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1 .
_ ABSTRACT - | ]

‘The thesis describes the information system the University ;o

maintains to gather, tse, and store data on the undergraduates

- and boys who apply for admission to the undergraduate colleges.

The following offices were surveyed: Admissions Office, Health
N Center, Counseling and Testing Service, Residence Halls Office,
Undergraduate Financial Aid Office, Office of the Dean of Students,

Office of the Registrar,.Student Activities Office, and the

T e Y T A U AT e R T R C AR ST

Heading and Study Clinic. The information collected by each

R

office is classified by the document on which it appears.

The first part of the thesis is a description of each document

B A T o
H
i

stating when it is filled in, who fills it in, what use is made of
the information on the document, how the document is stored, and
when the document is destroyed. The second part of the thesis is

an outline of thelinformation that is gathered by the nine offices,

pRLS
o s T TR s € s e e .

-noting on which document(s) the information.éppears.'The final
parf.of the thesis is the author's comments and evaluation of the
system folldwed by five proposals for improvements to the system.

The information system is‘characterized by a lack of central-
ized control; each office has complete freedom.in deciding what
data to collect. The offices do not have toAjustify their choice

- of information so they have the power to do asﬁhey wish without
info:ming,anyone else on campus,
b It is possible for a studént to withdraw from the University

withgut anyone asking him why he is leaving. In view of the invest-

ment the University makes in each student, the author makes several
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proposals,to-aésure that the student is 1eaviné fér.valid reasons;
and proposes several steps to gather information about the students |
who withdraw in order to minimize the withdrawals in the future. :
The author proposes that the faculty'members get a report of
 the grades they issued to their students as a check against errors. | F

If the University's G.E. 225 were used to pfint the reports, valuable

course statistics could be gathered.

A T T R T R T N T R A i A T R P e aoma ’ . . . - o

The author discusses the security and use of information sinee
the advent of large computers, The responsibility of the University

to protect the student against the misuse of information has incressed

greatly in the last few years. A reappraisal of policies about the
releese of information is in order.,

Although the University gives tests to identify poor readers,
it may be weeks or months, if ever, before the student is told that
5- he is a poor reader. The University maintains a Reéding and Study
Clinic for poor readers,-but~tﬁe Qli?ic is voluntary. The aﬁthor
proposes that the poor readers be identified as soon as possible
and be required to attend the Reading and étudy Clinic until they
4 | obtain a satisfactory reading level.

Misconceptiéns about the objectives of the Counseling and
Testing Service point out the lack of control that permits the

objectives of the offices to changé without permission from sbove.

3 :,'é o The freedom to gather-anyiinformation makes this’sﬁaft_of’objectives

possible,

ey, ‘\\i
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Description of the Documents

L

Each document in the thesis is described stating when the doc-
ument is filled in, who fills it in, what use is made of the informa-

tion on the document, how the document is stored, and when the doc-

ument is destroyed. Twenty-five documents sre includeé in the study;

several documents that have very limited uszgé are not included. The
documents not included are mentioned in the discussions of the verious
offices. Only primarv documents are included in the study; copies of

the documents are mentioned but not treated as separate documents.

o

3

Conies of the documents sre in » ser=mrate »-rerdix that is ov-il-

able in the Industrial Engineering Office,

e

The render is referred to the glosssry, page 67, for the defin-
ition of severel widely uséd terms, The summary of documents ard
symbols, pere 05, gives an outline of the twénty-five documents,

The study wes coﬁducted from October 1963 to Moy 1961, The 2uthor

helieves the thesis is an accurate descrirtion of the informotion

svstem r~s it wes by 196L.
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Admissions QOffice -

The Admissions Office develops a file on each applicant for ~
edmission'to Lehigh.this‘file coﬁsists of the application, the
secondary sChool‘record, College Board scores,.and»all correspondehce
with or about the candidate. I1f" the boy visits campus, additional
information as well as comments by the interviewer are included in
the file. The file contains the information that is the basis for
admission or rejection of'the cendidste., For the candidates who
matriculate .et Lehign ,_their files are sent to the Registrar and
the Dean of Students for incorporation into théir records;”Thé files
of all other candidstes are kept for five ygaré.l Then they =re
destroyed, |

Each candidrte's College Board scores are received from the
tducational rlesting Service. The small scoie sheet is glued to the
back of an interoffice document., For this reszson the score shee% is
not treated -s o separéte document,

To aid in the évaluation of the ceﬂdidates, the Admissions
Office coﬁputes: predicted freshman yesr cumilative average for
each candidate, The predicted ~verage is a linear Tunction of the
studentt's Sifl verbél score, SAT mathematics score, =nd his converted
class rank;g ‘The constants for the equstion sre calculated by doing
a regressibn3on the freshman year cumulative average of a previous

freshmen élsss, The constants are calculated separately for arts,

1. '}As required by the Pennsylvania Faoir HEducational Opportunities Act
2+ See page 8 for determinztion of converted secondr~ry school class
renk,

[\.
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arts-engineering, business, and engineering student$. Thus, since

the predicted sverage is a function of proposed curriculum choice, ' = =~

the decision to accept or reject a candidate can be influenced by

~

his choice of curriculum,
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Aﬁplication fdr Admission -to the Freshman Class_ (A1)

The appllcatlon for admission is filled out by all candidates

applylng for admission to the freshman class, The application is for

_ admission beglnnlng w1th the fall semester; normally no freshmen are

admitted to begin work the spring semester., The applications are
first releaséd during the September one year prior to matriculation.

Approximately 9000 applications are requested with about 2700 completed

/

Y
forms being returned each year. The candidate is told to return the

application "during the fall semester of the senior year and definite-

ly not later than March first. In practice the University is frequent-

ly forced to limit applications after January'first."B_ Approximatély

7OQ completed applications are received each month during October,
Noveriber, and December; almost all of the remainder are received
prior to March first, |

'The_application cohsists of two 8% inch by 11 inch sheets joined
at the top. The candidate detaches the two sheets, The first sheét is
torn into three sections. One section is directions to the candidate,
ohe section is a mailing label to request the secondary school record,
and the thlrd section is 1nformat10n to be fllled in by the student,
This third section is used as a source document for keypunching the
Personal Data Card; it is then placed in a geographic file for refer-
ence to by anyone wishing to know who has applied for admission from

any given geographical area. In_fuiure reference this sheet shall be

&

3. ' Undergraduate Announcement and Career Guide 196l p.78
i, Details on this card below.
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called the geographic flle sheet. When gvallable, the converted second-

ary school rank and the College Board SCores are added to thls sheet

The information on the geographlc file sheet is a dupllcatlon of in-

formation on the second sheet of the appllcatlon. The geographlc file

sheets are destroyed at the end of the school year. The second sheet

of the-application is referred to as "the application™,

As soon as the completed application is recelved the Admissions

- Office requests the secondary school record, After the secondary

school record is returned,_the class rank is added to the application,

The College Board scores are slso added to the application,

The applications of the candidates who accept édmission are sent
to the Registrar during the summer preceding matriculation. The appli-

cation becomes part of the student!'s permanent, record. The applications

of all other candidates are kept in the candidates files for five years,

and then they are destroyed,

The information from the 1
e
cards’ is resdily accessible for data analysis.

pplication that is kept on punched

The application form

has often changed, but the information requested has remained substan-

tially the same for many years,

5. See’ page i,
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Secondary School Record (4 2)

The secondary school record form is sent to the candidate’s school

“after the receipt of the completed application.  The first side of the

8% inch by 11 inch record is a standardized form with spaces for the

complete school record, The second side contains several questions

concerning the candidate's school record and a request for comments or .

- recommendations. After the completed record is returned, the school is .

sent a form to supply the first semester senior year grades. Fbr the
candidates that accept admission, a record of the second semester
senior year is requested to complete the records.

*. The secondary school claés rank is.enteréd on the applicatioﬁ.
The -class rank is normalized for use in the preaiCted;average equation
by means of a chart supplied by the Educatioﬁal Testing Service:7The ¢
éonverted class rank is recorded on the application card.

The se¢ondary‘sch§§l records of the candidates who accept admission
are sent to the Registrar during the summer preceding matriculation.
The secondary school units for all subjects aré transfered to the stu-
dent's offical transcript._The secondary'schegl record then becomes
a part of the student's permanent record. The records of all other
candidates are kept in the candidate's files for five years, and then
&they are destroyed, |

The only part of the secondary school record that gets wide

6. The Joint Committee on School-College Relations of the National
Association of Secondary-School Principals (NASSP) and Américan |
Association of Collegiate Registrars and Admissions Officers (AACRAQ)
7. Normalized from 20 to 00, mean of 50,standard deviation of 10
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distribution is the class rank and the converted class rank which

appear on the application and the personal dateo card respectively,
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Group Conference Interview Form (A“B)i

Pl

All the candidates or prospective candidates that visit the

Admissions Office are given either a group or a personal interview.

During the peak\visiting periods (summer vacétion and schodl holidays)
nearly every visitor participates in a grotp interview with four to
eight other viéitors. The intervieW'is.léad by‘an Admissions Office
staff member, Approximately 1000 visitors pafticipate in these inter_
Views each year, |
At the beginning of each interview the boys are ask to fill out
the interview form. The interviewerlcollects’the forms and spreads

them on the table for reference to during the rest of the interview.

|
|

Since most boys have interviews prior to filing of an application, the
form gives advanced information on the candidates. All infdrmation
on the form is duplicated on the application or on the secondary

8

school record.

Ihe group interview forms of the candidates who accept admission
are sent to the Dean of Students during the summer preceding matric-
ulation. The.forms of all other candidates are kept for fize years in

their files, and then they are destroyed.-

8. The information on the application and the secondery school record
1s probably more accurate since the student has no advance knowledge

"~ that he will be asked to fill out the group conference interview form,




Application Card (A*b)

The applicetion card is filled out by the Admissions Office
staff for internal office use. It contains a short record of'the

candidate 1nclud1ng College Board scores and hlgh school rank. The . !

card is used to follow-up students who matriculated. The staff enters

the semestef average of the student for each semester he is at Lehlgh
The card is 4" x 6" with information on one side only. The

card form allows easy access.  If the candidate matriculates, the

card is saved. At present, there is a twelve year file of the cards.J

If the candidate does not matriculate, the card is destroyed after

five years.

vt
i TR
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- Transfer Application (A 5)

‘quswho have been enrolled in other colléges, junior colleges, |
or universities must fill out a trangfer application when applying_ .
for transfer to lehigh. Normally no transfer student is allowed
to enter lehigh as a freéhman. Every year 100 to~lSO students apply
for transfer to Lehigh; approximately 25 are admitted.

The application consists of two 85" x 11" sheets joined at the

c-top. One sheet, entitled "Recommendation for Transfer Admission",

1s detached by the student and given to his dean or appropriate officer
to complete and return to Lehigh. This form requests'information
about’disciplinary action and the class rank as well as any comments

regarding the student's candidacy for admission. The second sheet

1s an abbreviated application for admission.
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Personal Data Card (A 6)

For each candidate the Admissions Office punches a standard
size'IBMLcardg The source document for the card is the geographic
file sheet.9 The decision to accept or reject the candiddte and

also whether the accepted candidate accepted or rejected the offer

of admission is added.

e R TR S A e A L O T T e e

The cerd is used for 1) easy reference on the candidates, 2) aid

in processing applicetions if the number of applicestions made manual

AR RERE T S B | 5,

processing difficult, and 3) printing of rosters of matriculating

i ’*5:‘-;;‘ 5 g~‘.",:;‘5-

students with College Board scores and predicted average for dis-

¥
3
e
2
5
:\,

i

tribution to various offices on campus.

With the data processing facilities available on campus the

Admissions Office information on the card is the most accessible

for data analysis. After one year the cards of all candidates are

destroyed. e

,g.
v',
A
3
)
i

C. See page 7.
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Health Center

l

&

The University Health Center malntalns a.medlcal record for each
undergraduate. The Health Center requests a complete medlcal hlstoéy
5‘ | - from each incoming freshman, During Freshman Week, each freshman_is
‘ given a chest x-ray. The medical hiétory and the x-ray reSults are the

start of the student's medical file., The file also contains a treat-

ment card to record each visit to the Health Center., More treatment
cards are added to the file as needed. The file is a 63 inch by 95
inch heavy envelope, | .

Each time a student visits the Health Center, the receptionist

retrieves his file and stamps the time and date on the treatment card.
The receptionist gives the file to a nurse who asks the student what
1s wrong. The nurse writes this on the treatment card and uéually-

4 takes and notes the student's temperature., The nurse gives the file

Vé | | to one of the doctors who then treats the student. The doctor writes

»
P

any further details of the illness and then writes what medication or
treatment he prescribes. The doctor has at all times the medical
history sheet and a record of all treatment prescribed at Lehigh,
When the doctor is done, the file is returned to the nurse who gives
the student any drugs or supplies prescribed by the doctor.]i)

- ’ The Health Center has retained 21l the files of students treated

o © since the news Health Center opened. Inquiries by insurance companies

. 10. This is only common drugs like cold pills; other drugs are obtelned
. through drug stores by prescription.




and the armed forces are answered using these files. The files will

be retained at leaéﬁxas long as the statute of limitations on mal-

practice is in force.

-

The medical file is strictly confidenti»l and is openTbhly t0

the professional staff of the Health Center.

o
e
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Report of Medicel History (H 1)

During the summer preceding matriculation, e.ach incpming fresh-
man receives a report of medical history to be filled in by'the-sﬂudent
and his physipian. The form is-comprised‘0f~tw5 8%nx ll”sheet5~
joined at the'top. The student fills in the first sheet ( two sidés) :
with a complete record of all illness he has had, any disabilities
he has, and a short family history with emphasis on hereditary diseases.
There are several questions concerning the student's mental health,

The second sheet (two sides) is filled in by the physician, It
is a complete physical check-up plus comment on all health problems
noted by the student or revealed in the examlnation. The phy51c1an
is asked for reéémmendations for further freatment and is asked to
list sports or activities in which the student should not participate,

Uoon receip£, each record is read completely by one of the staff
physicians, All students who have had serious illnesgyor disabilities
or who require further treotment are examined by the staff at the
beginning of the school year. All.students whose physicians recom-
mended they nét take physical educati;n are examined by the Hezlth
Center staff and exemptions from physical education or limitations on
participation in‘physical education are based solely on the result of

this examination,

The medical history report is included in the students medical

_fiié and therefore is in the hands of the examing physician during

all medical treatment. The medical history record is saved with the

student's medical file after he leaves Lehigh.
I \

§
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- The Counseling and Testing Service

The Counseling =nd Testing Service seeks "to aid the student to
galn a better understanding of himself and howlhis personal charaaﬁer-
1stics bear on his present and future adjustments".ll‘The'main service,
of the Counseling =nd Testing Service is to give vacational guidence.J
to the undergraduates. The staff gives advice on study habits and

© personal problems, but the great majority of students who come to the
office seek vocational advice,

During FreshmanWeek the staff administers a series of tests to
all the freshmen. The Strong Vbcation§1“$ntérééﬁ Test for Men; the |
Guilford-Zimmerman Temperament Survey, =nd the Nelson-Denny Reading
lest are given., The tests are gradedlzand the results are recorded
on various forms, The College Board Scores are =dded with lehigh and
'natiangl_nbrms.

After the test results are available, a freéhman can schedUleAgn
interview to receive 2nd discuss his test results. The boy'hés a
éhOice of an individual or group interview; the scheduling is crowded
and group interviews can be had sooner. The request to see the results
is entirely voluntary; the staff te}ls tne freshmen while he is taking
the tests when results will'fifst be available; they do not foiiow-

'up,on boys who don't requesttheirﬁﬂest results. Residence Halls»
counselorsjpnd the Dean of Studen£s Office may urge a boy to get his

results, but the boy does not have to,

1ITJUniversity Catalog, March 196L, page 3,2,

12, Machine graded, results are available 1 to 2 weeks after the tests are
given.,
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.1 The interview, which is exactly the samé'for group or individual

‘record profile sheet, the Strong Vocationasl Interest Report; and

18 | | \ ‘/

_ | - | y
interviews, emphasizes self-knowledge. The student 1s given the test |

the Temperament Surﬁey Sheet. The interviewer explains theAtests and
the scofe profile and answers any questions, |

Only 80% of the freshmen come in to receive their test results.
About 50% ceme in the first semester and 30%\399 second semester.
Demand is highest right after the first round of hour tests, after
"valentines", ~nd after the fall semester grades are released.

The CGounseling and Testing Service maintains a file on each under-

graduate. The file is begun with a thermofax copy of the front page

of the application for admission. To this is added the results of the

Freshman Week tests and the questionnaire filled out by each student

during Freshmen Week. Also added to the file are notes on counseling

by the stoff, letters from parents forwerded from the academic deans,
and memos from other offices on cempus concerning the student. The

files are retsined #or ten vears after the student graduates and then

are destroyed.

About 904 of the efforts of the staff is directed towsrd vocational

counseling. The staff seeks to give the student =11 possible information -

~about himself and about wvarious vocstions in order that the student

can make the best possible vocational choice. The staff also gives

counseling about study habits and curriculum choice; this accounts

for less than 10% of the sfaff efforts. Dealing with'psyéhologically

disturbed students accounts‘for'a very small fraction of staff time.

Most students who have emotional problems are referred to medical and




psychiatric help outside the University,

In the area of personal problems, the staff draws the line between -

problems directly related to academic perfomance at Lehigh'and ihosé
problems not directly reléted. Although it is very‘hafd to méke

this distinction, in practice the staff works only with problems

§ | that have a élear and direct bearing on academic problemé. In-generél,

person~l problems of the students are not handled by the staff,

.
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Student Information Questionnaire (C 1)

The'Counselingaﬁd Testiﬁgstaif requestsithat each freshman
fill out a2 questionnaire during the Freshman_week testHSesSions.
Theiqueationnaire réquests informaiioh about the-student*s family,
his educational and occupational objectives, his‘hobbies and-interests,
and his own feeliﬁgs about himself. The questionnaire states that the
aim is to provide "meaningful background for interpreting the teats".
The counselor reads over the questionnsire to familiarize himself
with the student's acedemic end vocationzl objectives prior to any
interviews with the student.

The questionnzire is two 8%" x 11" sheets with blaﬂkS-td*bef

filled in. The questionnaire stetes that all‘information~provid§d
is "strictly confidential". The questionnsaire is kept for ten yesrs

after the student graduates, and then it is destroyed.

%
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 Test Record »nd Profile Chart (C 2)

The Test Record =nd Profile Chart is a SUMMSTY:Of the tests
«iven by the Counseling -nd Testing Office and the College Board
Tests. The results are given‘on 2 strndord score and percentile
scale. The Coilege Board scores are recorded on é.nation and Lehigh
norm scale, The reverée side of the 8" x 11" sheet is an explanation
of the préfile. The Strong Vocetionsl Interest Test and the Guilford-
Zimmerman Temperament Survey results sre given on sepsrote profiles.

The profile gives the student = good idea where he stands in the
class at.Lehigh, _Th; Nelson=tenny Heading test is a mersure of reading
ability, If the resding test results are considerably below the other
test scores, a reading haﬁdicap is evident. The Counseling Service 
estimates that 15% of tne incoming class has » re=dine h~ndicsp. The

st-ff suggests to these students thst they should consult the Reading

and Study. Clinic. ’Thq student is not forced to go to the Reading and

Study Clinic; the testing service does rnot chec« whether the student

The student is given » copy of the profile to keep, the original

b

goes into the records of the Counseling =nd Testing Service. The
TO! . 3

office cony is held for ten yeerrs after the student graduates, and

tnen it is destroyed.

.....
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Répoft on Vbcétionalylnﬁerest‘Test'for Men (C 3) ‘

- Thé Strong Vocational Interest‘Testhcomperes the intefests of the
student with the interests of meﬁ%sucéessfully engaged in severel
6cqﬁpations.A The 1j00 question test gives a score for tue student
in each of L5 different occupations which are divided into eleven
Qategories. The occunétions.within 2 single group all correlate
highly to one another . Fbr‘instance, all the occupations‘Within the
physicel science group (mathematicisns, physicists, eneineers, =nd
chemists) are inter-rel-ted.

The scale indicates to what degree the freshmen's iqterests
coincide with those of successful men in 2 given occupation. The
Counseling »nd Testing Service has found thatjthe results of the test
-nd the freshinen's currsiculvn choice agree in 6074 of the coses. This
agreement increcses to 705 by tire time the students become seniors,
About 10% of the students =re sur-rised by the resuvlts; that is, the
test results don't agree with wh-t thev consider their interests to be.

One side of the 82" x 11" sheet is = chart ofﬁthe scoré for each
occupation, The reverse side is sn explenstion of the test results,
The student is given one copy, the student's academic dean 1is sent a

copy, =nd t- e original is ret-ined for Counseling and Testing records.

The office conv is held for ten years after the student gr~dustes and

then is destroyed.
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Profile Chert for Guilford-Zimmerman Temperament Survey (C L)

The Guilford¢Zimmerméh Temper=ment test consists of 300 questions

. to be answered "yes", 'mo", or"?", The profile sheet is. divided

into ten catedories; each category has 2 O to 30 score. kach score

’ ' 1s related to a percentile rank. The cstegories are labeled on both
ends of the scale. For instance, one Category-is labeled '"general
activity, energy" on one end and "inactivity; slowness" on the other

end of tne scele,

The profile gives the student some insight into his own tempera-
4 .
ment compared to”other people. The temperament test is particulerly
‘useful if the Strong Vocationsl Test is inconclusive. The test is to
§i§e the student‘insight on his own personality. The test was noﬁ

designed, or is it used, to single out psychologicsliy disturbed

students.

s

fhe-profile is an 85" x 11" sheet. No written explanation of the
test is included. A copy is given to-the studen%, the original is

reteined for Counseling =nd Testing records. The form is kept for ten

years after the student graduates, then it is destroyed.




politically iﬁ the Residence Halls Council.

Residence Halls Office

- The Residence Halls Office hes responsibility fe}"the under-
g;aduates in the residence hells system, All freshmen not commuting
from home must live in the freshman residence halls, segregated from
upperclassmen., There are 71l freshmen and 1,22 upperclassmen in the

12

residence halls.
: ’ //\_
The residence halls are divided into sections with 15 to 50 men
in each section. The upperclsss sections are run by section officers,
Each freshman section has one or more freshman counselors who are

responsible for ﬁhe welfare of the freshmen. Freshman sections also

have section officers. All the residence halls sections are united

The freshman couﬂeeling program is headed by the Associste Dean
of residence halls and is staffed by the freshman counselors. The
counselers are paid upperclassmen who live in the freshmen residence
halls%BThere are presently L& counselors ;pread around the freshman
residence halls. The counselors help the freshmen adjust to college
life and try to help them solve all personal or scademic problems,

The Residence Halls Office begins = file on each freshman in the
residence halls. The file consists of the freshmen log »nd any notes
or memos by the staff about the student. The notes and memos might

include disciplinary information, academic reports by counselors,and

f 2; 1963-6l figures

13. The freshman counseling program is symonymous with the Gnyphon
Society, a university living group. Counselors sre prohibited from
"associaying themselves with any other university living group
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personal counseling notes by the staff. The file ié kept open while

the student is at Lehigh, even if the student leaves the reSidence

halls, After four or five years the files are moved to storage.
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Freshman Log (RH 1)

Each counselor meintains a log on each freshman in his seclion,
The log is a running record on the freshman's sc-demic and social
progréss, The printed two page log details the minimum information
on each freshman., The counselor's job is done pérti:lly through-
persons1 interviews spaced throuzhout the year to gurrentee -t least
minimum information about the freshman, | he
the log has svaces for the counselorlts comments on each'inter-
view, There is ~n initisl Freshman week interview, sn October follow-
up, 2 fall mid-semester interview, a February interview, a spring
mid-semester interview, -nd year-end cémments; The initial interview
is » ''get ecquainted” talk, the otheri.pre concerned with scademic
orogress :nd'general adjustment, Any other significant-infOrmatioﬁ R
that comes from interviewé, talking, or just d?ily observation by
the counselor is entered in the log.
he counselors have 2 monthly meetinr with the Associate Desn
or his assistsnt to go over and discuss the lo;g, After the freshms

iLe

year the logs go into the Residence Halls Office files,

h-_l_ HE
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Undergraduate Financial Aid '- z o
; . |

The'Undergrpduate‘Financial Aid foicegoordinates all scholar-
ships, loans, and a qustential'portion of the undergradpatejobé oh |
Q campus. The office comes under the Admissions Office; the head is

the Executive Secretaryuto the Faculty—Committee on Undefgraduete
Financizl Aid. - o
A11 candidates applying for financizl aid must fill out the Far-

!

ents' Confidential Statement form from the College Scholership Service,

a part of the Educational Testing Service. The form is filed with

the College Scholarship Service with a copy being sent to lehigh. TJ

ot s - et N Sy

These forms must be submitted before January 15. No other applica-
tion need be sent; the candidete is then eligible for scholerships,

: 1 :
loans, or work opportunity awards. Awards are iade in MHarch. For

P R T RN ) L] oy s T

the freshman class entering September 1962:

oo e TR e

1932 applied for aid
200 were awarded aid
136 accepted awards (total amount including
NDEA loan funds 3133, 985)
36 enrolled with outside awards (total
. amount $26,2606)
177 of those who applied for aid enrolled
without assistance® |

s |
Undergraduates apolying for financial.aid for the next yeesr
: * just submit sn applicetion for financiel aid end their parents must

submit a statement of the femily's financial.statUSe A statement

1. A promise to supply a job thet will p-y a specified amount. | :
15, To Secondsry School Principals and Guidence Of ficers, September 1962,
page 3, Admissions Office Publication.




28

that‘famiLy finances have not changed is all that is necessery for
an applicant who is reapplving for the same amount of 2id as he held
last year, Thelparents of 211 other applicents must fill oﬁt a
Parents! Confidentia1.8tatement that is similar to the College Scholar-
ship Service form. |

The office maintains a file on every undergraduate who applies_
for aidf The file contains all the fqrms submitted by students and

L1

perents. The file also contains faculty comments as requested by
4

some scholarship donors, comments by the staff resulting from inter-

views with scholarship holders, znd copies of letters to financial

ald donors about the recipients of their scholarships. The files

are kept for one or two years after the student graduates; the files

are then destroyed.

Some forms used by the office havé not been included in this
thesis. Some of these ares: short term loan requést, request for
specisl schedule becruse of employment, snd statement of employment

form,

S D AT Tt e oy SRRy e
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Employment Car&* (s 1) -

Each semester each undefgreduate;fills eut an employment card,
The card lists =11 employment for "last semester!, "surmer vacation", -
and "proposed this semester". This informetion‘is used to check
scholership applicants. This is the only source of information on
undergraduste employment which totals over 3350,000 per acadenic
- year,

The cerd =1so requests detrils on =11 financiszl sid including
loans and vetersn benefits., This is the only source of informption.
on finsncial aid thet is not awarded by or through Lehigh; this outside
aid amownts to almost $200,000 per yerr. The Undereraduste Finsncial
Aid Office likes to provide reports to donors on scholsrship students
even if t?é/awards cre rot mede through the Finsncizl Aid Office.

After the inform-tion is taken from the cord,the card is destroy-

N

ed,
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Parents'Confidenti91FStatement--Collegé Scholarship Service (S 2)

The_Parents'Confidential Statement is a complete finanéial |
report submitted through the Educationel Testing Service as an appli-
cation for freshman financial aid. Thebriginal is filed with .the
Educational Testing Service with a copy being sent toJLehigh. The’

. form is due prior to Jrnuary 15 for considerétion for financial éid
for the freshman year,

The form covers psrents' income, expenses, assets, ond liabilities,
and the student's own assets. There is also a space for any special
circumsteonces the college should know about.

Undergraduates applying for aid who have not previously held
awards must he&e their parents submit the Parentst!Confidentizl State-
ment. Undergradurtes who are applying for renewal of zn award need
submit the Parents' Confidential Statement only if the amount of aid.
reéuested 1s chenged from the previous yéar. |

all Confidential Statements are kept in the student's file. They

are destroyed one to two years after the boy lesves lLehigh.

e S T Al e i
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> Application for Financisl Aid (S 3)

~4
EBvery undergraduatev applying for pid'of the renewal of an
> awaerd must fill out an applicatiqn for'financial aid, This applica-
tion is due March first. The student fills in details on his activities,

employment, and semester grades. He »1so must fill out a detsiled

budeet for the next year.

The aprlications are kept in the student's file. They are.

destroyed one to two years after the student gradustes.
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Oftice of the Dean of Students

S ‘ |
| The Office of the Deesn of Students meintains a file on each
underéradupte. During the summer prior to mptriculation, the file
is starfed by putting the student's name on a péréonel data sheet,
To thiswfile is added information from the student's Admis=ions
Of fice file such as 211 Admissions Office confidenti~1 memos con-
cerning the student, any sicnificant letters to t e bov from;thr
Admissions Office concernine the crantins or denying of financial -
2id, any letters written tb the Admir<ions Office in suoport of
the boy's admission, any evaluvrtion of the boy by the Admissions
Office, ~nd = thermofex copy of the first r=re of the nrnlic~tion.
During = student's lehizh career '"valentines", section 3 rerorts,
and any co-respondence with the boy, his parents, znd any Compsnyh
or organization requesting information about the boy =re ~dded to
the file »s well =s corments on the Personal Data Sheet. +hen -
student qrfductes; withdr-ws, or is dropped from the Unive:rsity,
his file is moved to the inactive section. After five veors the
files of 211 rraduates are sent to the rRegistrar's Office where

211l unique information is incorporsted into the student's permsnent

file. rost informetion is thrown

oWl awsy because it can be duplicetfd
oy reference to Uiscipline Committee minutes, official transcrints,

etc. The files of noun-grzduates rre held for ten fears before being

to hold non;graduate files longer because they isay return,

rf
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Personal Data Sheet (D 1)

The personal data sheet is a list of entries made by the staff

1.

2o

10,

of the Office of the Dean of Students., The entries, each numbered,
dated, and initialed, cover the studerit's whole Lehigh career. An

entry is always made whenever :

The student goes on scholsstic probation .

The student is in the "deficient zone™ ; that is,the
boy is no¥ on probation but his cumulative average is
below the 1.5 required for graduation. (can only apply
to freshmen éhd sophomores)

The student is on the Dean's list or earns Freshman

or Sophomore Honors.

There are any significent conversations with any steff
membe r,

There is any disciplinary action taken.

Any significent information is received from the Heslth

Center, local hospitals, or’ the student's doctor concern-

ing the student's health,

There is zny phone communicstions with the student's

parents.

., The student receives a "Section 3% ,

There is an inquiry about the boy from companies, schools,
the Armed Forces,etc, Any comnents made about the boy |

in reply are recorded,

The student is dropped for poor scholarship,
>
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11. Any miscellaneous information or news clippings about

the student comes to the attention of the staff,

12. The student comes to the Dean's Office and tells a
member'of the staff that he plans to withdraw from

the ﬁniversityulé

16. The office will also distribute a "Not-Return Notice" (see below)
to various campus offices, If the student does not inform the office

of his intentions of not returning, when he fails to register for the
next semester his file will be moved fpom the "active" to the "inactive
- section of the files, | |
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Letters from Freshman Parents (D 2)

After fall registration, the Dean of Students ﬁrites a letter

w to the pareats of each freshman inviting the parents to coopefate

in helping Lehigh to advise and counsel fheir son, The parents are

asked: "If your son has specific strengths or weaknesses or if there

are any other factors .... to write me (Dean of Students) about

them .... "17The parent is told the letter is confidential and will

be shared‘oniy with the Dean's staﬁ% and the boy's academic advisor.
The letters are sent out at a rate of 200 per week for the first

four weeks after fall registration. Approximately 375 parents replied

in 1963.18 The letters from parents of boys in Arts, Arts-Ingineering,

and Business are answered by the Assistant Dean of Students. The h

letters are then forwarded to the deans of the boy's college. The

letters from parents of boys in engineering are only acknowledged by

the A551stant Dean; the letters are then forwarded to the Dean of

Engineering, Copies of the replies or acknowledgements sent by the

Assistant Dean are placed in the student's file.

17. From 1963 letter, thlrd paragraph |
18. Slightly fewer than previous years due to & rewording that in-

dicated that replles were necessary only if the parents had some
definite comment, .

!




Not Returning Notice (D 3)

If a student informs the Dean of Students! Office that he does
not plon to attend lLehigh the next semester, a "Not Retﬁrﬂing Notice™"
is issued. The student.is asked why he will not attend the next semes-
ter and he is asked when or if he plans to return to ILehigh. The
"Not Reté;ning Notice" contains the unfinished sentence: '"His return
at a later date iS+.." The original copry of the notice is put in
] the boy's file with conies being sent tg "Bursar, Academic Dean or .

Fnrolling Officer, Registrar, Residence H21ls Office, Financial Aid

Office",

I1f a student withdraws from the university without notifying the
Dean's Office in advance, his file is moved into the insctive section
when the absence of en emergcency information-activities card (D L)

indicates he has failed to register for the new semester. At that

i
I
‘i
1
!

time no sttempt is made to determine why the student has failed to

register for the new semester,
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Emergency Information - Activities Card (D L)

Fach semester each undergraduate fills out an IBM punch card
for the Dean of Students, The card contains the name and ad@iress
of the student and his parents or guardién, as well as information
about whom to notify in case of serious accident or illness. The
card also contains a list of all extracurricular activities in
which the student participates, includihg the student's living
group. The card is used to determine the student!'s living group
and to supply information about the student 's extracurricular activ-
ities to any interested party., 19 S

~ Since the card is filled out as a part of regigtration, the
absence of 2 card indicates that the student is no longer attending:
Lehighs his file is then moved from the "active" to the "inactive"
section of the files with no further note of his action being taken,

> The cards are kept on file in the Dean's Office for use by the

staff, After the semester ends, the cards are destroyed.

19. tainly companies or the Armed Services ﬁriting for information
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Office of the negistrar pi

The Registrar has charge of the University's offical records on
students. A permanent file is maintained on every student who has ever

' |
A

matriculated since the founding of the University,

The student's per-

manent file is begun when his application and secondary school record

are received fﬁom the Admissions Office during the summer prior to

matriculation, The permenent file is used to collect all office forms
and memos from the Registrar's Office that accumulate over the student's

lehigh career. Five years after a student graduates his file from the

;
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Dean of Students!' Office is sent to the Registrar. Most of the 1nfor-

" g -

mation in the Dean's file is thrown away; anything deemed important
lS transfered to the student's permanent file, For non-graduates the

Seme procedure is followed ten years after the boy leaves lLehigh,

and grades for each student., The official record begins with the
copying of the credits from the secondary school record, The official.

?
The Registrar also maintains the offical record of all courses |
|
record is 2 large sheet that is suitable for easy reproduction to

produce the student's transcript, Each semester the grades are copied

from the grade sheets'to the official record.

E
\
}
’ The Registrar is also responsible for the registration and sched- |

uling of all classes. Several weeks before the end of each semester,

20
. After orades

all students must pre-register for the next semester

~are in for the semester, the actual scheduling of eech student for

N

20, Only students who plan to attend the next semester,

?
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his courses cen begin, The form for pre-registration is not included

as a document in this thesis. A copy of the schedule for the new

semester for each student is available in the Registrar's Office end

the office of t he student!s curriculum director,
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Iehigh University Personal Data Card (R 1)

Every undergraduate fills out 'a personal date card e=ch semester. .
The student is asked for his name, oddress, and phone number; his
parents! names, parents! marital status, student's draft status, and

various other pieces of personal information. The card is used by

the staff of the Registrart's Office to compile ststistics on the

 student body. The Registrar also uses it for reference when talking

<

with students.

V~ The card is a standard IBM punch cerd. The Registrart's Office

saves the dards indefinitely for reference in compiling class statis-

tics.

di

3
i
;
i
i
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Grade Card (R 2)

The grades are sent from the faculty member to the Registrar's
Office on the grade card. Each faculty member receives a cord fof |
each student in his class., The faculty member writes the grade in a
box on the card, signs the card, and sends it to the Reglistrar,

" The grade card is a stondard IBM punch card, prenunched with
‘details‘about the student and the course. The grade is punched
:onté the card, The card is then used to generate the grade reports.

The faculty member gets no check on the accuracy of the grades sent

to the student. Grades are cooied onto the official record by hand

~—~——

from a copy of the individual student's grade report.

The grade cards zre kevt ten years and then they =re destroyed.
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Address Card (R 3)

Every undergraduate fills out an address card each semester.,
The ~ddress card contains the student's home and local address and
his home and local phone number.,

The card is 2 strndard IBM nunch card. Each semester the staff

compares the address card with the punched card in their address file;

if a change is noted,a new card is punched for their file. The cards

that agree with their file are destroyed.




Persistence Card (R L)

‘&

The staff of the Reristrar's Office punches a Fersistence card
‘for each student who matricul-tes at lehigh, The card is a stand-rd
plain white IBM card,
The card is used to accumulate data on the studenis, particvl-rly
for the purpose of‘determining how many studenﬁ% eventuelly receive
~ Lehigh degreé. The card slso contairs other information to be used
in comruting student statistics. [he card is punched with the student's
semester by semester cumulatiﬁe average, hours of advanced standing,
~1f on vrobation, if drooped for poor scholarship, if withdrew and reason
for withdraws1 (taken from Not Returr lotice D 3),date graduated, etc.
The cards were begun with the fresh-an class that entered in

September 1956, The cords will be kert indefinitely,
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Student Activities Office

The Student Activities Office gathers no dats on undergroduates

for its own use. The staff does make use of information cbtained by

other csmpus offices. As a service to the fraternities and to fresh-

men the office distributes a froternity questicnaire, but the staff

makes no use of this information.




e e e i S s ST TP

- L5

Fraternity Juestionneire (SA 1)

Prior to the beginning of fraternity contacting, each freshman

is asked_tO‘fillpout a fraternity questionnaire. The queStionnaire

~is "designed to familiarize fraternities with the members of the

freshman (class) who wish to be rushed". All freshmen are urged

to complete theIQueStionnaire regardless of their interests in frater-

nities. The freshmen are svecifically asked if they are interested

in being contacted by fratermities. They are aiso asked to list

their‘personal interests, lLehigh activities, high school?activities,

and némes of lLehigh relstives and lehigh fraternity member relatives,
The questiomneire is returned to the Student Activities Office.

Approximatéi§f725%questionngires were returned for 1963-6l fraternity

rushing. The questionnaires are alphabetized and then placed in

several large binders. Fraternity'members (or -anyone interested)

are free to look through the binders. After fraternity rushing is

completed the questionnaires are destroyed.




Reading and Study Clinic B .

{

The Reading and Study Clinic helps the studeht develop Sétisfactory
reading and study habits. The clihic conducﬁs sessions to 1) improve
reading speed and comprehension, 2) increase the student's vocabulary,
and 3) improve the student's organization and study habits. The
reading course is offered six timeé per year; each course meets for
one héur three times per week for four weeks.

The Reading and Study Clinic is completely voduntary. No studen%
is ever told to go to the clinic and thé clinic never contacts a2 student.
The clinic charges-$12«505f0r~the four week'Sessibn. After paying
fgr the initial session the student is entitled to toke the course‘as.
many more times as he likes for no additional charge. Once he has
signed for the course, attendance at the scheduled classes is voluntary.
The student schedules classes in his free class time., He mey have to
schedule his classes at different héurs-on different days end so may
not have the sazme teacher for all three sessions.

Before the course starts, a reading counselor gives each student
a battery of four diagnostic tests. The tests are: 1) Diagnostic
Reading Test to determine réading speed and comprehension, 2) the
vocabulary part of the Cooperative English Test, 3) the organization
pert of the Spitzer Study SKills Test, and lj) a study habit questionnaire.

- As : indi—cated,- ,_.;.on.ly.._ pa»-rt-s----of each test are- 'IIS'ed?; thetotalteﬁst time fg-

approximately_one hour.

Whén the student comes back to get his test results he is shown

the "analysis data and conclusion sheet".' Using the test results, the




L7

reading counselor tells the student how he should divide his class

time between the three areas of study (reading, vocabulary, and study

habits). Each student in the reading course works »t his own pace
on his own individuai.program. The test result sheet is put into a
folder with the Student's name on it. Each time the student comes to
class he gets his folder. - -

All written worx done by the student is put into his‘folder.
kach class period he‘takes short quizzes§ he puts the quiz results into
his folder. At the end of the course the student retakéswthe diagnostic

tests given at the beginning of the course. The student's folder

is kept on file so that if he takes anotner reading session he may

pick up where he left off with his program., After the student graduates,

his file is destroyed. \\”/

S~

Each class period the student plots the .results of a reading

i £ 2 K, T,

speed and a reading comprehension test, The student can follow his
improvement during the course. The staff of the clinic does not follow

up graduates to determine the long range academic or even reading

benefits of the reading course.

About 200 students per yesr enroll in at least one of the six
reading courses. This varies from nearly 100 in the first session of
the academic year to 25 in the last session. Attendence overages

zbout 80% of the students present for each class. Attendence varies

A ¥ A A A s e
RERCASE B . Ei

from nesrly 100% at the beginning of the yeer to 50% ner the end of

e

| the yeer,

; If a student seems to have emotionzl problems beyond his resding

b

o and study'problems, the counselor administers the Minnesota Multi-




U -+ - - vor———

L8
Phasic Personality Test. The counselor sends the results of the test

to the Counseling and Testing Service. This is the only test given

on campus thet is designed to identify students who are emotionally

unstable., This test is used very rarely.

sy
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Analysis Data and Conclusions (RS 1)

Thé reading counselor records the test results and his recom-
mendations for a program of study on the aﬁalysis data and conclusions
sheet. The étudent is shown how he shéuld use his class time to best
improve his reading end study habits. -

The sheet is put in the boy's folder. Bach time the boy comes
to class ne gets the folder. There 1s only one copy of the sheet;
it remains in the boy's file while the boy is at Lehigh. After the

boy gradustes, the sheet is destroyed with the rest of the file.

T L L R e e e
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Outline of the Information

The folloving is an outline of the information that appears
on the 2? documents iﬁcluded in the thesis. Beside each item is
the number of the document(s) on‘which the information appearSfﬂ
where possible, the informatioﬂ description is a direct Juote from
one of the documents,

'The Information is divided into five basic areas; 1) Identity,
identifying information about the boy; 2) Achievement, what the boy
has done; 3) Aptitude, what the boy can do; li) Background, what the
boy isy and 5) Interests, what the boy would like to become, -efer

to the document description to determine when the document is filled

in and who fills it in.
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IDENTITY
I. Full name of student - : all
A. Nickname . | Al
B. Student's number m ’ Dy R2, Rl
I1I. Home address | Al,AZ,AB,Ab,AS,Hl,RHl,S2,Rl,R3,SAl
A. Home phone number Hl,RH1,R1,R3,D,
ITI. Iocal address - Hl,RH1,S1,S3,DL,R1,R3,SA1
A. ILocal phone number S1,DL,R1,R3
IV. Curriculum and clsss Al,AB,Ab,AS,Aé,Hl,Cl,RHl,
S},Dl,Dh,Bl,HZ,Rh,SAl.
| V. Personal Data
A. Sex . A2,H1,S2
B. Height ) i Al,H1
C. Weight _, . Al,Hl
D, Race H1
'E. Physical build | H1
F. Color of hair and e&és \ Hl
G. Marital status Al,A5,52,R1,541
l. Plons to marry before graduation _ S3
2. Dote of marriage | o | S3
3+ Number of children S3,R1
Vi. Living group | " o - Dl

A, Fraternity membership N | : Dh, S3,R1
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VII. Birth Date Al,A2,A5,Hl,S2,R1
A. Birth place | ' H1,R1,SAl
B. Birthday | - RH1
7 C. Country of citizenship - ‘I Al,R1,SAl |
'D. Age ) i | 03,541
VIII. N&litafy service v A5, SAl
A, Draft classsification : RI
B, Number and ~ddress of drsft board Rl
C. Selective Service number Rl
IX. Names of both parents or guardiéﬂgmmj Al,A2,AL,AS, RH1,Dl,R1
A, Address of parents or guordions Al,Al;,A5,Dl,R]
B. Relationship to the boy AL, A, AS
L. Who to call in case of accident or illness.
A. Name | | ﬁ. | H1,DL
B. Relationship to the boy H1,D4
C. Address ‘ H1,DL
D. Phone Number - to | | H1, Dl
XI. Motor vehic}e orerated at lLehigh
A. Iicense number, mrke, year Dlyy S3 .
B. Purchase price snd justification : 53
XIT. Name of Freshmsn Residence Halls~counselor  | | RH1 jf'”
-
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ACHIEVEMENT

I. Secondary school academic record - A2

A. Semester grades of all courses ninth through

twelfth grades . A2 ,A3

~ B+ Results of standardized tests glven in conjun- |
wilth courses in A. above A?

C. Exact or approximate class rank and size of clsss Al,A2
D. Converted cless rank A6

1

BE. Secondary school subjects taken and presently

being taken Al

F. Scholestic average,year prior to gpplication
for admission Al, A3
1. On honor roll that yesr Al
G. Hours of advanced stznding - Rl
1I. Secondary school academic honors Al,SA]
III. Secondary school activities and athletics Al;AB,SAl
A+. Number of years particivation Al
“ B. Speciasl positions, team ceptaincies, etc. Al,S5A1
IV; Outside interests while in secondary school Al,A3
-V, Non-scholastic siills thet have been developed ‘ Cl

VI. Grades at Lehigh

A, Individual freshmsn yesr test and theme grades RH1

Bs Strong snd weak subJects on October 15 of -
freshman year X - RHL




C. Valentines

1. Reason for valentine (fr@shman year)

D. Finel grade in each course

E. Grade point average semester by semester

VII. Lehigh~extré¢urricular activities and offices held

VIIT. Employment

A. Employer, type of job, dates worked, hours per
week, rate of p-y, and total amount esrned for:

1. Last summer

2., Iasﬂ“EEmagter

3. Proposed this semester

.. 3

B. work full time, pert time, or not at all

at Lehigh

A. Duration of the award

B. Amount of the sward

A. If and when expect to return to the University

XI. Semester went on probstion

X1I. Date of graduation from Lehigh

I1X. Name of scholarship or subsidy rece

ived while

X« Rerson for withdrewing from the University

RH1,D1
RH1

R2 .
Ali553, By

53, Dli, SA1

s1, S3
S1, 53

51,33

S1
S1

D3, Rl
D3
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APTITUDE
I. College Board Tests
A. Preliminary SA! - Verbal L A2,A3,Al
B, Preliminary SAT - Mathematics | A2,A3,Al

C. SAT - Verbal | AL, A2,A3,Al,46,C2, RHL
D. 3AT - Mathemstics  Al,A2,A3,Al,A6,C2,RHL
B English Composition Test | Al,A2,A3,AlL,A6,C2
F. Two Achievement Tests | A1,A2,A3,4l,46,C2

l. Science, eneineering, and arts-engineering
students |

e O LTI SN NI L B TS T T L 1 0

a. Advanced HMathematics
b, Chemistry or Physics

2. Business and non-science arts students
a. Advanced or Intermediate iathemstics

b. Optional

I1. Miscellaneous secondary school tests

A. Name and interpretation of the tests A2

1

~eddls College Board scores normed to Lehigh

? A. SAT - Verbsl | | for)

B. SAT - Mathematice | C2

IV. Predicted Average - . Al,ae
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V. Reading tésts
A, Nelson Denny Reading Test
1, Vocabulary
2. Parégraph
B. Reading and Study Clinic tests

1, Diagnostic reading Test

2. Cooperative fnglish Test =

3. Spizer Study Skills Test

RS1
RS1

RS1
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BACKGROUND

<

A. Father

Neme

Occupetion (or deceased)

Colleges or univérsities attended
Lehigh graduste

Brief description of duties of job
Agev

Education

State of health

If dead, cause of death and age 4t desth

B. Mother

1.

2

3.
L.
5,
6.

[

Name

Occupation (or deceased)

Colleges or wniversities attended
Age

Bducation

State of health

1f deed, cause of desth and age st death

C. Brothers =nd sisters

1.
24

.

Number of older brgthefé
Number of younger brothers

Number of older- sisters

Number of younger sisters

AL
A1,A5,C1,S2
Al

Al

C1, 52
H1,C1,S2

Cl

Al,32
A1,C1,S52
Al "

H1,C1,S?

Cl

8 B

AL

Al
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5.’Fbr éach brother and sister |
. a., Name S2
b, Age o H1,Cl,52
C. Colleges and universities attended ' Al
'f/wf d., Education Cl,S2
! e. Occupation Cl,S2
f. State of health 1
rm g. 1f de~d, couse of deatp énd-age‘at death Hl
Do Parents! marital status Cl,S2,Rl.
1. If divorced or remarried whom does student N
live with Cl
B« Spouse of student |
1, State of health o~ HlL
2. If dead, cause of death and age at death H1
F, Children ofﬁstudent
1. Number of children 53, R1
?. State of health mo
3+ If dead, cause of death end =ge 2t death H1
II. Name and address of secondary school & A1,42,A3,Al,A5
A. Iist of all secondary school =ttended and
; dates of attendsnce Al,A5,541
B« Date graduated, withdrew, or will graduate .
from secondary school | . Al,A2,A3

_',-C. Secondary schoollgraduatedfrom.kﬁ

D¢ mver expelled, suspended, or ask to with-
draw from 2 secondary school | -

e,

A2 ,A5,R1 cor

Al
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‘E. Comments by headmaster, principal, or
counselor of secondary school

l. Explanation of any serious disciplinery

action | A2
2. Explenation of any character delinquencies A2
3. Explsnation of any unusual emotionsl in-
stability o A?
L. Considerations due to home conditions, ,
- prrt time work, or asbsenses | - A2
5. Comments or recommendations of the boy
including judgment of traits ond abilities,
strengths and weaknesses A2
F. Secondary school number A6
L1l. Other colleges attended __ - AB,R1,SA1 .

IV, Names of close Lehigh relatives end relstionship SA1,A1,AS5

A. Fraternities they belonged to - SA1
V. Health record supplied by student - H

A, Statement of health | 4 H1
B. List of medical troubles (34 questions) Hl
Ce Depression or excessive worry, attempted

suicide
.D. Excessi%é arinkingihabit
Es Any drug or nercotic habit
F. Homosexus1" tendencies |
G Diffiéulty with schobl studies or teachers Hl
H, Have seen or have been advised to see »

psychiatrist Hl

B E BB
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VIl Heélth record and medical examination supplied
by student's physician o Hl
’ A, Physicel examination H1
B, Comments on record supplied by student H1
C. Recommendatidns for further treatment H1
. D. List of sports and activities in which ﬁhe; ‘ H1. |
student should not participate B
E, Physicicn's address HL
VII. Blood relatives who have had:
A, Tuberculosis, dizbetes, cancer,;kianey trouble,
hezsrt trouble, stomsch trouble, rheumstism,
snd epilepsy | H1
B. Syphilis H1
C. Committed suicidey insanity H1
VIII. Parents' Confidential Findncial Statement .. S2
A. Bstimate for vear of pphlicatiOﬁ >nd nctual
fisures for two previous years of:
1. Salarr snd wmres of fother 32
2. 33l-rv ~nd wroes: of mother . S2.
3, Other income o 52
M; Susiness eXpenses 52
5., Federal income tax peid 52
6., Tox exemrtions clezimed | ' 52
T Anhual home excenses - | 52 .
f/ r | o, Uninsured medical expenses P ~ n S2 '
; 9., Other extraordiharikexpenses - 52
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B. Assets and Liabilities

1,

.-2.

Iife insurence

Home

QOther real estate

Dollar velue of share of business or farm

Bank accounts
Other investments

Indebte@ness

C. Make, year, and indebtedness of family cars

pD. list of other children in femily and their
secondary school ofr tollege tuition and fees

IX. Comments by Freshman Residence Halls counselor

A. Trouble are-~s, Freshmen week interview

B, General adjustment

8. Reasons for valentines

D. Student's eottitude toward his mid-term gredes

2

©, Yesr end commnents

X. Letters from parents to the Dean of Students

(7. Student's description of himself (shy, dete:rmined, etc. )

52
52
S2
82
52
52

52

sp

D2

Cl
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XII. Builford - Zimmerman Temperament Test

YIII. Information from current college of trensfer npplicant"

A, Sﬁbject to any formal disciplinary action

B, College rank (quintiles)

C. Comments




2
L
5
b

¥:
@
2
B
I
LN
&
4\

g
(3
i,
;]
5
I8
;
4
i

R oo

)

INTERESTS
I. How and why interested in attending ILehigh

1T, Educational and vocational obiectives

A. what influenced these choices | @

I1I. Three most liked and three least 1iked Secondary
- school subjects

o]

AL

Cl

il o

% IV. Enthusiams, hobbies, and special interests .Gl

| V. Strong Vccational Interest Test for ien G2
VI. Activities or sports you would like to pariiéipete

in at lLehigh SA1

VII. Interested in being contacted by Lehigh social )

fraternities el
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Comments on the Information System

The most evident feature of the'University‘s inform~tion system is

the l-ock of centralized control. Each office determines whet irnnformation

it wants, designs its own forms, and in most cases coliects the actual
informstion., The forms vary from printed forms and mimeographed sﬁeets
to IBM punch cards. The only centralization of d-ta collection is the
cards made out 2t reéistrntion time; the Registrar-collects cards for

" the Dean's Office and for the Undercroduate Financi~1 Ald Office'in

addition to the cards for the Registrar's Office:y,

There is very little electronic data processing done. The drta

o PO o P el oo
T that is on punched cards 1s Just used for copying information or the

22
gathering of simple statistics. No resl analysis of deta is done

within the informeation system. £ven the predicted aversge is calculated
after 211 the déta is trensformed from sheets to paper taepe. It ié
particularly su;prising'that the Counseling ~nd Testing Service and the
Resding =2nd Study Clinic do not analyze the relationship of their
standard tests to the Lehigh student body; Neither office collects

data on student grades, and no inform~tion is in a form suiteble for

computer processing. Dealing with such a selective student body, one

-mﬁgﬁders if national tests based on averrge populations hsve much meaning.
Also, the Admissiohs Office relates its predicted average only to SAT
verbal and SAT mathematics scores and the secondary gchool class r;nk;
there is no analysis to see if‘other factors are significent., The |

5

21, Admission Office's Personal Data Card used to print various freshman
class rosterst Registrar!s Office printing grades.
22. Registrar's Office,
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6L,

Admissions Office gathers many bits of informestion about the candi-

daté, but does no scientific analysis of the informstion. With the
computers onkcampus, periodic data analysis would seem to be worth-
while in many areas. :

‘There is not mu&h duplicaztion of informetion across ¢empus. Kach -
office geothers fairly specislized informstion for i%s own use., There
is duplication of informstion thst is gathered each semester; unchanging
inform~tion like Birth date, second~ry school graduated fromfxsetc. is

§ asked for each semester. A moré efficient method would be to only ask

for changes in the informetion, not ask thst =211 the informetion be

-

o <

duplicr-ted eacnh semester. The duplication of information is shown

clearly by the outline on pége 50. ~

Almost all of the information gsthered, especi~lly after 2 student
begins work at Lehigh, is very specific questions. That is, there is
no place for comments. There is no suggestion, gripe, or comment

| ~ flexibility in the information system. Hence the system gives no informa-

tion on student attitudes or thinking.

ey e -

There is no informetion about the student's knowledge in absolute
terms., The Admissions Office is mainly interested in the results of

aptitude tests and the relative place of the student in his secondery

! school class., Wwith no knowledge of what the student knows it would seem
hard to decide what to teach the student. With no sbsolute measure after
one, two, three, or four years it is impossible to determine how much . .

Lehigh has taught the student. There seems to be 2 need for data to

-~

23, Personzl Data Card (R 1)
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measure the effect of Lehigh on the stﬁdent.
P . '

The most impressive part .of the information system is the Health
Center., The st=ff reads completely each médiéal record; they act
immediateiy on all recommendations from the boy!'s doctor.s They verify
qu themselves by mesns of examination all the recommendations frbm
other doctors. In short, they gather up every bit of information they
can abo%ﬁ the boy's health. They then use this inform~tion; thé boy's
complete file is in the doctor's hands during all examinations. Each
doétor carefully documents each trestment so the student can be seen
by any doctor on 2 subsequent visit.

R There is definitely 2 "professional attitude" at work. There is
no question as to the objectives, limitations, or responsibility of
the office. It is true thet the medical profession and state laws are

largely responsible for the professionalism. Still the other offices

on campus could benefit from this professionzl outlook. Definite

e S SRR,

bbjectives, pressure to obey hi%?er authorit& (mostly state laws),

and a rigid information system in no way hinders the Health Center or

AR RN it A i mert st SR

its staff, Other campus offices would also benefit from a clear

definition of objectives »nd responsibility and from firm control from

above,

The other offices on campus don't make total use of the informetion
mm;fw—@w@mw~mthey have. The Admissions Office suppresses almost all the information
it gethers; predicted averszge, Collegé Board.scores, second9ry'schoo1'

; | - recommendstions, interview eveluations, etc, are all denied to the

faculty. Counseling snd Testing relesses no information about which

students are unhappy in their curriculum. In all the other offices
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there is not the free exchange of counseling information-as there
is of medicrl information within the Health Center.
The other offices on c=mpus would do well to consider "professioneal

attitudes" in their relation with other offices and their responsibility

toward the student.
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Handling of Students Who Withdraw

1

Onerdisturbing gap in the informétion system is the lack of
ipformation on students who withdraw from the University. &Hach
semester ten to fifteen students fail to return to Lehigh. The present
informaﬁion system may or may nét note the reason or even the fsct
that a student has withdrawn. If a student, on his own initiative, |
walks into'the Office of the Dean of Students and tells someone that
he does not’plan to return for theinext semester, a '"Not-Returning
Notice" is issued to various campus offices steting the ﬁgfson for the
withdrawal and whether the student plans to retur'n?l’l If the-;%;&éﬁt\‘
does not teke the initiative to tell the Dean's Office, no one knows of
his withdrawel wntil he fails to register for the next semester. At
that time, that is,after the withdrewsl is a fact, no attempt is made
to determine why he has withdrawn or if or'when‘he plans to return,

Within the University's informstion system there ~re two indica-
tions that a student may bé)preppring to withdrew. If = student fails
to pre-register for the next semester, he is probably not planning to
return. The forwarding of transcripts to other schools by an under-
classman usually indicetes a potential transfer student. The formal

informetion system makes no note of either indicator, althoﬁgh.the

registrar does keep an informal list of transcripts sent to other

- schools by tnderclassmen,wwlhgsewtﬂgwindidators probebly would find

"bnly'é'part of the pOtential withdrawals even ifMChecks'for them were

2l See page 36,
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to be ineorporated into the information system, - y

Even if the student goes to the Dean's Office, the resulting
eonversation is hardly an exit interview. The only informetion noted
is the reason for withdrawsl and whether the student plpns-tovreturn,
to Lehigh. Ihe reasons specified , like "geiﬁg into’ the service",
"tranSferring to X College", or "academic immaturity“,‘are certainly
explanatory but-offer no chance for enalysis as to why the bMarines

are better than Lehigh, or what makes 1 student immature bé;lehigh

.Standards. The "Not-Returning Notice" is é‘stetement5 1t is in no

Sense an explanation or an analysis.

There is only one University publication thst makes any suggestion

to s student planning to withdraw from the Unlver51ty; The Lehigh

University Handbook For Students, first published the  fall of 1963,

says, ﬁAny student contemplating voluntary withdrawél from the Universi-
ty is advised to speak first with the Dean of Students”.25
Since the tuition charges cover-only gbout 50% of the cost of
a Lehigh education, the University is investing approximstely 51500
per yerr in each student. BEvery student who withdraws represents
a potentisl loss of thousends of dollers of University money., Aside
from the human loss, it seems to be bad ousiness not to investigate
bad investments, The human loss is large (and lergely unmezasursble)

in terms of 2 boy who withdraws wwthout o degree, >nd in terms of

.other boys denled adm1551on because of the place tﬂken by the ooy'wﬁo 

w1thdraws without o degree,

25. Page 16,
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It should be understood that nian,y good students withdraw, even
Deanfs List étﬁdents. Although many are on scholastic probation
~or are ébout to flunk out, the group includes meny students of the
caliber lehigh can hardly afford'tohlose.-.Transfer students in
particular are usually in good academic stending, m-ny having'top
grades, |

The thinking »nd reasoﬁing behind = plan to withdraw surely
runs from the profouﬁd to the haphazerd. There is v=lue to be g~ined
from lorking at both; The careful, mature student has weighed and
evaluated the University as few otheﬁ\gfdergraduateshave. In particu-
lar the boy who hass been successful st Ighigh must have reasons that
would be thought-provoking to many people on caﬁpus. The qgiversity
should be just as interested in the ressons and thinking of the ill-
advised boy;_ If the plan to withdraw 1s motivﬁted b misconceptions
of his own ability: erroneous impressions of University X, financirl
or personal problems that could be solved Dy some clesrer thinking, or
DoOT persvective of whot nét.being vledged to a freoternity means té
his collece cgreer; then a few minutes or hours of accurste informstion
| and.advice may »void = hasty.withdrawal. Either way, much is to be
gained; the boy can point out problems he finds in the University

and the University cen point out some of the boy's problems thet can

be solved,

P —

~ If the avenue for discusging withdrawal from the University
was well knownaﬂit‘might sttract dissatisfied boys long before they

came to the point where withdrawsl seemed the best solution. Although

it may seem wasteful to attempt to chamnel all dissatisfied boYs through
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one person or one office, the advantage of one person haV1ng a perspec-

tive on the problems that prompt boys to qult Lehigh seems worth while.
The gap in the 1nformet10n system could by filled by formellzlng
an ex1t procedure that would assure that proper ﬂttentlon would be ,given
to students who withdraw. Such a procedure should hsve the following
characteristics: 1) An exit interview with one er more University
personnel should be arrsnged for each student who plans to or who
actuslly withdraws from the Uhiversity. A deteiled questionnéire should
beffilled out by the interviewer after the interview;26the questionnaire
would specify the minimum informetion to be gained about each student.
1f appropriate, interviews could also be set up with the Admissions-
Office, Financial Aid Office, etc. 2) There should be‘follow-up letters

or phone calls to the parents to clerify, verify, or discuss the

student'!s withdrawal. 3) An increased effort to discover potentisl

withdrawal students before they leave could include follow-up on

students who don't pre-register, contect with freshmen counselopszqr

upperclsess living group presidents inquiring if anyone in their group

plans to withdraw, etc. This should reduce the number of students who
N

withdraw without telling any University staff member. L) There should

also be a systematic follow-up on the students who leave. This is

especially trve of students who heve stated that they plan to retum

after a Specified length of time; these students represent an invest-

mept”efmtﬂewﬁpdtersity thet can be realized if the boy returns aﬁd gets

his degree.

26, Not the studentd = - .. I
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The most crucial part of any proposal tc add more information.to
the~system 1s the question of the use to be made of such informstion.
Since it would be easy to initiate procedures to gain.dsta on drop-outs,
it would appear‘fhé~rea50n no daté“is gathered howfis'that no one is .
interested in su@h data. The preSent\system does not contain any
direct data-on the‘reasons for withdrawing, so\it wouid eppear that
no one is presently studying the problem in any great depth., Any |
proposal for gathering information would have to include proposals
for'feed-back of the insights gained from such 5 study to the Admissions'
Office, Counseling and Testing Service, the Freshmen Counseling Frogram,
and to the faculty. The person(s) responsible for gathering the dsta
would héfe to take the responsibility of making sure the results were

forwarded to the people on campus who are in the position to act on any

insights gained from the data.
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Grade Card Procedures

The information system providés no check with the faculty member
about the gradés issued to the student. The faculty member‘writes:the
grade on the gfade card and sends the grade cards to the ﬁegistrer's
foice. The grades are gang punched into the grade cards. Thé cards
are sorted by'individual student and the grade sheet is printed. The
grades are recorded onto the student 's permanent record from the grade
sheets, Mistakes can occur when the faculty member writes the grade
oﬁ the grade card and,when‘thé srade is punched into the cardfrz The
faculty member gets no check that the student receives the grade in-
tended.,

A report of the grade given to each student iﬁ his class could

be printed for each faculty member. After the grade sheet for each

student wes printed, the grade cardsvcould'be sorted by course and
/

p———

section and the faculty report could be printed on the data process- " =

ing machinery in fthe Registrar's Office.

An alternate procedure would be to use the University's G.E. 275
to print the report to the faculty. This would add.a sound check to
the information system at no added inconvience to the Registrar's
staff. There would be other advantages to use the G.E. 225. The huge
internal memory could be used to gather statistics while the gréde
reportsfwere'being»printed._For insténce, cards could be punched for

each course and section recording the number of A's, B's, etc. in

KT

27, The grade recorded on the grzde shéét is the grade punched into
the grade card, not the grade written on the card.




73

in the course, the number of students from each curriculum in the

class, and the average grede of the class, All the cards could be

Mmachines in the Registrar's Office could Just print the report, The e

Cards could be processed at rates in excess of 100 cards per minute,
The Registrar's Office could use the statistics cards generated

by the G.E. 225 to compute such things »s: 1) the grade dlstrlbution

for each course, 2) the grade dlstrlbutlon for each teacher, and

3) the number of students of other departments taught in each course,

The use of the G.E. 225 woulg provide an accuracy check of the greodes

and an incregse in valusble course statistics,

LT S
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The Security and Use of Information

The various offices on-campus have in total atremendeus.amount
+ of information about every student. Much of this data ié of a per-
sénal and confidentisl nature. wWith this much informatidn goes tref
mendous power over the student. This is power to do good for the
student'and of couréé, power to do harm if misused. The'University
mﬁgf—éccept the responsibility for this power it haf over the students
and a2lumni.

| The nature of this responsibility has changed grestly over the
lest few years with the widespread use of computers. Before the advent
of lsrge computers, it was impossible to analyze large masSes of data.
The‘availibility of large computers né longer limits the analysis of
lerge volumes of data; also the computers permit almost ényone.to run
sophisticated statistical fests. Analysis of variasnce and multiple
regressions can be run on large amounts of data by anyone who can
punch the data onto IZ¥ cards. Intelligent analysis is limited to
experts, but anyone can draw conclusions from the statistical tests.
For example, 2n analysis of grades at lLehigh might show that redheads
don't do as well as other students. }he untfained snalyst mey bar all
redheads from admission, while the real reason for the poor grades
might be several faculty members,who hate redheads. Anyone could dis-
cover that heir color affected grades, but only the sophisticated

analyst could fihd the real problem.28 The computer has given anyone

28.Even the best of analysts make mistakes, but the chances are less
than in the case of the inexperienced. The expert is zlso much more
likely to recognize . a situation that he does not fully understand and

,,,,,,
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with access to'information about people the potential for wast power

over those people. This is in no ﬁey'to imply that énalysis should

not be done, it ju$t~means that there io increased reSponsibility on

any person or organization that posseoses information. The computer

holdé great promise'for~the valoable analysis of ioformation, but with

the increased power to do good‘goes the inoreased’ootential to do harm, -

The University administration mustzmake sure that any data analysis

is carried out intelligently and that all conclusions are checked and %

rechecked before vnwise (though well intentioned) decisions are made, .
The sge of computers also brings incroasedresponsibility in the

srea of information released to companies and organizations outéide

the Universityi In the'past companies and governﬁent organizations

didn't reqqsst large amounts of information on the students as they

do now. Requests for official transcrints hes greatly'incfeased in

the last few years. Hith the computer 1t is now possible to'evaluate

and use iarge emounts of data‘g;thered about employees, A company or

government agency does not have the best interests of the individual

s a goal as does the University. The goal of companies >nd other

organizations is to make the best use of their employees,'this goal

mey be at odds with the best interests of the individuel, T think

‘the University would rot be faoing up to 1ts responsibility if it

did not try to protect the student against the relesse of.information

the University has gsthered. The University shoulo reappraise its

policy of releasing official transcriptégwithout the student's Know-

be more crutious sbout drawing conclusions.
o i
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ledge or permission, I think the practice of widespread distribution
~of transcripts should be discouraged. The Placement Office could tell
componies that it is University'poliCy to issue transcripts only under
special curcumstances. The grade sheets issued byﬁthe Placement Office
30

should be sufficient.3 The individual student looking for a JOb is -
almost powerless to protect his record, the University should act to

safeguard the student and itself against the increasing outwerd flood

*» of official trenscripts,

-
.

- The University knows more cbout a student than any employer will
probably ever learn. University paid counselors even llve w1th tne
students durinc thelr freshman year., I predlot the Universitv will

come under incressing, but subtle, pressures to relesse more- and more

information about the students and alumni. The policy on release of

The duplication of basic information over campus suggests that
a centralized integrated information'system would ﬁroduce savings in
time end money es well zs edministrative control.BJ'With an integrated'
system would go increased responsibility for datatsecurity and protect-
lon against unskilled =nd unwise data analysis, The problem of secur-
1ty and the conceot of protection of the privacy of the students and

alumi would have to be carefully studied if such a system were to

be instituted.

29, It is not inconceivable that credit agencies or employment bureaus
might try to obtain information under false pretenses,

30, Released without the student's permiscion,

31, See page 8,
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I think campus security of info;mation is good, Security against .
students hévingopportunities to alter their recprds'or io‘view the
rééordS'of‘other studénts seems particularly good, Thé only'Studehts‘

who even work within the information system are the undergredurtes

who work for‘the'éegistrar at registretion time, The only exception

seems to be the request for a transcript; when a transcript is request-
ed, no check is made to see if a student is requesting his own or
someoh; elsel's transcript. Anyoﬁe can go into the Registrar's Office
and print the name of a student on the transcript recuest =nd have a
transcrint mailed out. lhe showing of an ID card for undergraduvates
or a signature on requests from s2lumi should be a requirement, It
is péssible thét a transcript has never been illegally obtrined, but
the chance for 2buse of this kind seéms much pore lixely in the future
in our information hungry sociéty.

Iﬁtpr—office security is also effective; the only siegnificant

information flow is throurh formal chonrels, Staff members seer 1o

a !

have no direct sccess to the information in other of%ices. In fact,
most et~ft members don't even seem to heve a good idea of what_in;
formation is available in other offices.
The vroper use of information is a difficult guestion, Some
offices are zatherins information that they hove no =nnarent use for;
the informstion seems inappropriete for the objectiveseg@mggg;gwgfwmmwmww_

the office, Some of this information is not used, tut most of this

s v =

information is used by the office for purposes that they do not state.

The lack of control from sbove is evident, offices are allowed to

cather what data theychoose and they do not have to justify their use
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25% ﬁhe data. If each bffice‘were askéd to justiff their use of‘each
 Bit of data, it would become evident which data was not used and also
which data was.ﬁéed for purposes dther than the stated objectives of
tge office, If officés are permijted tq decide what data to gather,
they are given the power.to do és they wish without'infofming-anyone
else on campus, If the goal setting'and“bolicy”making are to be cen-
tralized, each office must be fbrcedyto state for what purpose they
»gather their data, A fight control on data gathering would help assure
that higher authority knew whet each office wes doing.

A particuléfly disturbing point is the chance of ﬁersonnel'on
campus. The office staffs are so small that one or two retirements
Oor resignations can bring enﬁirely'neW‘and untried people into pos-
session of large amounts of information on' students and alummi. The
facp that%this thesis is needed to describe the dota system indicates
that a blank check for power is sometimes handed into unteéted hands
as office personnel change, The need'for controls and checks from

above is obvious,
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- Poor Readers

—

Some lLehigh students have a reading handicap thst prevents théﬁ
from reélizing‘their'full‘academic poﬁential; Such students usually
can not répdgand retain the amount of knowledge expected by the Lehigh
faculty, The University has esﬁablished the Reading and Study Clinic

- to help these poor readers,

The Counseling and Testihg Service adminiéters a reeding test
during Freshman Jeek to identify the poor'readersffﬂpproximately 15%
of the freshmanvclass need remedial reading help, But some poor resders
may not be told about their handicap. The 20% of the freshman class
who don't go to the Counseling and Testing Service never get their
test results. Only 50% of the class get their results the first semes-
ter, It may be weeks or months,if a2t all,before the poor reader is
told he needs help. The Counseling and Testing Service mzkes no attempt

- o to contact any of the poor readers, even if they never come for their
; | L test results,

Since the University identifies the poor readers =nd has estab-
lished a clinic to help them, the students who are poor readers
should be told as soon as possible that they need reading help., It
may take weeks or months'of professional reading help until the
student can study efficiently; so he should be told as quickly as
possible in ofder not to jeopar@ize his Lehigh career,

It is possible to identify students who need_rééding and study

{ wf, help even sooner from the results of the verbel SAT test., In the

freshman clsss that entered in September 1962, 103 boys out'bf 745
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ha&‘rerbal scores below 500, while only 5 boys had SAT mathematics.
scores‘below_SOO.\Any'boy wiﬁh a verbal scOre'below SOO‘heeds read-
1ng, rocabulary,and study orgenization help from:the Hbading.end :
Study Clinic. These students.coﬁld be singled oﬁt 25 soon as they

~~ccept admission, and could receive help as esrly as Freshman Yeek,

- The Tniversity should demand at least the minimum lesrning skills |

from all students, Therefore, the present voluntary enrollment and
_ voluntary clsss attendence for the reading course should be made
mandatory for the students identified as poor readers, All poor
readers should be required to attend the reading classes until they
obtain a minimum reading skill.

There are orportunities on campus for valuable reading analysis,
A follow-up study on the re~ding ability and grades of boys who have
taken the reading course could quentify the value of the Reading and
Study Ciinie. The study might show that some "brush-up'" course taken
CVery year or so yould be extremely valuable in making the effect of
the resding course permanent, A study of the effect of reading on -
grades eould be carried out with historics1 data, If reading and
study skills were showvmn to ‘be & main factor in inflvencing grades
and the Reading and Study;Clinic was proven to improve these skiils,
the way would be cleared to eiiminate'the SAT verbal scere 55 a cri-
teria for admissie;. The Admiseions Office(could search for high .
ability, eeger beYS ignoring verbal skills; the Reading and Study
Clinic could then remove any reading or study skills ”blocks" that

would prevent the boys from realizing their potential, There is

Fittle competion for high ability high school students who hove
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Therefore with the Reading and Study Clinic

poor verbal skills,
operating on a manditory basis, Lehigh might suctessfully tap new

sburces of good students., . - | ;' .

b
i
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32, Low verbal skills particularly applies to bright’ boys from low
income homes. _ ; - A
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Misconceptions About the Counseling and Testing Service

In my interviews, I noted that mény University staff members had

N\

misconceptions about the objectives and the function of the Counseliﬁgk |
and Testing Service., Dr. Vernon “illians, acting supervisor of the

Counseling »nd Testinec Service, agreed with my observation; he said

his office has been trying to correct the situstion bv means of notes | -
and memos to various campus offices stating his views on the role of the

.

Counseling and Testing Service.
A Y

The Counseling -nd Testine Service is primarily interested in
vocational counseliﬁg; about 90% of the staff's time is spent in voca-
tlonal guidence. The Freshman Week tests are used to give the student
knowledge about-his own interests and abilities so thst he may moke |
the best possible vocation=1 choice. The Freshnan jleek vocational
interest test covérs broad vocstionsl areas like ”engineer”. Relatea
voc~tions live "engineer", 'physicist",'"chemist", and "m-themastician"
are highly correlated to each other. Therefore this test has little
meaning when trying to help a noy decide between the various sclence
or engineering curricula., The interest test is -f riost use when
helping a boy decide among arts, business, and engineering, The
‘counselors therefore avoid specific curriculum advice and usually give
advice only with respect to choice of college within the University.

There is-an area of student problems th-t could be loosely called

academic problems". This would be any '"block" that prevents the

student from realizing his full academic potential., Some examples

would be: adjustment to college life, adjustment to college =acodemic

wérk, homesickness, troubles with specific courses or teachers,
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personal problems (home, giflfriend, roonmate), etc. The Gaﬁnseliﬁg
and»TeSting Service will help a student if he seeks advice about
'"academic_pfoblems", but the counselors feel that this type of problem
does not come under their objective of vocétional'guidance. They_do
not feel thert they should do personal counseling or deai with problems
thet cover a1l sreas of campus life,

The other offices Oh campus don't seem to'realize that the counselors
consider themselves as brimarily vﬁcational specialisfs. There seems
to be a tendency to refer students with broad "academic problems" to
‘the bounseling and Testing §ervice. The rezl problem is that the
offices like the Reading »nd Study Clinic, the Financial Aid Office,
the Counseling and Testing Service, and the Dean of Students Office
- are specialists in one particular area of sgudent problems; students
_“with "écademic problems" simply fall between the various specialities.

The tendency seems to be, when in doubt, send the student to the
Céunseling and Testing Service., The gap fgr;”academic problems"
appears to have been filled in t%@~pﬂst bv one of the specialists,

Dr. Andrew Bdmiston who was supervisor of the Counseling and Testing
Nméervice until Juné 1963. He helped students who h~d 211 kinds of
"academic probiemé”. His departure has left a gap his successors have
not tried to fill., The referring of "academic.problems" to the
University's vocational specialists seems to be a lag in other offices
~realizing ﬂhaﬁ‘ﬁhe objectiveg\of the Counseling »nd Testing Service
 Kave changed.

There is no clesr definition of what are the objectives and limit-

ations of ea¢h office. The role of each specialist is not understood;
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there is confusion as to what to do with or where to send the student

AY

whose problem does not?coihciae with the objectives of one of_the
campus spe;ialistsl In such a situation it was pOSsiblenfcr one office
to qﬁietly'broaden itsfobjeétives tolincluﬁe a large part df the "
"academic probleﬁs". . . o
There is a definite need for-a.higher 1evel of administration tq
establish the objectivés of each office and to clearly define the role
each office shall have in handling student problems.pal am sure that
éuch a job definition would uncover vast arées of student problems
that would not be covered by any pffic@,m“Permanent checks shouldr be
set up to insure thatwthe scope ond objectives.of any office does not
change without approvzl from above. One such effective check would be
to control the information each office gathéred; this would assure that

the office wasn't gathering information for purposes other then to

fulfill the objectives of the office.

¢




L . N
T 4w
I = 1
o e . v
= ol u ,. : el
TR - = ey l—

10l e, S Y

e
! &‘Q o 7;‘5_—:‘;—9__

- 85

SUMMARY OF DOCUMENTS AND SYMBOLS

Admissions Office .(A)
Application for Admission to iheTFreshman Class (A 1)
Secondary School Record (A?Z). | | .
Group.Gbnference Intérviéw Form (A 3) -
Application Card (4 L)
Transfer Appiication (A 5)

Personal Deta Card ,(A 6)

Health Center (H)

‘Report of redical History (H 1)

“Counseling and lesting Service (C)
Student Informetion Questionnsire (C l)

Test Hecord and Frofile Chart (C 2)

<

Report on Strong Vocational Interest lest for Men (C 3)

Profile Chart for Guilford-Zimmerman Temperament'Survey‘ (0 &)

Residence Halls Office {RH)

Freshman Iog (R 1)

Undergraduate Finsncial Aid (s)
®
tmployment Card (S 1)
Parentsf Confidential Sta

Application for Financial Aid (S 3)

tement - College Scholarship Service (S 2)
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| Office of the Dean of Students (D)
Person-l Dpfa Shéet (D1)
Letters frém Freshman Parents ?(D12)
‘Not Returning Notice (D 3)
Emergency Information - Activities Caﬁ& (D' L)

VAN

)

Office of the.Regisérar- (R)
lehigh University Personsl Data Caré (R’l}
Grade Card (R 2) |
Address Card (R 3)

(R )

Persistence Card

Student Activities Office (SA)

Fraternity Questionneire (34 1)

Reading and Study Clinic (RS)

An=lysis Data and Conclusions (RS 1)
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GLOSSARY

A

prospective candldate - A boy who heas expressed 1nterest in attending
Lehlgh, but who has not submitted an apnllcatlon. This would
1nc1ude boys who have requested appllcetlons but have not

returned the completed application,

candidate - A boy who has submitted an application for admission. Boys-

who accept admission are considered candidates until they

matriculate,

student - Any undergraduate from the time he metriculates until he

groduates er withdraws from;the University.

SAT - The Scholastlc Aptltude Tests as admlnlstered by the Educationeal

Testing ocervice. fhere is a mathemstics test end a verbal

test.
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INTERVIEWS

Dean Clérence B. Campbéll; Associate Dean of Students, Director of
nesidence Halls

Mr, Théggn L. Kropp; Executive Secretary, Committee on Uhdergraduate
Financial Aid, Assistant Director of Admission

Dr. George W, lcCoy, Jr; Director, Univefsity Health Service

Mr. Andre T, Meade, Instructor in FEducation, Reading and Study Clinic
counselor - |

Mr, Samuel H, Missimer; Director of Admission
Dezn Freston Parr; Associate Lean of Studenfs, Student Activities
Dean William L Juay; Assistant Dean of Students

Dean Howard C. ITroy; Assistant Lban of Students =

Mr, James H, Wagner; Registrar

Dr. Vernon G, williams, Jr.; Counselor and Acting Supervisor, Counsel-
1ng and Testing Service |
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VITA

..GordOn Hoover Bradley'borﬁ March 5, 1940 in Altoona,«Pennsyivania
to Eleanor W. Bredley and Theodore C. Bradley : Bachélo£ of Science
in Mechanical Engineering with High anors from Lehigh University Jung
1962 ; computer programmiﬂg jobs with Lehigh Univefsity Computer
Laboratory July 1962 to JUne_1963 and Air Products and Chemicsls Inc.
June 1963 to September 1963 ; full time teaching assistentship Indust-
rial Ehgiﬁeering Department lehigh University Februrry 196l to June

5

196l ; Charles W. Parkhurst Fellow in Industrisl rngineering lehigh

University September 1963 to January 196l ; member Tau Beta Fi snd

Pi Tau Sigma .
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