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INTRODUCTION 

TRIO. Our nation has asserted a commitment to providing educational opportunities for all 
Americans regardless of race, ethnic background, or economic circumstance. In support of this 
commitment, Congress established a series of programs to he lp low-income Americans enter 
college, graduate and move on to participate more fully in America’s economic and social life. 
These programs are funded under Title IV of the Higher Education Act pf 1965 and are referred 
to as the TRIO Programs (initially just three Programs). While student financial aid programs 
help students overcome financial barriers to higher education, TRIO programs help students 
overcome class, social, academic and cultural barriers to higher education. 

Since 1965, over 10.5 million Americans (67% from poor and working families) have benefited 
from the services of the TRIO pre-college and college programs: Upward Bound (UB); Upward 
Bound Math and Science (UBM/S; Veterans Upward Bound; Student Support Services (SSS); 
Talent Search; Ronald R. McNair Post-Baccalaureate program; and the Education Opportunity 
Centers (EOC). TRIO services include: assistance in choosing a college; tutoring; personal and 
financial counseling; career and academic counseling; assistance in applying to college; 
workplace and college visits; special instruction in reading, writing, study skills, and 
mathematics; assistance in applying for financial aid; academic assistance in high school or 
assistance in re-entering high school and preparation for passage of the GED. 

Students in the TRIO Upward Bound Program are four times more likely to earn an 
undergraduate degree than those students from similar backgrounds who did not participate in 
TRIO. 

EDGAR: The U.S. Department of Education regulatory department is referred to as EDGAR. 
This department regulates the administration of grants, materials and requirements and 
cooperative agreements, protection of human subjects, allowances and others.  

NACEE: The North Alabama Center for Educational Excellence (NACEE), a TRIO affiliate is a 
non-profit agency originally funded in 1974 by the U. S. Department of Health, Education and 
Welfare. Our mission is to increase the enrollment and retention of low- income first-generation 
students in programs of post-secondary education by providing services that promote and 
enhance educational opportunities. NACEE provides services to more than 10,000 middle school 
and high school and postsecondary participants annually. 

In 1974, a consortium, consisting of eight college presidents (Alabama A&M University, 
University of Alabama in Huntsville, Oakwood College, Athens State College, J. F. Drake 
Technical College, John C. Calhoun State Community College, North Alabama College of 
Commerce and Alverson and Draughon) met and voted to designate Alabama A & M University 
as fiscal agent for the Educational Opportunity Center. Alabama A&M University has served as 
fiscal agent for NACEE since. Dr. Harold G. Dickerson (deceased) piloted the Educational 
Opportunity Center project originally funded by the U. S. Department of Health, Education and 
Welfare. The EOC in Huntsville was one of twelve pilot projects funded nationwide. Three other 
TRIO programs collectively forming The North Alabama Center for Educational Excellence 
(NACEE) have since been added to that pilot project. The other programs are Educational Talent 
Search; Upward Bound and Upward Bound Math and Science. 
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Purpose of Program Manual 
Purpose - The purpose of the NACEE Program Manual is to provide NACEE employees 
information essential to effective performance of job responsibilities and to enhance, enrich and 
expand each employee’s knowledge of all NACEE programs. The manual further puts into focus 
the responsibilities of each NACEE employee relative to the overall objectives of NACEE. The 
NACEE Program Manual further serves to inform interested parties of the services available at 
NACEE. Finally, this manual provides newcomers as well as those who have served over the 
years, a handy resource which captures daily NACEE operations in a concise, yet comprehensive 
form. 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.3] 
 
[Page 302] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart A--General 
  
Sec. 644.3  Who is eligible to participate in a project? 
 
    (a) An individual is eligible to participate in an Educational Opportunity Centers project if the 
individual meets all of the following requirements: 
    (1)(i) Is a citizen or national of the United States; 
    (ii) Is a permanent resident of the United States; 
    (iii) Is in the United States for other than a temporary purpose and provides evidence from the 
Immigration and Naturalization Service of his or her intent to become a permanent resident; 
    (iv) Is a permanent resident of Guam, the Northern Mariana Islands, or the Trust Territory of 
the Pacific Islands (Palau); or 
    (v) Is a resident of the Freely Associated States--the Federated States of Micronesia or the 
Republic of the Marshall Islands. 
    (2)(i) Is at least 19 years of age; or 
    (ii) Is less than 19 years of age, and the individual cannot be appropriately served by a Talent 
Search project under 34 CFR part 643, and the individual's participation would not dilute the 
Educational Opportunity Centers project's services to individuals described in paragraph (a)(2)(i) 
of this section. 
    (3) Expresses a desire to enroll, or is enrolled, in a program of postsecondary education, and 
requests information or assistance in applying for admission to, or financial aid for, such a 
program. 
    (b) A veteran as defined in Sec. 644.7(b), regardless of age, is eligible to participate in an 
Educational Opportunity Centers project if he or she satisfies the eligibility requirements in 
paragraph (a) of this section other than the age requirement in paragraph (a)(2) of this  
section. 
 
(Authority: 20 U.S.C. 1070a-11 and 1070a-16) 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.4] 
 
[Page 302-303] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart A--General 
  
Sec. 644.4  What services may a project provide? 
 
An Educational Opportunity Centers project may provide the following services: 
    (a) Public information campaigns designed to inform the community about opportunities for 
postsecondary education and training. 
    (b) Academic advice and assistance in course selection. 
    (c) Assistance in completing college admission and financial aid applications. 
    (d) Assistance in preparing for college entrance examinations. 
    (e) Guidance on secondary school reentry or entry to a General Educational Development 
(GED) program or other alternative education program for secondary school dropouts. 
    (f) Personal counseling. 
    (g) Tutorial services. 
    (h) Career workshops and counseling. 
    (i) Mentoring programs involving elementary or secondary school teachers, faculty members 
at institutions of higher education, students, or any combination of these persons. 
    (j) Activities described in paragraphs (a) through (i) of this section that are specifically 
designed for students of limited English proficiency. 
 
[[Page 303]] 
 
    (k) Other activities designed to meet the purposes of the Educational Opportunity Centers 
program stated in Sec. 644.1. 
 
(Authority: 20 U.S.C. 1070a-16) 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.22] 
 
[Page 306] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart C--How Does the Secretary Make a Grant? 
  
Sec. 644.22  How does the Secretary evaluate prior experience? 
 
    (a) In the case of an application described in Sec. 644.20(a)(2)(i), the Secretary reviews 
information relating to an applicant's performance under its expiring Educational Opportunity 
Centers project. This information includes performance reports, audit reports, site visit reports, 
and project evaluation reports. 
    (b) The Secretary evaluates the applicant's prior experience in delivering services on the basis  
of the following criteria: 
    (1) (3 points) (i) Whether the applicant provided services to the required number of 
participants who resided in the target area; and 
    (ii) Whether two-thirds of all participants served were low-income individuals and potential 
first-generation college students. 
    (2) (6 points) The extent to which the applicant met or exceeded its objectives regarding the 
provision of assistance to individuals in applying for admission to, or financial aid for, programs 
of postsecondary education. 
    (3) (6 points) The extent to which the applicant met or exceeded its objectives regarding the 
admission or reentry of participants to programs of postsecondary education. 
 
(Approved by the Office of Management and Budget under control number  
1840-0065) 
 
(Authority: 20 U.S.C. 1070a-16) 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.30] 
 
[Page 306] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart D--What Conditions Must Be Met by a Grantee? 
  
Sec. 644.30  What are allowable costs? 
 
 
The cost principles that apply to the Educational Opportunity Centers program are in 34 CFR part 74, 
subpart Q. Allowable costs include the following if they are reasonably related to the objectives  
of the project: 
    (a) Transportation, meals, and, with specific prior approval of the Secretary, lodging for 
participants and staff for-- 
    (1) Visits to postsecondary educational institutions to obtain information relating to the admission 
of participants to those institutions; 
    (2) Participation in ``College Day'' activities; and 
    (3) Field trips to observe and meet with people who are employed in various career fields in the 
target area and who can serve as role models for participants. 
    (b) Purchase of testing materials. 
    (c) Fees required for college admissions of entrance examinations if-- 
    (1) A waiver is unavailable; and 
    (2) The fee is paid by the grantee to a third party on behalf of a participant. 
    (d) In-service training of project staff. 
    (e) Rental of space if-- 
    (1) Space is not available at the site of the grantee; and 
    (2) The rented space is not owned by the grantee. 
    (f) Purchase of computer hardware, computer software, or other equipment for student 
development, project administration, and recordkeeping, if the applicant demonstrates to the 
Secretary's satisfaction that the equipment is required to meet the objectives of the project more 
economically or efficiently. 
 
(Authority: 20 U.S.C. 1070a-11 and 1070a-16) 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.31] 
 
[Page 306-307] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart D--What Conditions Must Be Met by a Grantee? 
  
Sec. 644.31  What are unallowable costs? 
 
Costs that are unallowable under the Educational Opportunity Centers program include, but are 
not limited to, the following: 
    (a) Tuition, fees, stipends, and other forms of direct financial support for participants. 
 
[[Page 307]] 
 
    (b) Research not directly related to the evaluation or improvement of the project. 
    (c) Construction, renovation, and remodeling of any facilities. 
 
(Authority: 20 U.S.C. 1070a-11 and 1070a-16) 
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[Code of Federal Regulations] 
[Title 34, Volume 3] 
[Revised as of July 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 34CFR644.32] 
 
[Page 307] 
  

TITLE 34--EDUCATION 
  

DEPARTMENT OF EDUCATION 
  
PART 644--EDUCATIONAL OPPORTUNITY CENTERS--Table of Contents 
  

Subpart D--What Conditions Must Be Met by a Grantee? 
  
Sec. 644.32  What other requirements must a grantee meet? 
 
    (a) Eligibility of participants. (1) A grantee shall determine the eligibility of each participant in the 
project at the time that the individual is selected to participate. 
    (2) A grantee shall determine the status of a low-income individual on the basis of the documentation 
described in section 402A(e) of the HEA. 
    (b) Number of participants. In each budget period, a grantee shall serve a minimum of 1,000 
participants who reside in the target area. However, the Secretary may reduce the minimum number of 
these participants if the amount of the grant for the budget period is less than $180,000. 
    (c) Recordkeeping. For each participant, a grantee shall maintain a record of-- 
    (1) The basis for the grantee's determination that the participant is eligible to participate in the project 
under Sec. 644.3; 
    (2) The services that are provided to the participant; and 
    (3) The specific educational benefits received by the participant. 
    (d) Project director. (1) A grantee shall employ a full-time project director unless paragraph (d)(3) of 
this section applies. 
    (2) The grantee shall give the project director sufficient authority to administer the project effectively. 
    (3) The Secretary waives the requirement in paragraph (d) (1) of this section if the applicant 
demonstrates that the requirement will hinder coordination-- 
    (i) Among the Federal TRIO Programs (sections 402A through 402F of the HEA); or 
    (ii) Between the programs funded under sections 402A through 410 of the HEA and similar programs 
funded through other sources. 
 
(Approved by the Office of Management and Budget under control number  
1840-0065) 
 
(Authority: 20 U.S.C. 1070a-11 and 1070a-16). 
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PROGRAM OVERVIEW 
 

Educational Opportunity Center (EOC) 
 

Purpose - The U. S. Department of Education provides the Educational Opportunity Centers 
grants to permit applicants to conduct projects designed to (1) provide information regarding 
financial and academic assistance available for individuals who desire to pursue a program of 
postsecondary education, and (2) assist individuals to apply for admission to institutions that 
offer programs of postsecondary education. Specifically, the EOC Program funds projects 
designed to increase education opportunities for adults. 
 
 

PURPOSE AND SERVICES 

The Educational Opportunity Centers (EOC) program provides counseling and information on 
college admissions to qualified adults who want to enter or continue a program of postsecondary 
education.  An important objective of EOC is to counsel participants on financial aid options and 
to assist in the application process.  The goal of EOC is to increase the number of adult 
participants who enroll in postsecondary education institutions. 
 
Services Provided by the Program 

• Academic advice 
• Personal counseling 
• Career workshops 
• Information on postsecondary educational opportunities 
• Information on student financial assistance 
• Assistance in completing applications for college admissions, testing and financial aid 
• Coordination with nearby postsecondary institutions 
• Media activities designed to involve and acquaint the community with higher education 

opportunities 
• Tutoring 
• Mentoring 

 
 
Mission - The EOC overall mission is to serve at least 7,200 participants living in thirteen North 
Alabama counties by increasing the enrollment and retention of the target area’s low-income, 
first-generation adults in programs of postsecondary studies and to improve the target area’s high 
school persistence and GED acquisition rates. 
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EDGAR. Education Department Grants and Administration Regulations  

• 75.730 Records relate to Grant Funds (All Programs) 
• A grantee shall keep records that fully show: 

o The amount of funds under the grant 
o How the grant uses the funds 
o The total cost of the project 
o The share of the cost provided from other sources; and 
o Other records to facilitate an effective audit 

• 75.731 Records related to Compliance 
o NACEE will keep and maintain paper records in addition to computerized records 

relative to compliance; such records cannot be codes which correspond to 
establisher services and objectives. Records relative to the following will be kept: 

 

1. Income eligibility information 
2. Documentation of first-generation status 
3. Documentation of low-income status 
4. Age (Date-of-birth) 
5. Ethno-racial background 
6. Sex of participant 
7. Information on disabilities if applicable 
8. Information on veterans 
9. Status of participant at time of entry (grade level, etc.) 
10. Date student entered or left the program and reason 
11. List of colleges applied to by each participant 
12. Name of college participant actually attends 
13. Number of contacts 
14. Number of participants at group sessions 

 

• 75.732 Records related to Performance 
o High school transcripts  
o Copy of diploma or GED certificates 
o Documentation of Needs Assessment, Individual Educational Development Plan 

and other services 
o Documentation of financial aid awards; acquired from the National Student Loan 

Data System (NSLDS), award notices, college financial aid records or the 
National Student Data Base Clearinghouse. 

o Verification of actual college enrollment and attendance (copy of class schedules, 
copy of grades earned, financial aid award disbursed, enrollment lists from 
admissions or financial aid office) 

o Test score results 
o Documentation of technical assistance 
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Eligibility Requirements - An individual is eligible to participate in the Educational 
Opportunity project if the individual meets one or more of the following requirements: 

• Is a citizen or national of the United States; 
• Is a permanent resident of the United States; 
• Is in the United States for other than a temporary purpose and provides evidence from the 

Immigration and Naturalization Services of his or her intent to become a permanent 
resident; 

• Is a permanent resident of Guam, the Northern Mariana Islands, or the Trust Territory of 
the Pacific Islands (Palau); or 

• Is a resident of the Freely Associated States, the Federated States of Micronesia or the 
Republic of the Marshall Islands; 

• Is an adult age 19 or older; 
• However, an individual who is less than 19 years of age may participate in an EOC 

project if the services of an Educational Talent Search project are not available and if the 
individual’s participation would not dilute the EOC project’s services to individuals 
described in paragraph six above. 

• Has undertaken, but is not presently enrolled in, a program of postsecondary education, 
has the ability to complete such a program, and needs one or more of the services 
provided by the project to re-enter such a program. 

Requirements: Low-Income and First-Generation Participants 
At least two-thirds of the eligible participants a grantee serves must at the time of initial 
selection Qualify as both low-income individuals and potential first- generation college 
students. The remaining participants must at the time of initial selection qualify as either 
low-income individuals or potential first generation college students 

1. DOCUMENTING: Participant’s Low Income Status: Dependent Student 
• A signed statement from the student’s parent or legal guardian regarding family income; 
• Verification of family income from another governmental source (Social Security, DHR, 

etc.); 
• A signed financial aid application; or 
• A signed U. S. or Puerto Rican income tax return. 

2. DOCUMENTING: Participant’s Low Income Status: Independent Student 
• Signed statement from the student regarding family income; 
• Verification of family income from another government source (Social Security, DHR, 

etc.) 
• A signed financial aid application; or 
• A signed U. S. or Puerto Rican income tax return. 

3. DOCUMENTING: Potential First-Generation College Student Status 
• A signed statement from a dependent participant’s parent, or 
• A signed statement from an independent participant 
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A grantee does not have to revalidate a participant’s eligibility after the participant’s initial 
selection. 

SECRETARY OF EDUCATION REOUIREMENTS FOR APPROVAL OF APPLICATIONS: 
Educational Opportunity Center 

• Require an assurance that not less than two-thirds of the persons participating in the 
project proposed to be carried out under any application be low-income individuals who 
are first-generation college students. 

• Require that such participants be persons who are at least nineteen years of age, unless 
the imposition of such limitation with respect to any person would defeat the purposes of 
this section. 

• Require an assurance that individual participants in the project proposed in the 
application do not have access to services from another project funded under this section. 

 
Services - EOC offers a variety of free services which enhance the educational and career 
opportunities of its participants. The categories of services are given below: 

• Information with respect to financial and academic assistance to persons who desire to 
pursue a program of postsecondary education. 

• Assistance to participants in applying for admission to institutions at which a program of 
postsecondary education is offered, including preparing necessary applications for use by 
admission or financial aid officers; 

• Counseling services, tutoring, and other necessary assistance to participants while 
attending postsecondary institutions. 

• Coordinate resources and staff with institutions of higher education and of other 
institutions offering programs of postsecondary education, in admitting educationally  

     disadvantaged persons. The Educational Opportunity Center works through public and                 
 private agencies or organizations to provide services to disadvantaged persons. 
 

Objectives - The Educational Opportunity Center has identified fifteen objectives to effectively 
administer the EOC program. The objectives are provided below: 

• To identify and enroll 7,200 participants in the EOC project. At least two- thirds of 
participants will be low-income, first-generation. 

• Collection and dissemination of information. 
• Career Awareness Counseling for 3,000 participants. 
• Academic Counseling for 2,500 enrolled participants. 
• Academic Counseling for 2,500 non-enrolled participants. 
• High School Persistence. To provide services and guidance that will increase secondary 

school re-entry or enrollment in General Education Development Test (GED) of target 
area’s high school dropouts by 30 percent. 

• Financial Aid Awareness and Assistance for 2,500 enrolled participants. 
• Financial Aid Awareness and Assistance for 5,000 non-enrolled participants. 
• Tutoring: To improve the academic competency and performance of 300 participants 

through instruction and enrollment in GED classes. 
• Placement: To provide services that will result in placement of at least 38 percent of the 

total participants in programs of post-secondary education (3,192 for project). 
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• Services to 100 battered women. 
• Services to 250 pre-release inmates. 
• Services to 250 teen parents/pregnant. 
• Counselors will present two distinct workshops designed specifically for their target area 

participants. 
• Follow-up will be accomplished on 60 percent of clients to determine educational status. 

United States Department of Education Approved Performance Objectives. 
Although NACEE’s proposal indicates the number of participants and/or percentages of 
participants that will be served, the U. S. Department of Education has approved performance 
objectives that must be adhered to and satisfied. These objectives must be realized when 
implementing the EOC program. Participants’ achievement or progress must measure up to the 
standard indicated in the U. S Department of Education’s approved program objectives. The 
U. S. Department of Education’s approved performance objectives are given below: 

Approved Performance Objectives: U. S. Department of Education  

Category    Description 

Secondary School   80% of secondary participants served this project 
Retention/Graduation   period will continue in secondary school for the next      Re-entry  
                          academic period term. 

Secondary School   85% of high school seniors (and GED or alternative 
Retention/Graduation/Re-  education students) will graduate from high school or  Entry  
              receive a certificate of high school equivalency this project    
  year.                                                                                                           

Secondary School   30% of secondary school dropouts will re-enter 
Retention/Graduation/Re-  a program of secondary education this project period.    Entry 

Admissions/Financial Aid   85% of college-ready project participants will     Assistance   
  receive assistance in applying for postsecondary admission                                                        
    this project period. 

Admission/Financial Aid  85% of college-ready project participants will      Assistance                               
receive assistance in applying for financial aid this project period. 

Postsecondary   65% of high school (and high school equivalency) Admission/Re-
Entry     graduates will enroll in a program of postsecondary education this 
                                                project period (or for the fall term). 

INFORMATION THAT SHOULD BE IN EACH PARTICIPANT’S FILES 
ü Participant’s selection criteria 
ü Documentation of eligibility, including citizenship status 
ü Clear statement of academic need 
ü Participant’s educational plan 
ü Documentation of delivery of services 
ü Documentation of participant’s progress 
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o Completed high school 
o Entered postsecondary education program 
o Kind and amount of financial aid received 
o Dropped out 
o Graduated from two or four year institution 
o Transferred 
o Entered graduate school 
o Kind and amount of other financial support received 

 
PERSONNEL 

Program Manager/Coordinator Job Description and/or Respons ibilities - The EOC Program 
Manager/Head Counselor/Advisor coordinates counseling staff activities to ensure project goals 
are achieved: Develops workshops and activities designed to offer current information and 
innovative approaches to the delivery of counseling services; specifically those relating to the 
recruitment and retention of adults in postsecondary education. Specific duties are given below: 

• Coordinates counseling staff’s monthly schedule and assigns counseling tasks. 
• Develops workshops and activities to be performed by counseling staff, specifically 

workshops that provide adult persons experiences that motivate them to enroll in 
postsecondary studies. 

• Oversees and conducts assessments; schedules periodic evaluation of counseling staff’s 
abilities and skills as they relate to personal, career, and academic counseling and 
financial aid assistance; 

• Provides training activities for counseling staff, including scheduling their participation 
in training outside the center; 

• Provide personal, academic and career counseling and assistance with completion of 
financial aid forms to participants; 

• Makes presentations at service agencies, colleges, high schools, public and social 
organizations, and the public media; 

• Assesses educational materials and presents updated materials and information to 
counseling staff; 

• Assists with interviews, evaluations, and training of new personnel; assists with annual 
staff evaluations; 

• Represents the Executive Director/President in his absence in meetings with financial aid 
officers, counseling centers, the public, and in media interviews; 

• Performs other duties as assigned. 
 
EOC Coordinator/Counselor - The EOC Coordinator coordinates staff activities to ensure that 
project goals are achieved.  Develops workshops and activities designed to offer current 
information and innovative approaches to the delivery of services, specifically those relating to 
recruitment and retention.  Specific duties are provided below: 

• Coordinates staff’s monthly schedule and makes project assignments. 
• Develops workshops and activities to be performed by staff, specifically:  workshops that 

provide adult persons experiences that motivate and retain middle through high school 
students. 
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• Oversees and conducts assessments;  schedules periodic evaluation of staff’s abilities and 
skills as they relate to the program; 

• Provides training activities for staff, including scheduling participation in training outside 
the center; 

• Provides personal, academic, and career counseling and assistance with completion of 
financial aid forms to participants; 

• Makes presentations at service agencies; middle schools, high schools, public and social 
organizations, and the public media; 

• Assesses educational materials and presents updates materials and information to the 
staff; 

• Assists with interviews, evaluation, and training of new personnel: assists with annual 
staff evaluations; 

• Provides students with information about the relationship of their abilities and interests to 
educational choices and occupational requirements; 

• Provides workshops to middle and high schools’ personnel, staff, and students to promote 
the program; 

• Prepares monthly and quarterly reports; 
• Performs other duties as assigned. 
 

EOC Counselor/Advisor - Job Description and/or Responsibilities - The EOC 
Counselor/Advisor provides personal, academic, and career counseling to participants. The EOC 
Counselor disseminates information and provides technical assistance with completion of 
financial aid forms. The counselor also recruits students and provides advisement to parents and 
participants. Specific duties are provided below: 

• Provides personal, academic, and career counseling, and information on and assistance 
with financial aid applications to participants; 

• Provides assistance with electronic filing of financial aid applications to accelerate the 
process; 

• Identifies and recruits participants from throughout the target area, visiting rural 
communities, disseminating information and assisting with completion of admissions and 
financial aid applications; 

• Schedules speaking engagements to disseminate EOC services to urban and rural 
communities; 

• Participates in college days and other similar recruitment functions; 
• Develops and implements activities and programs designed to prepare the participants for 

postsecondary education; 
• Develops and implements activities and programs designed for parents of students 

pursuing or planning to pursue a postsecondary education; 
• Disseminates financial aid and admissions information during personal consultations and 

at group sessions; 
• Maintains records on participants ensuring proper documentation of all required 

information; 
• Prepares monthly activity reports for Executive Director / President; 
• Makes presentations at TRIO association meetings, TV appearances, high schools, 

organizations, social agencies, businesses, etc., as invited; 
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• Performs other duties as assigned. 
 
EOC Secretary/Administrative Assistant: Job Description and/or Responsibilities - The 
EOC Secretary/Administrative Assistant facilitates performance, production, and distribution of 
services by relieving other staff members of administrative duties. Specific duties are provided 
below: 

• Coordinates and maintains effective office procedures and efficient work flow; 
• Receives and assist visitors, telephone callers, and walk- in clients;  
• Explains services, assists clients with completion of intake forms, and provides clients 

with information relating to services and financial aid forms, and routes clients to 
appropriate person 

• Types materials from longhand rough copies; 
• Researches and abstracts information for reports as requested by director/president, office 

manager and counselors/advisors; 
• Maintains and updates files on correspondence, Blumen computer data base, and office 

forms; 
• Updates materials and catalogs and other clearinghouse materials; 
• Duplicates materials as requested by staff and as needed by clients; 
• Designs and develops slide presentations for counseling staff; 
• Maintains filing and records management systems and other office flow procedures; 
• Inputs client data into computer and generates and distributes monthly, quarterly, and 

annually reports and charts for executive director/president and staff; 
• Schedules and supervises tutorial appointments; and 
• Performs other duties as assigned. 

 
EOC Tutor: Job Description and/or Responsibilities - The EOC Tutor provides academic 
support to project participants through personal or group tutorial sessions. Specific duties are 
provided below: 

• Provide tutorial assistance in specific area of expertise, e.g. English, grammar, basic 
math, or higher math; 

• Provides pre- and post-test to assess students’ academic performance levels and to 
determine their learning styles; 

• Under the education specialist’s supervision, implements tutoring that meets the students’ 
learning needs; 

• Maintain student records indicating subjects tutored, number of meetings, and level of 
improvement at the end of tutorial sessions; 

• Consult with education specialist when tutors believe the students would benefit from 
additional counseling or testing; 

• Refer problems to head counselor/advisor; 
• Coordinates tutorial schedule with secretary; 
• Participates in staff development training activities. 

EOC OFFICE PROCEDURE / CLIENT INTAKE 
 



North Alabama Center for Educational Excellence – EOC PROGRAM MANUAL                   19 

 

 

Overview - The NACEE staff is warm, friendly, concerned, and helpful. Helpful is the key 
word. When a client leaves, he or she needs to feel helped. It is incumbent upon the counselors to 
make the person feel helped, which means that a helping attitude should permeate throughout all 
counseling sessions, from intake to follow-up. 

The counselor/advisor should always take the client into his or her office for consultation. This 
will ensure some measure of privacy. Clients feel more comfortable providing personal 
information if they have a sense of privacy. If after consultation with the client in the office, it 
becomes necessary for the client to work on applications and/or with reference materials outside 
your office, provide a quiet room or area where the client will feel comfortable and has privacy 
to work. 
 
New Clients - The administrative assistants are responsible for greeting clients and determining 
their needs, whether they need financial aid, counseling, or tutorial services. If the client is new 
to the Center, the administrative assistant will ask him/her to complete an Information Data 
Sheet (IDS) / EOC application and will notify a counselor that a client is present. After the client 
completes the application, the administrative assistant will initiate a Master Folder by entering 
the date, client’s name, and counselor’s name. The Master Folder with the completed application 
is given to the counselor. The administrative assistants are responsible for entering all application 
information in the computer database. 
 
Return Client - After determining that the client is returning for services, within the same 
project year, the administrative assistant will inform the appropriate counselor that a client is 
present and will pull the Master Folder to have it ready for the counselor. If the counselor who 
originally served the client is not present, the administrative assistant will determine whether the 
client will see a new counselor. If not they will leave a message for the absent counselor that 
client (Client’s Name) stopped by to see him/her. The counselors/advisors use the service code 
sheet to document repeat contacts, services, and status changes. The administrative assistant is 
responsible for entering information on the service code sheet into the computer database. 
 
Continuing Client - After determining that a client applied for and received services in the 
preceding project year the administrative assistant will pull the Master Folder and ask him/her to 
complete a Demographic Update form, if needed. The counselor/advisor and the client will 
complete a new Individual Education Plan (IEP) and the counselor/advisor will use the service 
code sheet to document services.  The administrative assistant is responsible for entering 
information on the update form and service code sheet into the computer database. 
 
Tutorial Client - A participant who has requested tutoring is allowed three one-hour sessions 
per week. Each student must meet with a counselor prior to the first tutorial session to receive 
orientation on the tutorial guidelines. The Central Office administrative assistant will provide the 
students with the tutorial guideline brochure, which the counselor/advisor will review with 
him/her. The administrative assistant will then initiate a tutorial folder, which includes the 
Tutorial Progress Report form and a copy of the IDS/application. A tutorial client will have two 
information folders; A Master Folder and a Tutorial Folder. The information in the tutorial folder 
will be incorporated into the Master Folder at end-of- fiscal year. The tutors and/or 
counselors/advisors are responsible for documenting services on the Progress Report Form.  
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Counseling - Although all services offered by the Center are mandated by the grant, counseling 
is the one component that includes services specifically required by the EOC project: career, 
personal, academic, and financial aid counseling. These counseling services incorporate a variety 
of duties and tasks designed to accomplish the objectives as detailed in the proposal. 
 
Assessment - The Center’s assessment program is an objective tool to be used solely for career 
counseling. Counselors/advisors will ask clients, who call with an interest, to arrange an 
appointment for a counseling session. To qualify for assessment, a client must (1) be interested 
in postsecondary education; (2) be committed to the assessment schedule; and (3) be prepared to 
report back to NACEE for interpretation and follow-up for school enrollment. 

If it is decided that a client can benefit from the assessment program, the client will be scheduled 
for a two-part assessment session. Counselors/advisors need to be able to distinguish between a 
client who would benefit from the assessment program and the client who thinks assessment will 
provide answers. All counselors/advisors should be familiar with the types of assessment offered 
by the Center, their administration, and interpretation. The assessments administered by NACEE 
may include: 

* Myers-Briggs   * Self-Directed Search   *Discover   *ACT Work Keys   *Explorer   *Plan 
*TABE   *GED Prep   
 
Recruitment  - The Center employs a variety of means to recruit participants into its EOC 
project.  Some include presentations and workshops to educators, agency groups, civic and social 
societies, churches, colleges and universities; presentations to veterans, inmates, prerelease 
inmates and other special populations. Additionally, the staff may participate in public, 
industrial, or educational events by exhibiting and distributing information during these events. 
The staff also participates in the different College and University Days recruitment sponsored by 
the target area high schools. The public media, both electronic and printed, is used extensively in 
the Center’s activities. 
 
Workshops  - Counselors are responsible for developing two distinct workshops a year. The 
workshops must meet Center and grant regulations. The workshops should be designed such that 
they incorporate new and innovative techniques and information on academic career, and 
financial aid counseling and tutoring. 
 
These workshops are in addition to the workshops generally sponsored by the Center in pursuit 
of stated objectives. Counselors/advisors may work in pairs (credit for the workshop will be 
given to each counselor) and may employ staff assistance. Counselors/advisors will coordinate 
each activity with the coordinator and submit a Workshop Proposal form to the executive 
director for his approval prior to continuing with development and implementation. After the 
workshop is presented, the sponsoring counselor(s) will submit a Performed Activities Summary. 
Counselors should keep in mind that financial aid group presentations, service group 
presentation on services, and any group counseling are not considered “distinct” and do not 
satisfy this requirement. 

General Workshops are those that are normally given during the course of the academic year, 
e.g. high school financial aid presentations, presentations to churches, social groups, and/or other 
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agencies. A Workshop Proposal form will be submitted to the executive director prior to the 
activity and a Performed Activities Summary will be submitted following the activity. 
 
Program Manager/Coordinator - The EOC Coordinator is responsible for coordinating 
activities with agencies whose missions are similar to NACEE’s. Agencies which can provide 
clients for NACEE counselors will be identified, and the agency coordinator will be responsible 
for those clients. An inter-agency meeting is held on the fourth Thursday of each month. Special 
efforts will be made to work with programs involved in adult education. 

The Program Manager/Coordinator or an appointee is respons ible for coordinating services to the 
postsecondary schools in NACEE’s target area. All schools will be identified, assigned, and 
visited by the responsible counselors. The counselor will establish professional relationships with 
their respective assigned schools’ financial aid and admission officers. Such relationships will 
serve to facilitate service to the Center’s clients enrolled in those schools. 

The Program Manager/Coordinator or a designee is responsible for contacting recruiters at all 
military branches for the purpose of obtaining information relative to pursuit of postsecondary 
education. Service Delivery offices at Redstone Arsenal will be contacted in order to reconfirm 
the establishment of a referral system to NACEE. 

The Program Manager/Coordinator or a designee is responsible for coordinating activities to 
update all EOC brochures and continuous public services announcements. Contacts should be 
made with The Huntsville Times as well as newspapers in other areas, in an effort to secure 
feature articles on NACEE (and all TRIO programs for TRIO Day). Public Service 
announcements should change monthly or as needed to coincide with recruitment tasks. 
Appearances on talk shows (radio or TV) about NACEE should be arranged.  In addition, the 
coordinators will also arrange for special display for specific programs, e.g., financial aid month, 
etc. 
 

 
ADMINISTRATIVE ASSISTANTS’ CLIENT INTAKE PROCEDURES 

 
I. CLIENT INTAKE (ADMINISTRATIVE ASSISTANT) 
Client Register/Information Data Sheet (IDS) /EOC Application: 
The client register is the most accurate method of keeping a running tally of clients served 
throughout each day. Upon arrival, each individual seeking EOC services must sign in their full 
name and time of arrival. If the client is requesting to see a particular counselor, they may fill in 
that counselor’s name as well. As a general rule, clients are taken in the order that they arrive. 
The Information Data Sheet (IDS)/Application is used as a source for important data collection. 
It provides demographics on the client, it provides the data for the Annual Performance Report, 
and it provides information on the client for the counselor’s use. 
 
New/Return Clients 
The administrative assistant will inquire as to whether or not the individual is a first time visitor 
or a continuing or return participant, or if they have been served by a NACEE counselor at one 
of our satellite offices or at another agency. New clients are issued a new master folder and 
returning clients will continue with their previous master folder. 
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1. New Clients (first time served) must complete an Information Data Sheet (IDS)/EOC 
Application, which is an intake form, used to gather initial information about a client, i.e. 
name, address, birth date, social security number, income, etc. After completion of the IDS, 
the secretary will still check current and previous files to be sure that the client does not have 
an existing master folder on file. If the client does not have an existing folder, the secretary 
will complete the pertinent information on the master folder (client’s name, social security 
number, office location, project year and cohort year). The academic year will also be written 
in the upper right-hand corner of the master folder so that it is easily recognizable. 

 
2. Return Clients (Current Return and Continuing Return) are clients who are currently being 

served by an EOC counselor or who have previously been served by an EOC counselor. 
 

A. Current Return Client - a client who was previously served during the current project year 
and is returning for more services within that year. The administrative assistant will pull 
the client’s master folder, make copies of any necessary information, ask the client to 
complete a Demographic Update form if there have been changes and present to the 
counselor/advisor. The counselor will make any new entries on the service code sheet for 
return services and the administrative assistant will enter these into the Blumen program. 

 
B. Continuing Return Client - a client who was initially served in a previous academic year, 

but is returning in the current year for continued services. The administrative assistant 
will have the client complete a new IDS and pull the client’s previous file to continue 
services with it (this will allow the counselor to see all the previous services performed 
with the client). She will add the new academic year at the top right-hand corner of the 
master folder and make any necessary copies of paperwork for the attending counselor to 
view. 

 
A client’s Master Folder will be used year after year with updated information (demographic 
update, current income, etc.) added so that the counselor/advisor will have an accurate history 
of the services provided for the client. 

 
II. CLIENT ASSESSMENT 

A. Initial Needs Assessment 
The administrative assistant is the first person to speak with the client upon his/her arrival; 
therefore he/she will make the initial assessment as to the type of service(s) the client is seeking. 
After the assessment, he/she will then acquire the information needed to complete the intake 
procedure. 
 

B. Eligibility Requirements 
An individual is eligible to receive services from EOC if he/she is: 

1. A citizen or national of the United States; 
2. A permanent resident of the United States; 
3. Provides evidence from the Immigration and Naturalization Service that he/she is in 

the U.S. for a temporary purpose with the intention of becoming a citizen or 
permanent resident (must provide a copy of their permanent resident card); or 

4. Is a permanent resident of the Trust Territory of the Pacific Islands; 
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5. Is at least 19 years old, except if there is no Talent Search project serving the same 
target area s the EOC, an individual may be younger than 19; 

6. Needs one or more of the services provided by the Center in order to pursue a 
program of postsecondary education; and 

7. Expresses a desire to pursue or is pursuing a program of postsecondary education. 
 

C. Services Available 
NACEE provides a host of free services such as: 

• Financial aid application assistance / information (FAFSA) 
• Career Counseling 
• Academic Counseling 
• Personal Counseling 
• GED preparatory classes 
• Tutoring 
• Job interview techniques 
• ACT preparation and testing 
• And more, as needed, to increase postsecondary enrollment and retention 
 

D. Services Defined 
1. Financial Aid Application Assistance/Information (FAFSA-Free Application for 

Federal Student Aid) 
 

A copy of the completed Federal U.S. Individual Income Taxes is required by the Center to 
apply for financial aid. An individual will be required to provide a copy of both his/her income 
tax forms, as well as their parent’s unless they are legally independent. 

Independent:  To be independent, a client must meet at least one of the following 
criteria: 

1. 24 years old or older (born on or before the specified date listed on the current 
FAFSA application); 

2. Married (must provide a copy of spouse’s taxes also); 
3. Have children that they claim on their taxes; 
4. A veteran of the military; 
5. A ward of the court or state until age 18; 
6. In graduate school. 
 
Dependent:  A client who does not meet any of the above requirements. These 
individuals must supply the Center with a copy of his/her Federal tax forms (if they 
worked and filed) and W-2s, as well as a copy of their parent(s) Federal taxes and W-
2s to complete the FAFSA. 
 

2. Career Counseling (by appointment, taxes also required) 
 Job Analysis    Career Assessments 

 Career Projections  Career Searches 
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3. Academic Counseling (taxes also required) 
 College Searches  Selection of Majors 

 Study Skills Sessions   Test-Taking Skills Workshops 

4. Personal Counseling (by appointment, taxes also required) 
Time/Stress Management 

Appropriate Referrals—i.e. medical issues, mental health issues, childcare, etc. 

5. GED Classes 
The Center offers free GED preparatory classes established specifically for persons who are 
interested in pursuing a postsecondary education— that is, persons who want to enroll in college, 
technical school, career school, or any state accredited program offering a degree or certificate 
beyond high school. The Center will give consideration for enrollment to persons who need a 
GED certificate for job placement or advancement.  

In order to enroll in the GED program, participants must contact an EOC counselor/advisor 

6. Tutoring 
The Center provides free tutorial services to students enrolled in undergraduate postsecondary 
institutions. Sessions are scheduled by appointment only, and a copy of Federal Income taxes is 
required.  

At the time of the client’s first appointment for tutoring, the administrative assistant will have the 
client complete an IDS/application and make copies of their taxes. He/She will then prepare both 
a master folder and tutorial chart for the counselor/advisor and tutor. The counselor/advisor will 
go over the tutorial policies and procedures with the client and take them back to introduce them 
to the tutor at which time he/she will receive the tutorial chart. The chart will be used to chart 
both the client’s progress and tutorial sessions. 
 
III. MASTER FOLDERS     
The master folder is designed to be a complete record of the client’s service history at the Center. 
A master folder is originated for each client for whom a service is provided. Counselors/advisors 
will enter results of each visit on the service code sheet. The IDS/application, income 
verification, and any other documents relating to services, progress, and follow-up are also kept 
in the master folder. 

If several different counselors counsel the client, that counselor will make an entry in the master 
folder, which includes the date, counselors’ initials, service codes and objective. The attending 
counselor should also enter any special notes at the time. 

After the completion of the IDS, the secretary will complete a new master folder or pull an 
existing one to update the client’s file. She will enter the new academic year at the top right-hand 
corner under the previous year served.  

 
 
IV. COUNSELORS/ADVISORS 
Next, the administrative assistant will call an available counselor or the counselor requested by 
the client to speak with the client (clients are seen in the order of arrival or by appointment). 
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After the completion of the session with the client, the counselor/advisor will then sign the client 
out on the client register (time left and the counselor’s initials) and turn the completed master 
folder into the administrative assistant for entry into the Blumen program. The 
counselors/advisors are responsible for making sure that everything is completed on both the 
master folder and IDS/application before turning them in. Any incomplete master folder will be 
returned to the counselor/advisor for completion before entering it into Blumen. 
 
V. FOLLOW-UP  
The original counselor/advisor should attempt follow-up for every client. The result of the 
follow-up will be noted on the service code sheet. The follow-up will help in determining the 
final disposition of the client. If a client cannot be reached personally, a postcard should be 
mailed requesting the client to contact their original counselor. If the postcard is returned, it is 
stamped by the U.S. Postal Service and should be placed in the master folder as proof that an 
attempt was made to contact the client. It should also be noted on the master folder as well, and 
the secretary will enter this information into the Blumen program to generate the final Annual 
Performance Report. 

For those clients who did not return to the Center for further services, the secretary will generate 
a print-out for each counselor with their clients name, phone number, address and current 
information on it. From these sheets, the counselor can then attempt to call the client and follow-
up their progress. Any information they receive can be noted directly on the sheets and given to 
the secretary to enter into Blumen and/or send postcards. 
 
After all follow-up is completed, the secretary will close out the previous year’s files by 
boxing them up and labeling them with the accurate academic year. These files will be kept 
in-house for the next year, so that the secretary may continue them for any clients 
returning in the next academic year. The project year operates from September 1st to 
August 31st of each year. 

 

EOC REPORTS 
 
Monthly Activity Reports - All staff members, including Executive Director and administrative 
staff will complete a monthly activities report (Form #25) outlining the activities performed 
during the month. The report should include the type and purpose of activity, number of 
participants in attendance and any comments which the employee thinks would be helpful to the 
Executive Director in assessing the activity. Time permitting; the presenters should obtain the 
participants’ evaluations of the activity presented. 
 
Performed Activity Summary - This report summarizes special activities or activities 
performed toward the accomplishment of the proposal’s objectives. This may include 
workshops, seminars, college days, and group presentations. Complete the form and submit to 
the EOC Coordinator. These summaries provide the information for Section V of the Final 
Performance Report. 
EOC Report - Using IDS/application information entered into the computer database, the 
Central Office will generate a monthly report of EOC clients served by each counselor. The 
report will include the total number and demographics of new and return clients and the type and 
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number of services provided. An individual counselor report and a report combining total 
number of clients will be printed and distributed to the counselors each month. This report helps 
the Executive Director assess progress toward the goal of clients served by EOC. 
 
Annual Performance Report  - The Center is responsible for submitting a final performance 
report to the U. S. Department of Education three months following the end of the fiscal year. 
The information for Section I-IV of this report comes from the Client Information Data Sheet 
(IDS) completed by each new client. For this reason, counselors will ensure that all entries on the 
form are completed and legible by reviewing the IDS with the client before submitting for entry 
into the computer database. 
 
The information provided on the Annual Performance Report is used by the United States 
Department of Education to evaluate the Center’s Prior Experience. A project can earn up to a 
total of 15 points Prior Experience points based on the Annual Performance Report data. The 
data is used to evaluate compliance and to determine whether a project will be funded during the 
project period and can add crucial points to an application during open competition. 
 
In accordance with the Administration’s Reinventing Government Initiative, beginning in 1995, 
the Department will use the annual report in place of the continuation application to determine 
progress, thereby relieving grantees of the burden to resubmit assurances, certifications, etc. This 
implies that the annual performance report will be the sole criterion for determining renewal of 
grants for the duration of the project period. 
 
 

DOCUMENTATION/NACEE COLLECTION FORMS 
 
The Information Data Sheet (IDS)/Application, the client Master Folder, and the Follow-up form 
are the main sources of data collection.  To meet federal requirements, each client should provide 
income documentation, e.g. completed IRS tax forms, non-filers verification, Social Security 
Supplemental income verification, DHR child support documentation, child support verification 
or payment verification, etc. For non-citizens, a copy of their Permanent Resident Card will also 
be obtained to verify eligibility for service. To assist in completing the annual performance 
reports, counselors should verify that all the information requested on the forms is provided. A 
client’s eligibility needs to be verified only at entry into the program. 
 
Information Data Sheet/EOC Application - The client Information Data Sheet (IDS) 
Application is the key to several aspects of the program: 

• It provides required demographics on the client, 
• It provides the data for the Annual Performance Report, and 
• It provides information about the client for counselor/advisor use. 

 
This form is completed by the client and reviewed by the counselor/advisor for completeness and 
correctness. 
Master Folder - The Master Folder holds the participant’s complete file. This folder should 
indicate all services provided to the client, the client’s purpose for coming to NACEE, the 
client’s plan for accomplishing his/her educational goals, and the final outcome of the testing, or 
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other activities or services performed in assisting the client with his/her education needs. The 
folder also holds the initial client IDS and income documentation/verification. 
 
EOC Service Code Sheet - This form is used to report return clients, i.e., those clients enrolled 
in the tutorial program. It documents the number of times tutored and course subject in which the 
student is tutored. It also includes any information or comments, which the tutor believes is 
pertinent to the client’s tutorial history. 
 
Demographic Update Form - Once a client has been determined eligible and admitted as a 
participant for NACEE services they need not re-apply as long they remain a continuing client 
(receive services each consecutive project year).  If there are changes in the participant’s 
demographics (name, address ...), they will complete a Demographic Update Form to be 
maintained in their master folder. 
 
Document Collection Instruments Sheet - After a client has been served, the counselor/advisor 
will complete and sign a Document Collection Instruments Sheet to be included in the 
participants’ Master Folder. The EOC Coordinator/head counselor will visit each office once a 
month to verify proper documentation in Master Folders and co-sign the sheet.   
 
Closing Entry - A closing entry is the final entry on a client’s Master Folder and is crucial to 
evaluation. The closing entry states the final disposition of that client as it relates to his progress 
and status in achieving his educational goal. If the client is ascertained to be a continuing 
participant for the next year, this will be noted on the Master Folder, and a new IDS file started 
on his/her first visit of the new fiscal year with the notation that the client is a continuing client. 

NOTE: See Appendix for forms used by NACEE programs. 
 
 

RESOURCES 
 
The Center maintains a comprehensive resource center for use by staff, clients, and community. 
This is comprised of the following: 
 
Catalogs, Admissions , and Financial Aid Applications  - Catalogs from a variety of 
postsecondary institutions nationwide are displayed at the Central Office and Extension Offices. 
In addition, applications and brochures from these institutions are also made available to the 
clients. However, because catalogs are at a premium, clients must use catalogs on site. Financial 
aid applications and student handbooks are available for client and counselor use. 
 
Reference Books  - A variety of counseling reference books and volumes are available for the 
counseling personnel. Some reference books are also available at the satellite offices. Those titles 
not available at the Extension offices may be checked-out by NACEE personnel and only for 
one-week duration. Books must be returned by due- date to make them available to the next 
counselor who needs them. Employees are responsible for reference books checked-out in their 
name, and will be charged for the books if not returned. Reference books cannot be checked-out 
by clients, but are available for this use on site. 
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Academic Information - NACEE counselors have access to academic information through a 
variety of resources. The resource library includes a number of reference books, which offer 
information on specifics, such as programs for the handicapped, the adult student, etc. 
 
Career Information - Career information is available through the Alabama Occupational 
Information Coordinating Committee Systems, career pamphlets, and resource books.  
 
The Internet - The Center utilizes the Internet for conducting research on a wide variety of 
topics, processing FAFSA applications, and communication between the offices. 
 
Library  - The library houses textbooks on a variety of academic subjects and some paperback 
fiction. These are available for use by tutors, counselors, and clients on site. Employees who 
need to check out a textbook must fill out a checkout card and turn it in to the Central Office 
secretary. Books must be returned before date of expiration. Employees are responsible for 
books checked-out in their name, and will be charged for the book if not returned. Books cannot 
be checked-out by clients. 
 
 
 

AFTER HOUR PROGRAMS 
 
EOC provides the following after-school programs, activities, workshops, etc.: 

• A variety of workshops; 
• Tutoring during the regular school term; 
• GED Instruction 

 

 
 

WEEKEND PROGRAMS 
 
EOC counselors may work on Saturday during the regular school year. The Coordinator provides 
a schedule to counselors at the beginning of the program year (September). Additionally, 
tutoring is provided on Saturdays. 

Occasionally, EOC personnel are required to attend conferences, workshops, meetings, etc., 
which may involve weekends and/or out-of-town travel. These workshops provide additional 
information/training for the counselors to aid them in their jobs. 

• HOW TO COMPLETE THE EOC IDS FORM 
• EOC IDS FORM 
• HOW TO COMPLETE THE EOC MASTER FOLDER 
• EOC MASTER FOLDER 
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EOC OFFICE LOCATIONS 
 
 
 
Central Office:  4600 Suite B Century Street 
   Huntsville, Alabama 35816 
   (256) 372-4600 
 

 
EOC SATELLITE OFFICES 

 
 
Decatur:   United States Postal Building 
   Room 208 
   Decatur, Alabama 35601 
   (256) 350-6478 
 

Athens:   Quad Plex 
   110 Thomas Street Suite 106 
   Athens, Alabama 35611 
   (256) 233-1220 
 

Scottsboro:   610 Broad Street 
   Scottsboro, Alabama 35678 
   (256) 259-3072 
 

Cullman:   401 Second Avenue SW  
   Ponder Building Suite 101  
   Cullman, Alabama 35055 
   (256) 739-2382 
 


