
 
 

Helpful Hint 2.1 
Centralized Versus 

Onsite Managed Intake 
 

 
How are they different? 

 
Centralized Managed Intake 

– New student intake is conducted at a central location by a 
trained assessor, program director, teacher, or counselor. 

– Student information is forwarded to teachers at individual 
class sites upon completion. 

 
Onsite Managed Intake 

– Student intake is conducted at each class site on a 
scheduled basis, usually by the teacher. 

 

Which one should I use? 
 

Both centralized and onsite managed intake have distinct advantages.  
You will need to decide which one best meets your needs and capacity.   
For example, you will want to consider if you have available staff to 
conduct centralized intake and the geographical size of your service 
area if you have several satellite classes. (Will a centralized location 
make it difficult for potential students to attend because of the travel 
distance?) 

Advantages of Each 
 

Centralized Managed Intake Onsite Managed Intake 

• Provides more teaching time 
for the classroom teacher 

• Creates greater consistency 
with process and reporting 
procedures 

• Allows one individual to 
develop expertise in 
effective intake procedures 

• Promotes group dynamics 
and social network building 

• Allows teacher/student 
relationship to develop more 
quickly 

• Provides easier access for 
students to enroll (closer to 
home) 

• Eliminates possible waiting 
period for transfer of 
student records, forms, etc. 
to class site 

• Promotes group dynamics 
and social network building 
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Sample Centralized Intake Structure 
 
 Student 

Recognizes 
Needs 

Enter Selected 
Class Site 

Marketing 
 See/Hear  

Information 
 Match to 
Needs 

Telephone Call 
Central Telephone 

Number 

 
Appointment 

Complete 
Secondary 
Program 

4-hour Session 
 Welcoming Activity 
 Program Overview 
 Roadblocks to Success 
 Preliminary Goal Setting 
 Student Testimony 
 Strengths Identification 
(locator/appraisal, learning 
styles, self-assessment) 

 Registration Process 

Orientation 
45-Minute 

sion Ses
• Parent/ 

 Present • Guardian
• Program 

Information 
• Discuss Goals/ 

Needs 
• Decide upon 

course of action 

Underage 
Information 

Session

Advisor Appointment 

  
 
• Discuss assessment results  
• Discuss/resolve barriers to 

attendance 
• Confirm attendance 

schedule 

• Complete student contract 
• Begin standardized testing 
• Interpret test results 
• Input student data into MIS 
• Transfer records to class 

site 

 Convenient 
Locations 

 Day/Evening 
Sessions 

 Multiple Sites 

• Personalized 
• Flexible 
• Grows with the 

student 

Program of Study 

 
Progress 

 
COMPLETION 

AND  
TRANSITION 

Back to 
School 
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Three-hour group orientation at class site 

Student Testimony 
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Welcoming 
Activity 

Program 
Overview 

* class locations 
* class schedule 
* program 
 services 

Roadblocks/Barriers 
to Success 

Preliminary Goal 
Setting Activities 

Registration 
Process 

* student profile 
form 

* screening 
questions 

* release of 
information 

* code of conduct 
• internet use 

policy 
• tour of facility 

Strengths 
Identification 

* self-assessment 
* academic/locator 

or appraisal 
* learning styles 

Follow-up Student 
Interviews 

* discuss assessment 
results (locator, 
learning styles) 

* discuss/assist in 
resolving barriers 

* confirm student 
attendance schedule 

* begin standardized 
testing 

NRS Goals and 
ILPs 

* set NRS student 
goals 

* develop 
individual 
learning plans 

 
Individual student follow-up with teacher 

Sample Onsite Managed Intake Structure 


