orin the current catdlogue We will rev1ew answers together
at our next group meetlng There w111 bea test on these questlons in the near future A

- score of 80% is necessary to begin servmg ina public posmon as a student ambassador

1 1. How old is this cellege‘?

‘2. Who is the president of the college? How long has ,he/shebeehche're? '

3. Are there other national students here?

4. Can a person with ‘justa GED'_‘be,’admitted?‘

5. Mayl ‘take college courses before _graduatinghigh school?

6.Is it possible to get a bachelor’s degree here?

7. How many degrees'vor programs are offered?
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8. If Iam OIdér, _\i;zill I stick out because of my agc?v' .

9. Where are the dorms? Do you help ‘With housing off cé;hp‘u’s? -

10. Do credits from this school transfer to ah‘othertéoll_ég‘e? o

11 What sports do you have? -

12 What clubs éan '1»get inVQlVe‘d in? o

13. Can 1 géf schblaiships, 'gra'lnt_s or loans for this édllege?;

14 How niany classes are chsidéred full-time?. |

~ 15.1s it true that books are expensive? How much are_the’y‘.?' o :

: 16 Is édlieg_e-real‘lyhfa‘rd@’rgthan‘high_ school?

17. Are class si'z_.‘evS,vbig_’ or will I get personal attentiOh?' SRR
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18. Is there bus service or 'e'nough‘par'kjvng?

19.1 am a veteran. Are there services for me here?

| 20. Is it safe here? What if I get ill while 1 am heré‘?

21. Do I need an ID? What is it for?

| 22. Are there computers for me to use here on campus?

23. Is childcare available on campus? Where?

24. Where is the cafeteria?

25, Is there help for me to get a job when I graduate?

26. Are there jobs on campus that I could get?

~ 27. Where do I go to apply?
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128. Do classes meet every day? What times do they meet?

29. Can you recommend classes or professors?

30.1s tutoring or speciai hélp available for_rriy disability?

~ 31.Do 1 have to take a test to start here?

32. Wil this college accept credits from another school?

33. How can I get a tour of the campus?’ |

. 34 ‘Do you have R.O.T.C. programs?

35. How much Wili I have to study? Can I keep wofking?

 36. When is the deadline to register?

37.__Wheh does the next term last? How long are there?
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38. How many students go here?

39. Why do you go here? .

40. What is your major?
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 Condition-
Person- ‘

Performance-

 Criteria-
Eguipme‘nt- ‘
Materials--
Instructor Roles-

Introduction:

Key Concepts:

Group Practice:

Clarification:

Conclusion: -

Evaluation:

| Lesson #1  Direct ﬁ']nstructi'on About Pro,fesSionaliSm,

After hearing a lecture on being professional & proactive,

each scholar present in the class

~ will recognize appropriate responses (rather than reactions)

to stimuli they may encounter.

_ The scholar must model appropriate responses with peers.

Overhead projector

‘Overhead transparencies, role —play scenario cards

Prearrange with a scholar to ask a non-related question that
will be answered inappropriately by the instructor, by over-
reacting. ‘

Define professionalism and being proactive. Address the
introduction reaction and what would have been better.
Role-play various situations that may occur on campus that
will r'equife responses, rather than reactions. |

- Show and discuss overheads and then brainstorm appropriate

response options to role-plays.

Refer back to the student at the beginning of the class that
asked the question receiving an inappropriate response.
Discuss the importance of first impressions.

Write down a'situation that was witnessed that clearly

demonstrated a presence or absence of proactive behavior.
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Lesson #2

Condition-
Person-
Performance-

Criteria-

- - Equipment-

Materials-

Instructor Roles-

Introduction:

- Key Concepts;

Group Practice:

Clarification:
Conclusion:
. Evaluation: -

| CoOpefative'Leam.i,ng About Leadership

After participating with a groups cohc_eming leadership,

each scholar present in the class
will developa perqona] mission statement.
The scholar must cooperate with group activities to 1dent1fy

' leadershlp strengths and weaknesses. Secondly, the scholar

‘will make choices on an interactive Internet site to create a

personal mission statement

Computers with on-line access, Overhead p]‘O_]eCtOI'

~ Problem solving scenarios, four animal posters, overhead

transparencies

Locate team members by claiming identity with one of four

- animal personalities. Solicit strengths and weaknesses of

each group. )
Define leadership styles and mission statements. _
Each scholar should go to a computer to the Covey site to

make a personal mission statement. If scholars are waiting

_for a computer, have them list people that they'admire. _

Interpret leadership styles and mission statement usages.

- Out]ine purpose for various ‘animal’ styles, not just Ipack.

Identify a famous or preferred adult with your similar or

preferred leadership style. Explain the choice to group.
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 Key Concept_s:

: Group Practice:

. Clariﬁcat'ion:ﬂ" :

Conclusion:

‘Evaluation:

Lesson #3 = Group Discussion on Time Management
‘Condition- After prioritizing daily activities in quadrants,
P_-m—., each scholar present in the class :
Performance- will 1dent1fy amethod of time management _
| ‘ Q_rﬁe’_@- ‘The scholar must summarize concepts about time
‘ A management and assist w1th completmg a chart and plan
. Equipment- Overhead prOJector ‘
: »Materials-' : Sample time management systems handouts overheads
o charts, round TUIT for each person :
- Instructor Roles- » . AU
'- lntroduction: Scholars should put their heads down. lnstruct to rarse a

“hand when they believe a minute has passed (keepmg eyes

closed until instructor says stop) Discuss the difference

between our perceptron of a minute at the dentist, commercral

stopll ght when late; etc. Calculate on the overhead the -
- number of minutes in a day. Discuss how the‘ majorrty of

| them are spent.

Present Stephen Covey S prrncrpals on trme management

- emphasizing their quadrants and the actlvmes
- Split into groups of 3-5 and give a chart to prrorrtlze a lrst of

weekly activities. Choose a spokesperson to share.

Share charts with the entire group and drscuss discrepancies.

* Summarize how the first three lessons (Be Proactrve Begin

with the End in Mmd and First Thmgs Flrst) can provrde

private Vlctorres leading to 1ndependence. Giveeacha round 3

TUIT to use in the near future.

Call upon scholars to summarize points leamed about trme

‘management. -
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Condition-
Person- =
Performance- -

Criteria-

Eq uip'ment—’
‘Materials-
Instructor Roles-

Introduction:

Key Cdncepts: '

_ Clarification;
Conclusion: -

Evaluation: - |

~[Lesson #4  Concept Attainment on Communication

“Group Practice:
' - - examples.

After training on the Win-Win paradigm

each scholar present in the class o

will experience the benefits of this publ.-ic victory.
The scholars must list the benefits of a Win-Win .

philosophy.

 Chart easel

Chart paper, large elastic band for each group, pencils, paper

~ Ask scholars to get in order of their birthdays withdut any

talking or whispering. Discuss the means for succeSs and
frustration. | |
Explain paradigm and the 6 p“ossible” human reaction -

philosophies.

~ Allow scholars time to communicate and test hypothesis with

List benefits of Win-Win philosophy over the other five. -
Summarize philosophy of Win-Win o
Place 3-5 scholars in circle holding hands with each other.
Put a large elastic band around a pair of held hands. The -
group is to get the band over each one’s head in the quickest
time without talkin g. Repeat the activity after givihg aminute
to plan. Watch the benefits of a Win-Win | B
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Socratic Seminar on Multiculturalism

Léssbn #5

Condition-
- Person-

Performance-

Criteria-
Equipment-
Materials-

]nstructor Roles-

Introduction:

Key Concepts:

Group Practice:

Clarification:

Conclusion:

Evaluation: -

After sensitivity training in various sub-éultufés,

each scholar present in the seminar .

will define his/her own prejudices and biases b‘y Qbsérving
societies and individuals. o

"The scholar must identify biases and prejudices.

VCR and television

Prejudices video tape, colored paper squares, chart paper

Split the group in half and have an instructor explain the ‘
rules and behaviors for each sub-cultﬁre (Alpha and Beta).
Play out the activity. List and discuss generalized prejudices
of these cultures. ,
List common groups associated with prejudices and biases
List strategic questions to help scholars construct own
knowledge about specific subculture prejudices and biases.
Tell the story about man on a quiet Sunday subway who
seemingly ignores his noisy unruly young children. When
asked if he would control thein, he apologizes and says that
they had came from the hospital where their mother had just
~ died. Talk about the paradigm shift and how valuable it is to
~ be an empathic listener. Watch and discuss video.
Have scholars anonymously write about a time when they
were misunderstood or misunderstood another. Read
responses to the class without naming individual.
Solicit ideas for community project to better display

understanding of a group that may be misunderstood
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[Lesson #  Brainstorm Ilflfto Téam Bllil’ding,

Condition- =~ = After pariicipating in various group activities

- Person- o each scholar present in the class
Performance— Con ‘will experience synergy being a member of ateam. '
- Criteria- L  The scholar must perform as a cooperatlve team member ‘
~ Equipment- R Long 2 x4 board, - o
Materials- o Chalk srdewalk (or tape on ﬂoor/carpet)
 Instructor Roles- o | _
 Introduction: Scholars are to form a chord ‘stretching'from one point to

anther. The distance is obviously twice as long as that of the
members ho]dmg hands with arms stretched. Workmg
~ together, they should creatlve]y come up witha plan to cover

the distance as a continuous strmg

- Key Concept's: ' The whole is greater than the sum of 1ts parts The union of
B N ‘ o | people creatlve]y cooperatlng produces great synergy.
Group_j Practice: R Scholars will work together to pass through a maze . _
Clan'ftcation: ' ‘Discuss the roles p]ayed by dlfferent members and successes

of completing the maze. Teach the acronym S.T.O.P. (stop,
_ ‘ thmk organize, proceed) for team help
- Conclusion: , Put teamona board. Have opposite end people switch p]aces
: without anyone stepping on the ground. ,
' Evaluation: a ‘ ' At success of board activity, discuss what worked and why
' - Emphas_r_ze _the_ synergy produced i in cooperatmg. The ﬁnal .
| pub]ic victory leads to interdependence. -
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Lesson #

Condition-
Person-
Performance-

Criteria-

Equipment-

Materials-

Instructor Roles-

Introduction:

-Key Concepts:

Group Practice:

Clarification:

Conclusion:

Evaluation:

Concept Formation on Wellness

After forming concepts on wellness,

each scholar present in the class

will be informed about the benefits of a balanced life.

The scholar must evaluate the stresses in their life and areas
that may be out of balance and de_vellop a plan of attack.
Tape player -

Cassette tape of classical music, evaluation questions,

balloons, baking flour, paper plates, markers, hand saw

Give an oral quiz about the major stresses in life that may
currently be in scholars lives. Attach points to each stress to

totaling up. Show the ‘saw’ to emphasize sharpening.

~ Preserve and enhance our greatest asset — ourselves.

Make a stress-relieving ball by filling a small balloon with
flour and tying it for each scholar. During construction time,

brainstorm other ways to relieve stress.

‘ Restate four areas of concern for total wellness: physical,

mental, spiritual and social/emotional. Identify that this is the
last of 7 habits and it surrounds the others since it is
necessary for the accomplishments of the others.

Sit each scholar in a circle with a marker and a paper plate.

“After writing their name on the plate, pass it to the person on.

the right. Each one should write something positive about the
person named on the plate. Continue passing the plates until

it reaches the person with their name it.

~ While playing classical music, give a written self-evaluation

form about the balance and stresses in the schol'ar’s life. A
plan should be made to correct areas.
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tilizati n

“Student
Ambassador
Program

At the orientation, present the areas of service that are a priority for the campus. Call
for volunteers to fill the positions after detaiied dESCI‘lptIOIlS are glven of each |
. respon51b111ty .

Collect class schedules from the ambassadors and assign times for shifts when the
| students are on campus. Shift should not be longer than two hours at a time. 1
Ambassadors need to find their own replacement if they can not fulfill spe01ﬁc service
time. Construct a time sheet for volunteer hours to be recorded. Give detalled
directions for the time and place for turning in the time sheets.
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" Developa web page 1nv1t1ng prospec‘uve students to E-mall
Construct a virtual tour presentation for a web page
- Respond to E- mails of prospective students
‘Visit high schools with a recruiter
Attend college fairs with a recruiter
‘Give campus tours
Arrange class visits for prospectlve students
‘Telephone past visitors or new enrollees - :
Send personalized note to prospectlve students or new enrollees s
Present a student prospective at an orientation sessmn o
~ Assist students with registration pointers
- Staff an information booth | |
‘Organize a bulletin board of ambassador biographies
Publish a booklet for orlentmg new students
Help as a mentor
Sponsor a coffee break
Serve as a guide the first day of sessions
Publicize scholarships '
Sponsor celebrations
Write public relation articles for area newspapers
Volunteer at special college events
Post honor rolls
Write companies for freebies
Distribute freebies |
Make a resource list
Contact college dropouts to offer resource list
- Advertise what is happening on campus
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- For
Student
Ambassador
Program

Each training class that is attended should serve as a time to make a quick evaluation
| of the participation of the student ambassadors. A rubric can be used for this analysis.
Mid year evaluations are also recommended. This can be a self-evaluation done by the
| ambassador and a progress note from current class professors Individual conferences |
should be held w1th each ambassador to discuss evaluations. A final written evaluation |
should be completed by the ambassador coordinator. A program evaluation should
also be done for future improVemen_ts in the program and to justify the expenditure. A
campus survey from first year students can assist with this research.. |
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Lesson #7
" Wellness

~ Lesson #6 Teém'
Building

_ Lesson #5
Multiculturalism

Lesson #4
Communication

Lesson #3
Time Management

L_esson #2
Leadership

Lesson #1
Professionalism’

Orientation
Lesson

_ Student’s Name
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0 —absent

Scoring Rubric
Each student will receive a score for each of the 8 lessons
(Orientation and Lessons 1-7) -

1 —attended; little ev1dence 0fpart1c1pat10n :

o 2- attended; participated or completed evaluation section
- 3—attended; participated and completed evaluation section

Midterm

0- 2
3= 6
7 -10

1m-12

- Scoring Range:

Poor
Fair
" Excellent
- Superior

0-5
6 —11
12 — 18
19 —24

Evaluations will include scores and comments.
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Date: | ' Namef

Rate yourself in the following areas on a scale from 1-5:
Management skills (time management, accurate records)

Interpersonal skills (cooperative with group, tolerant of differences, interaction with

professionals and students)

______ Approach to tasks (responsible, accepts challenges)
Personal Traits/Qualiﬁcationg (flexible, creative)
Oral and written communication skills (articﬁlate, tactful)

~__ TOTAL SCORE
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Name: | . ‘ _Date:

Training (Possible 24 pbi’nts — 3 from each of eight sessions)

-Slcoring' in the following areas is on a scale from 1-12 (12 js the bést):

Management skills
Arrived timely to service areas and trainingé _
Képt accurate records of séﬁicé hours
~Submitted a wcek]y time sheet by deadline time/date

~ Fulfilled volunteer hour requifements

Interpersonal skills ‘

Cooperated with other ambassadors
Tolerated differences in students and staff
Sensitive to t_he needs of visitors and students

Accepted ]eaderéhip from staff and faculty

v Apprda,ch to tasks |

Worked respohsiv'ely with minimal supervis_io;i
v Séught or acéepted challeﬁges o
_ Compieted taSks_promptly and thoroughly

Dependable to serve or found areplvacement
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Péfsona] Traits/Qualifications

“Served positively and heeded instructions ddespite challenges
Abided by the dress code while serving o
Disciplinéd to complete assignm'énts

Discerned own strengths and limitations

(‘)ra]‘an_d written comﬁ]unication skills
- Sought clariﬁcétibn and direction appropriately
- Communicated accﬁratély and professionally
Exhibited effective listening skills

l Legibly and promptly wrote required,'commmlicat_ions

TOTAL SCORE (84 possible points)

EVALUATOR: -
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