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Problen
- Tue problem of this study is to develop evaluative gri-

$eria for mﬁ&&&tiﬁg‘§ﬁﬁ»ﬁﬁ$§ ot the administratiss of the
glenentary sohool.

The study sttempis 1o furmuilate eriteria to evaluste the
work of the elementary school principal in eity a&ﬁé@is, B8Uh-
dividing &hls duties into five major phases, nRmOLY: {1} su-
pervision, (2) administration, (B) orgenization, (4) eleriesl,
end {B) other dutiscs.

Souree of Data
The lmmensity of the task involved in geiniug basic knowe
dge goneerniung the dutles of an slementary school prineipal

sonfirms the fmet that many years would be vequired for a per-
son o agguire first hﬁnﬁ'axgariﬁnﬁaﬁ in all the deasnds of
the prineipal's position. Therafore, it wes felt thet the ine
vestigations and findings of authorities, the experisnges of
superintendentis, of elementary sehool prineipsls, and of ole-
mentary sohool teachers, should prove excellent sourcea for
a%aiiahlﬁ informatlion zbout the subjeet.

The data in this study were sesured from two sournes:
(1) professionsl books writien in the field of elementery

b §



school sdministration; eand (2) cheekliste a@nﬁ o suporintend-
ents, priseipels, and teachere in eclties with 2 populstion of
five thousand or above. |

ia order to formulste the 3rzteria,%a§ka1 written by emi-
neént suthors in the field of slementery school sdminietretion
were examined sune studied, 4 list of one h&ﬂﬁ?ﬁﬁ fifty-elight
fitems wes selected Trom these references as duties performed
by the elementary se¢hool principsl, These lteme vere pleced
under five msjor hesdipgs, nemely; {1) supervisory duties,
{2} edministrative duties, (3) organizational duties, (4) cler~
icsl dutles, and (5) other dutles of the priuecipsi. These
heandings were Turther subdivided with cseh item falling under
the proper subdlvision. Supervisory duties were subldivided
into: (&) demoeratie u«nd ccopermiive organization, () class

anagement, {(¢) instructional, {4} class visitetion, (o) pupil

ad Justment, (I} siimwletion of prolessional lmprovement, end

{#} curriculum duties., The administrative éutiaﬁ %afa subdi~
vided into: (a) pupil control and manegesent, and {b) general
management dutles. Orgsnizationsl cutlies wers not sundlvided,
Cierical duiies were subdiviced into: (&) supplios and repairs,
{b} raporis, (o) records, and {d} siscellsneosus clericel duties.
Other duties ol the prineipal were subdivided into: {a) pro=
fesstional, (b) exirs-curricular, (e} pareanits' orgenizsiions,

and (4] comgunity.

lsee nibliography.



To determlne the ivems to Ve used and the walue of eagh
item a8 & part of the eriteris, the items were sent in the
fora of a cheeklist to suporintesdents, principals, and teach-
ers with the request that they evaluate them ss to tholr ime
porianes in the oriteria for the evaluation of the sdministraw

tion of the slementary school.

Orgoapization
Zhis study ig orgsnized and prepenied in three chapiers,
Chapter 1 states the problem, expluins the source af the
data, and gives the organizetion for presentation. |
G&&§$ﬁr il shows how the oriteris were subat&aﬁiataﬁm
Chapter I1IXI presents the recommended sriteris with exple~
nations as to thelr use snd iﬁtayﬁratéﬁiuaﬁ



DETEZRMINING THE CRITERIA FOR EVALUATIRG THE

ADMINISTRATION OF THE ELERME

RTARY SCHOOL

The many duties the elementary sehool principel is
expected to perfors, ih order that the fundamental purposes
of elementary education may be realized, vary grestly in
their £m§arﬁaae§ in the light of their relation to eath other,
Jasobson and Reavis say:

stimony of persons who heve held prineipsle
ships and the other professional literature on the sube

Jeet reveal o surprising erray of demsnds on the time,
anerey, ahd ingenulty of princigels in towns and eity
school systems. The dutles that principsis avre expooted

to perform vary greatly in importance., Heny are litile sore
then elericsl tnsks, while some may involve momenlous Son-
soguences both %o the sehivol system and %o the persons
sunearned., Since none of the dutiss of the prineipal

oan be neglected, it ie epparent thet those persons who
ocoupy this posifion should ecquire a gomprehensive under-
gtending of the depsande thet must be met., Mere knowledge
is not sufficient to insure sucoesasful performence. gﬁa
relative lmportence of the duties must be understood.

Since the duties performed by slementery school prineipsls
do vary greatly in thelr relation to each other, it will be
the purpose of this ohapter to determins whieh duties are
important, whieh are unizportant, and to what degree they vary
in importance in iigﬁt of the evaluative ¢riteria set up to

Lpaul B, Jucobson snd Hilliam C. Reavis, Duties of School
Prineipels, pe 1.




measure the work of the elementary school §ﬂm1§axﬁ in eity
. gschool systems. | |

7 In order Lo Tind 1?&9&15 to compose the oriteria the folw
lowing professional books were cerefully exemined: The pPrine
eipal and His Sehool, by Elwood P. Cubberley; Llementery
Sohopl Organizstion end Manegement, by Je He Dougherty,

Fo H. Gorman, and C. As. Phillips; Seventh Yearbook of the
Pepartament of E;lmntazy-—i%ak%l Frincipals of the Hatiooal

Réucation Assoclationi Hinth Yearbook of the Depsrxtment of

Elementary-School Principsls of the Hationaul Education Asso-
cistion; HEvaluative Criteris, & volums published by the (o=
operative Study for Secondery Schools; The Administratior

an Blementary Sohoel, by Arthur S, Gistj Duties of School
Frineipels, by Peul B. Jecobson and ¥illlem . Heavisj Eyse-
Sematizing the Work of Schogl Primoipals, by M. E. Morgan and
Zs €. Cline; Zlementayy School Organizaetion and Administration,
by Henry J. Otto; JIhe Elementsry School, Its 2 and
hAdministration, by W. Cs Reavis, Paul R. Plerce, and Ldwerd H.

rpanizati

Stullken; and Supervision of the Elecentary isbool, by Clarence

Re Stone,

The data for the substantistion of the items to be ineluded
in the eriteris were sscursed from two sources: (1) proposed
oriteria sent to superintendents, prineipels, end teschers in
oity school systems; and (8) professional books written in the
tield of elementery sshool sdministration.



The proposed oriteria in the form of cheekliistis wers pree
sented to three hundred persons for evaluation., Two hundred
thirteen of the cheeklists were returned, but only one hundred
seventy-five, or fifty-eight per cont were received in time %o
be used in the study. The ehecklists used were returned by
twenty-five superintendents, fifty eiementary sechool rrincipsls,
and one hundred slementary school teachers.

The eveluation of the various items of the checklists vas
made by the use of & six point rating scale. Below is given
the letter of iastructions sent to superintendents, principels,
and tescheors,

Dear 8ir;

In connection with graduate study et the Horth Texes
State Teachers (College, I am setiing up eriteria, or noas-
uring sticks, %o eveluate the sdministration of the elow
mentary sehool. AV this time these criteria need to be
subsisntiated, snd I am taking the liberty of asking you
to asslist ne. :

On the following pages you wili find the varicue items
of the oriteria., UCbviously sowe of these items are of
grester value then othsrs im thelr relation to the suew
cessful administration of the elementary sochool, It is
our purpose io determine the wvelue of esch of these items
as they apply to the susccessful edministration of the ele-
mentary school. ,

Persons evaluating the variocus seotions snd items in~
gluded in these criterie should continuelly ssk, "Iz the
seotion or item of wvaiue for the successful edministration
of the elementery sghool? If so, of what vsiue?" ZEvalie
ations ere to de mude on the b&aia of personsl opinion
and Jjudgment using & six polnt reting seale as follows:

{8) - Very supsricr; the provision is extremely
valuable for ihe successful aduministrstion of
the slementury school.

{4) - Buperior; The provision is very velusble for
the succossful sdministration of the elementary
school.

{8) - Average; the provision is of aversge value ss
i% appiies to the successful sdministration of
the elenentary sehocol,



{(2) = Inferior; the provision is of litile walue as
it applies to the suceessful adsinistration of
the slementary school. . ,

{1} = Very inferior; the provision is of very littie
value as it applies to the successful sdminise
tration of the slementary sehool.

{0} - Does not epply; +the item is of no value as it
agﬁéiﬁa,ﬁﬁ the successful adminietration of the
elementary school.

Zveluations axe to be pimeed in the blanks by rating
sach item either 6, 4, 3, 2, 1, or 0 as 1% muy apply to
the sucessaful administration of the elementery school,
All of the items mey be of very supsrior value or they may
all be of no value. The evalustion of ssch item is left
entirely to your Jjudgment,

Tour cooperaiion will be sppreciated very much,

Thank you. ‘ "
Yours truly,®

The duisn from these cheecklists were orgsnized and studied
on the basis of the persons furnishing them, namely: (1) cheoke
liste returned by superintemients; (2) cheekiists returned by
¢loxentary school principsls; and {3) cheecklists r&tﬁrﬁmﬁkﬁy
slerentary school teachers.

Zech item of the checklist was then evaluated on the basis
of the retlngs given by the superintendents, the ratings given
by the prineipais, and the rutings given by the teschers, The
average evelusilons of the superintendents were determined by
finding the sum of the evaluations for sseh item and dividing
by tﬁanty»fivg‘a This gave the aversge sssigned evelustion for
the item by the twenty~five superintendents. This same

gaagra&uaﬁiaﬁ of the letter of instruetions sent to supere
intendents, principsls, and teschers. ,

SIn the cese of the principals the number was divided by
Pifty and ln the ease ol the teschers it wus divided by one
hundred.



procedurs was followed for deteraining the evalustions for the
principals snd the teachers,

In interpreting the reting seale it wes possidbie for an
~item to recsive an average svalustion frow zero to five, bub
in determining the zank af$er the scorses had been tabulated
&ﬁ% averaged it wes found thet no item eould have & rank of
vary supsrior as was st up in the letter soent sut. Theres
fore, it wes necessary, fur the purpose of laterprotaiien, to
define exactly whet the various ranks of the rating s0ele repe
rosented. This was sccomplished by dividiang this rating scale
of zero to five into six equal parts. The resulis ars shown

in Table i.

TABLE L
IFIERPRETATION UF RATING SCALR

Rating Seule Average Lveluative Interpretation
. , Seore

{8) « o o« o » Lo lTefi 00 Very superior
(4) « o # » = Do Bhwi s 16 Superior
{B) o o o2 s 2o51mD,35 Average
(B} 2 «» 4 » o 1,688,850 inferior
(1) o o « » « w1 .67 Very inferior
{0 ¢ 5 » o » a4 BS Does not apply

In a farther attenpt to substantiste the criteria the
nugber of pages devoled to each item by the ten refersnces, pre-
viously wentioned, was determined.



4% this poiant it became neocessary to evaluate psges in
terma of the six §91§t4§atiag seale used by the superintend-
enis, principals, and Yeschers. To do this & frequency isble
was Tormed with the number of psges as the store end the number
of itens as the frequensy. In this Crequency table the followe
ing pereentiles were determined: sixteen and %Wﬁwthirﬁﬁgl
thirty-three aadi one~third, fifty, sixty~six and two-thirds,
and eighty-thres and one-third. By doing this the frequency
table was divided into six equal purts. It was Pound that the
iower sixtesn and twoethirds per ceant fell in =& clsss interval
from wero to fwelve pages; the second group, or sixteen end
two~thirds per cent, fell in a class interval from thirteen to
saventesn pages; the third group fell in & eclass interval from
eighteen to twenty~Tive pages; the fourth group, from twenty-siz
o tnlrty-eight pages; the fifth group, from thirty~-nime %o
sixty-one pages; and the sixth group fell in s oluss interval
with sizty-iwo or more peges. Table 2 shows how these pages

were assigned to esch rating,

TABLE 8
PAGES SSICHED TO THE RATING SCALE

Humber of Pages Assigned

0 throwgh 18
13 through 17
18 thrpugh 25
26 through 38
32 through 61
82 and sbove

» 5 5 B 9 &
t I N T N D
% % % B W e
* 5 & & & %
LR TN B B Y
® % B % ¥ B
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At this point it wes negessary to make interpolations
within esoh group of sixtesn and two-thirds per cent so an ltem,
for exmmple, that had flve puges would not have the ssse reting
as an item with tVen pages, By dividing the six point rating
seele into six eguel paris 1% was found thet sach rating should
sontain eighty~three hundredths points. Tuble 3 shows the
mumber of poluts assigned eagh retisg in the rating scale. The

TABLE 3
HUNBER OF PUOINTS ASSIGHED TO RATING SCALE
Ratings Humber of Points Assigned

00 30 L83
+B4 to 1.87
1,68 to 2,50
2,51 0 5,88
5454 %0 4,17
4418 %o 5,00

I S
N
SR EEE
"NEEE R

® K & ® % =
E S SR T
E 2 T N W

MmO
LR B O A

number of points fo be added for eseeh pege within ench rating
wag then deternined by dividing eighiy-three hundredths points
by the nuwber of puges found in each rating. The dete in Teble 4
reveal the number of points to be assigned for each page within
sach rating.

TABLE 4
POINTS ABSICHNED FER PAGE WITHIH TACH RATING
Ratings Kumber of Polnts

06
17
.10
08
04
.01

Ot OF B B O
LI IR I N )
R
LR 2 IR I A
AR RS
EEEREEER
LR I AR W )
LR I I

B o8 % 8 %
* B 3 & ¥ %
* & B % B
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in order to determine the reting for the number of pages
devoted %o en item of the eriteria it wes nesessary to find
the rating within which the number of pages fell, ms shown in
Table £, The next step wes to find how many nore g&gés the
iten hed tﬁan the lowest number of psges given in this rsting.
The difference between the two was auliiplied by the muber of
points sssigned for each page within this rating, as given in
Teble 4. This product was then added to the lowest point as-
signed ﬁhat vating, given in Teble B, This sun wes the rating
assigned ﬁﬁs iteom, |

For exsmple: the total nuaber of pages devoted to an item
was forty-nine, Table £ reveals thet this item would fall bew
twesn thirty-nine snd siziyeone psges, whieh would assign it a
rating of four, The lowest number of pages in this itenm wes
thirty-nine, Subtract thirtyenise from forty-nine, and the
remainder is ten pages. Hultiply ten by the number of polnts
to be mdded for each page for this rating, ss shown in Teble 4.
In $his ouse the number of points tu be added for esch page

within this rating is four hundredths. Ten tires four bundredihs
gives & product of four tenthe. Add four tenths to the lowest
number of poinis essigned the reting in Table 3. In this case
the lowest number of points sssigned rating four iz three and
thirty~four hﬂnﬁfﬁ&ﬁhﬁ;‘ Thres and thirty-four hundredths plus
four tenths gives the sum of thres and seveniy~four hundredths,
which ig the reting assigned this ites.
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Supervisory Dutles
The supervisory duties of the elemeantary school aripe
gipal are Adifficult to distinguish from the administrative
duties perforzed by bim, 1f the definition is accepted that
guperviscry duties include only those duties that lead to the
improvenent of instruetion. According to this definition, all
duties performed by the prineipal, inm & sense, would direetly
or indirectly be supervisory duties, FYor ths purpose of this
study supervisory dutiss will be defined as the dutles that
have to do directly with the lmprovemsnt of ta&ahiﬁga4
Sunarvision 1s the most importsnt phase of the work of
the elenentary sechool primeipsi. CGubbsrisy says:
The supervision of instructlon, that the eduestion
of enildren may procoed under better condltions and be
more effeetive in results, is the prime purpcae of freeing
the prinsipal from tesehing and is the end and goal towsrd
which the osrzanization and sdministration of the schoal
tend. All other wovk in @ sense is preliminery fo this
larger funot ion,®
Singe muypervision has sueh an important place in the work
of the principal, it is necessary thst he become mors ¢ffTiclent
in the handling of the many other duties that he 1ls exzpected to
porform in order that he may find time for helping the teascher.
Demgeratie and cogpersiive orpgenisaiion of ihe supsrvisory
programe.~-pne of the important problems before ihe prineipual is

establishing sod institasing e demooratic asd coopsrative

47a00bson and Reavis, op. git., pe 508,

Sn1wo0d Pe Cubbsrley, The Princioai und His School, pe 435.
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orgenization of supervision whevein sll members congerned play
& definite part in planning snd executing the nrogram.

The principal who carries on supervisory saotivities
is presuned v be an sducniional lesder, . . . His supsye
visory aetivities should be dewooyetie in that he gesks
the cooperaiive effort of his eiteff in planning lesrning
expariences Tor ehildren snd in cerryling thes oul so that

- they are meximally successful. His supsrvision will be
areative 1if id provides an opportunity for each teashey
ang pupii fo grow through the exereise of his talents end
abilities under ewxperi professional encouragement and ’
guidanpe, ouoch aup@rvaaxan engourages initiative, origi~
nality, self-reilunes, and seil-sxpression. It siresses
gtrengih rather than weakness,®

Goneerning the demnooraiic manasgement of the elementery
school, Gist says:

One of the most important problems before the prine
eipal is that of establishing snd msinteining o democratic
regime &% sil $imes, The day of the autoerat in school
administration is fest passing if not gome entirely,
BemooTaey in the manag@&ant of industrisl snd sogial insti-
tutions ic common outside of the field of sducgation &nﬁ :
must be in vogue in the 2ehioolBe o » «

The tesecher must participste in sll sdministirstive
problens, not only in the executlon of the pluns bul in
their Tormetion., Such participeticn, il properly directed
end inspired by a eowpetent leader, will result in a unity
of purposes, an slertness of all, the development of initi-
ative, and in the accumulstion af valuable ideas and supge
gestions from the entlire group. These conitributions are
most valusble in any groups

In veference io ¢ooperative supervision, Stone says:

Supervision by the principal shoculd be upon & COUDPOT-
ative basisg, There will be many occasions when he will
need to say to the teacher, or to 4 group of teachers
*1 o not know what is the b@st solution of this praﬁiﬁ&.

Sracobson and Reavis, Ops Bites; praS06-007.

Tartour 8. Gist, The Adwinietration of sn Elenentar
z:e&anl; PPe Swda '




is

Let us study it together and work oul & satisfactory.
solution on & coopsrative basis, each contributing what
he ¢anle & « +F

Below is given the checklist for demperatic and cooperative
srganizetion of the supervisory program a8 it aspeared in the
proposed eriteria, |

Urganizetion of the supervisory pragrﬁm is &hﬁ%ﬁﬁ%ﬁ?ﬁﬁﬂﬁ‘
by the following principles:

Cheecklist

{ ) 1. Friﬂaiéai and teschers understand thelr mutusl ro-
lationships and responsibilities; sympathetic understanding
and good will oharacterize their relation.

{ } 2, Prinoipal and teachers have arrived cooperctively
at an understanding of the educationsl philosophy of the schoel,
of its purposes and objectives, and of s philosophy of super-
vision.

{ ) 3, Principal and teachers together formulate definite
objectives for given time® periods or undertskings and well
arganizad;ylana'of aetivities for attaining these objectives,

{ } 4, The teachers understand claarly to whom they are
responsible for thelr various duties and are not vietinms of
sonflieting elainms of suthority among superiors.

The data in Table & show the average of the ratings given
to each ol the above itess by twenty~five superintendents, fifty
elementery sohool prineipsis, and one hundred elementary school

teachers, in eity school systems, It ulss shows bow esch item

5 8c1arence &, Stone, Supervision of the Zlementary sehool,




was rated on the basis of the number of pagss devnted to the
item in ten professional books written in the rizld of elew

mentary school sduinistration.

TABLE §

| JOR DEKOGAATIC ARD

N ﬁg}ﬁVlauAY PROGRAK

Item Supte CPrine ?ﬁaﬁhﬁw& Refore |Lverage
- « e , enees | ,

Leewoowe 4B 4.8 447 Be7 4,5

2aeeaoe | 42 4u9 4.5 | 4. 4.8

50 0022 5.9 43 4.8 Bb 440

4

* *® ® & = &lﬁ 4&& “iﬁté ' g%? ‘@;3

The data s&ﬁw that items one, two, and four have been
given & xmesn rating that ranke them very superior. Item three
has a mean vetlng that ranks it superior. Sinee all items
were ranked high, it would gsem to be imperative that they
all be inoluded in the criteris for the evalustion ¢f the adifne
-1ebrstion of the alaxﬁatﬁay schoole

Class zepegement dutiocs.-~The principal and toschbers should

plan weny features conesraing the routice menagement of the
classroom gooperatively. Zach tesehor should be alloved cone
sidersble initilative in planping ber own work and the type of
menagement for her own classroom to the extent that she fit

her plens in woell with thosze adopied by the whole school.
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The principal should moke & ocross~section study of the manner
in vwhich esch teascher plens and sdministers hey clussroom in
order that he mey be in & position o help the itsacher with
tactful discussions und sugpgestions ss 1o the better nethods
gement of the
slassroom is & contributing element to the successiul tescking
and sulteble training of the gﬁ?iiﬁmg

of classroom management, Efficient routine mane

Below is given ibe eheeoklist forp @1a$$raam,manaﬁ§manzm

Classroowm menuagement prooedures include such setivities
a5 the following: |

Cheaklist

{ } 1. The principsl ﬁﬁﬁﬁ&ﬂtﬁ how to improve éiseiylinm.

{ } 2., He assists teschers w#iih thelr deily progren,

{ } 3. He suggests how to organize routine work,

{ } 4. He iluspecis and recomsends eﬁaagaé in the physiecal
eguipment of the room.

The data in Teble 6 revesl that item ome has a nesn yating
of three and seven tenthe thet ranks 1% supsrior, while iteps
two, three, and four were given mean ratiugs that yenked them
average. lItem one was given & rading that rﬁnkaé it aversge by
the superintendents, prinoipais, teschers and refercuces, Since
#ll items of this part of the eriteris vanked aversge or above,
it soems that they zbould be ineluded in the eriteria for the
svaluation of the sduministration of the ﬁlﬁﬁ@ﬁﬁ&?ﬁ sohoel.

%ist, o 9B amﬂ bpe 262-264,
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instraetlonel duilog.e~The lmprovasent of instruction is
ons ol ahavmaﬂﬁ important phoses of the work performed by the
slementayy sehool prineipal. Cubberley says:
The prise test of he coupetonoy $f &ﬁ elomentary
gehool orinelpel g his abliiity to fmprove the lnstrzuction
All teschers need supervisery sssistarce in attaining
their highest level of professional development. 7The kind of
azsistanes given the supsrior tescher will probebly 4iffey
greatly frowm that given the new teccher or the tencher who has
failed to develop professionslly,.ii
To be of the grsetest assistance io izproving the quslity
af iﬁﬁ%rﬁﬁti&& the priseipal will nesd to heve & well plamned

aporonch, & broed knowledpe ol the i&stgae&i@ﬁ&i DYBETRE BB &

lﬁ%ﬁ%@ﬁ?kﬁ?, e Sikuy Pe $528.

Magobson ana Henvis, ope Sils, ppe BOLSUOG,
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wvhole, and = Enamnﬁgk'uﬁ&azﬁtaﬁﬁiag of the teehnigues of
BUpervision. |
Below 1s the checkiist for instructionsl ﬁu%iaﬁ a8 it
- appeared in the proposed eriteric.
Instructionsl procedures include such astivities es the
following:
Checklist
| { } 1. The principal counsels and sids teechers in making
work move effieient und pleasant.
{ ) 2. He gives epeeclinl attention to the proper industion
of new teschers into the school and ewmmﬁﬁity*
{ } 3. He discusses genaral ané spscial methods of teaphe
ing. .
{ ) 4. He suggests huw to conduot various types of ieﬂﬁﬁ&gﬂ
{ } 5. He suggests how 1o adapt methods io individusl
diffarenges, |
~{ ) 6. He recommends methode to improve study habits.
{ } 7. He suggests how to improve lesson plans.
{ )} B. He recommends the pruper romedisl work for weak
atudents. |
| { } 9. He sdvizes now to iwggav& punil atiitude,
{ 110+ H® trains nnd directs teschers in the use a? the
gourse of study,.
1 )}3il. He provides for demonetiration tesehing--by toapher

or supervisor--for lndividuels or groups,
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- { )is, He discusses the tescher's annusl rating with her.

{ }13, He studies and tries to i@@f&?ﬁ eguipment anpd
supplies used in imstruction. - | |

{ }iﬁy He uses standerd tests freely and %?Gp&?l?*#thﬁir'
limit&tiﬁés being recognized.

{ }18. He provides for well planned exserimentation and
careful testing and evalustlon of the sutoouwes,

The date in Table 7 revesl that of the fifteen items rated
 one received ¢ msen rating that ranked it very superior, seven
‘recelved rotinge thet renked them superior, and seven received
retings that rapked then averasge. itm& one was given the his&ea&
rank, while itom

twelve was glven the lowest rank. 3ince all

TABIE 7
VEAN RATIHGS GIVEH EACH ITES FOR IHSTRUCTIONAL DUTIRS

i |l

Bupta - Prin. | Teachere | Refer~ |Aversge
- - w eSReen
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items were given a rank of average or above, it mey be con«
cluded that they all should be used in the eriteria for evale
uating the administration of the alemantéry.sehuol;

Class visitation.~-The purpose of the principasl ia visit-

ing the classroom should be to deternine the supervisory needs
of the tescher and how he can be of service in 1mpraviﬁg‘her‘
work along & partieulsr line, Concerning the puryaaé of class
visitaticn,‘&abherley says:

The prineipal's prime purpose in visitation is'nﬁt
to disecover for himsell or anyone else if he has wesk
teachers; 1in all probability he has, and it is one of
bis important funciions %o try to improve them, His
purpose is rather to Tfind where and how he cen be of
servige.+? .

In & similar statement, Stone says:

The prineipal‘’s purposes in . observing the elassroonm
activities should be %o determine the strong points that
he may encourage the teacher through definite truthful
commendations, end to locete the probleme, difficulties,
failures, and lacks in ordsr 1o be able to give definite
help where help is needed,.ld

Below is given the‘checklist for class viﬁitatian as 1t
wasg prasentaﬁ to the persons evaluating the proposed items for
the criteria.

Cheeklist

{ ) 1. Needed amount of time is spent in supervision,

{ )} 2. The principal encourages teachers to invite visie

tetion.

}oubberiey, op. eit., p. 444,

lsstana, oP. eit., p. 66,
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{ } 3. He regularly observes and criticizes teachlng in
a constructiva ﬁamr.

( } 4. He mekes studies and holds conferences with
teachers on absarvatidns»

( ) 5. He keeps records of c¢less inspeciion and confer-
ences, - | |
The data m.T&bié 8 reveal that items one, three, end

. Tour have mesn scores that rank them superior, Items two

| an& five have mean scores of three and two and nine tenths

thet ragk them sverege. Item one was given a rating by the
superintendents and principals that ranked it very s_izperm:.-.
The teachers and references gave this item a rating that

ranked it superior, "_I.tani five was given a rating b;f;rtm Super=
intendents, prineipals and teachers that ranked it average,
while the references gave the item a rating that ranked it ine
ferior. Since all of the items were given ratings that ranked

| TABLE 8
MEAN RATINGS GIVEN EACH ITEM FOR CLASSROOM VISITATION

" Itmﬁ \ Supt. Prine Teachers | Refer- |Average
: 1 enges
Lasoaoe | 48 443 3.8 346 4.0
2 0 50 37 4,0 3.2 1.0 540
O, 4.0 4.l 348 2.6 3.6
4 0 0000 4.0 4.l 3.6 2.6 346
5200 0a 3,3 346 3.1 1.4 2.9




them aversge or betler, it seems that they should be iacluded
in the criteria,

Bupil
the most fesvorable learning situation so that he mey attaln

djustusnt.--The problem of placing the ¢hild in

his highest mental, physical, and scolsl development is indeed
one of th&‘EﬁSGI provlems of the priascipsal, A thorough study
of the child is noeessary to undersiend his educational needs
and %ﬂvprﬂvi&a for fitiing the school tu his needs. %

The prineinssl will need to employ several procedures
in oxder to produoce a fevorsbie enviromment for pupll growth.
In the followlng checkllet are seversl procedures for pupil
ad justment as they were preseaisd to superintendents, princi-
pals end teachers for evaluation.

Pupil adjustuent procedures inelude such cotiviiies as the
following:

Cheeklist

{ } 1. The priacipal a&nfars‘wiﬁh paplilis repavdiag their
diffioultles,

{ } 2. Be studies howe conditions of the pupil.

{ } 3. He oconfers with parents regerding pupil’s work,

{ } 4. Be mmkes pupil adjustmenis in & seientific manner,

{ } B. He studies the individusl and sdjusts the school
to his needs,

{ ) 6. He coovperates in promotions and &djustments with

teachere.

Sehool Organization end Adminiew

. 3. Otto, Hlementary

Yration, pp. 156-167.
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{ ) 7, #ie makes studies of maladjusted puplls.

{ } 8, Be exaniuss puplis from tice to times

{ } 9« Be oxnuminss teachers® esliustes of puplls.

{ 110, g8 carries om & skiliful guldanse prosram.

The date in Table 9§ revesl that sll of the sbove items,
with the ezception of numbeyr nlne, were given xating& that
raaked t am superigy or ahava. Iten ﬁiﬁ& was givan & yating
thet ranked it average. oines all of Fhe 1@&&& raﬁkaé Average
or above, 1% should be eaéalu@ﬁﬂ that tﬁay ahaﬁl& all be used

in the criteric.

TABLE @
Eﬁiﬁﬁ RATINGS GIVIN EACH TTEN E’“’ﬁ»‘ PUFIL LDIUSTERST

Suple :Fria. ?ﬁﬁﬁk&%% Refere Average
, , _ , ‘ Bnges
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L 4o %ok 208 D8
4290 443 45 288 Ge8
a8 448 4o L 7% 1 - §
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- 4 Bab S«0 a8 547
Geb 30 B8 1.0 3.0
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ssional lsorovemente--One of the
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by

grestesi tests of the prineipslts leandership is the Linfluence

e 13 able to radiebe smong hils teschers for professiopsl growth.
Unless he 1g accepted by his Ieachers e & professionsl leader,
he cannol rogerd himaéif.ﬁa & successful priseipal. The



pormel growth of a corps of teschers requires skillful guldance
and eontrol, With some feachers professional spbition may he
developed to the point of personsl selfishness, while there
mey be other teschers whose prufessiosel smbition is dommant,
It ie evideunt, then, that the prinsipal should consider 1% &
duty of prime importance to injeet Into his teschers the proper
stinuletion for the greatsst possibdle professionel grmﬁﬁh.lﬁ

in the phecklist below &re & number of procedures for
the stimulatlon of professalonsal lmprovecent as they were PrO-
sented in ﬁg& proposed eriteria,

Ghepklist

{ } L« The prinelpal hoids toschers' meelings for proe
fessional study.

{ ] 2. He sencourages initistive among teavhers,

{ } 3. He orgunizes teaeher comnittees for work om school
problens.

~{ ) 4+ He eonfers with teachers individually and in groups

regerding problems of ilustruction and pupil guldance.

{ ) By He sends out reeding and self-halp lists.

{ ) 6. He provides for demonstration teeching--by teecher
or supervisore-for iadividusls or groupsa. |

{ } 7. e arranges for visitstion by teachers of othey
teachers in the system or in othsr systems.

{ } 8. He helns and encourages further profeszional study

and travel for Seschers.

o%1lidam C. Reavis, Peul R. Pieres, and Sdwerd H. Stullken,
Ine Elementary Seohool, pp. 350-351.
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The data in Teble 10 revenl that item four of the cheske-
1ist waes the only item given & rank of very superior. Filve
items were glven ranks of sunerior and two were given a rank
of sversge., Oinee £l of the items were given retings that
ranked them average or sabove, 1t is rensonable to assume that
they should all be ineluded in the eriteris for evalusting the
&émiaiatrﬁtiag of the elementary school.

TaBLE O

ERAN RATINGE GIVEH ZaCH IV HER POR OTINULATION OF
PROFESCIONAL IMPROVEMENT

Item Bupte Frins %ﬁashara‘ Befor- | iversge
Lssese | 6.6 | a4 Be2 3.1 3,7
- S 4.7 4.6 4.6 2.3 4.0
B e s 4.0 8.1 5.9 Bk 3.9
4 en o ae 246 4.6 b2 4eB "
R 3.5 3.8 Bad 5,0 5.4
B o v v aa Sel 546 Bed 243 3.1
T e wowas | Ba2 548 Ba7 o 2,8
B o s woos 4.2 .4 4.2 Be® 441

Curriculum dutles.~~The prizeisal hes seversl important

duties 1n relstion to the curriculum. He ism uﬂually'gxyéataé
to ghare in currieulum improvesment and revision. It is one
of his duties to mgsist the central office in testing and ed-
ministering the curriculum after it is formulsted. He is
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al&ﬁ &xﬁ#aﬁa& to sssume the leadershly in interpreiing the
curriculum %o the teachers and communily and in sdapiing the
curriculum to the local needs of his sehaal.xﬁ |

Below is given ihe cheekiist for the curriculum duties
of the principal as it aygaarﬁé in the proposed aritﬁria*

éh@ﬂkii&t

{ )} l. The priseipsl supsrvises the Sehool's program of
developneud sud sdapbation of the curriculum &nd course of
stady, - |

{ } &, Genersl plsne for & program of eurriculua devels
opment and adaptetion ure cerefully snd eooperetively formiue
lated,

The date in Table 11 reveal thet each of the items was
glven & mesan rating thet ranked it vefy supsrior by the |

superintendents, prineipals, and tescners. 7he ratings detere

TABLE 11
HEAN RATINGS GIVEN EACH ITEN FOR CURHICULUM DUTTERS

item Bupte frine |Teuchers | Refer- |Average
» . .ences _

Lo s s 0 4.4 445 4.2 2.1 SeB

£ s o o v » 4.3 &8 4.2 440 4.8

mined from the references ranked item one as inferior and iten

two superior. $ince both itens roceived nesan ratlaps that

M1bid., p. 165,
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rank them auy@f&art it would seem

imperative that they be in-

gluded in the oriteria.

Administrative Duties

Although the responsibiliiy of the srinelpsl for instrug~
tion has boen sirongly saphosized, his responeibllity for the
aduinisiretion of the sghool ocutslde the elassroom must not
be overlooked. An wnalysis of the authority conferred uven
~the prinelipal ﬁiﬁh respect to ths aetivities outside the classe
room reveal & large number of speeific duties.t? any of these
bear such an important eseistion to the supervisory program that
they musi be cerried on befors supearvision can take plage,..
Dehers, of & routine neture, must be carried op glsulisneously
with the supervisory »rogresn oY else e progras woyuld be of
1ittle velue, 7The conclusion is that the edministrative duties
af the eiementery school prinelpal are exesodingly important.

Fupil eopirol snd pupsgenent.--Pupll sdulnistration was

one of the firsi responsibilities given the principal.

From the tine of the establishment of the princlipale
ship in its eariisst Torm the school primeipal has been
sxpecied to sasume the respousibility for guidance of
pupile, If & pupll became & problem to a teacher in mene
agement or osnirol, it wss the duty of the prineipal 4o
give zogistance to the tescher in bringing the pupil intoe
lipe with the purposes of the sehool: if g pupil engoune
tered dilficulbies in learnipg which hindeved his ovrogress
gnd baffled his teacker, it was slsu the duty of the prin-
eipal to do what he could to respive the difficultles for
both pupll and teschsr, Thus, from the inesption of the

- :
liﬁﬁﬁﬂbﬁaﬂ and Heavis, ops eit«, p. 685,



school principsisalip, teachers, »upils, and parents have

locked to the principal for guidsunce in sclvins the problems

of menagement and learning ia loecsl sehonls.®

Even today the administrution of pupil personpsl is s ime
portant duty of the prineipsl. Reavis, pierce, snd Stullken
say:

The sdninietration of the pupils is probably the most
important single duty of any prineipsl. #Ho matter hov well
the prineipal edministers the olber duiies of his position,
Letration Wils be conoigersd & faiiire.to o obe hie admis-

: . .

Below is glven the cheaklist Tor supil sontrol and nabagas
ment ag iV was presented in the proposed eriteria.

Chepklist

{ } 1. The priuelipal sids teschers in diseiplinipg puplils, |

{ ) 2. He bolds eonfersnces on ﬁiﬁéiglin@ with parents,
teachers, and gupilé* |

i) S, He uses éé??axal punishment when all other msthods
heve failsd or in special cases.

{ ) 4. Ee witnesses corporal punishment.

{ } &+ Be apyroves detention neriods and other méthods of
| punishment,

{ } €e He is responsible for pupils going to and fron
gehool. | |

{ ) 9« Be aduits and properly classifies new students.

{ } &, He sxeludes from school pupils suspseted of ill-

CNR88

_1 »k'dni Dw 109 .
19neavis, Plerce, and Stullken, Op. eile, Ds 1004



{ } ¢. He gives first aid when peeded,
{ 110. He approves excuses and checks on pupil attaaﬁaﬁaa,
-( }Jil. He stimulstes attendance through speclal mesns,
{ 112, He aids und stimulates teschers aand »upiis in
bullding the proper sechool spirit, |
{ }l8. He provides for ecivio and chsrscter training for
puplis. , | _
{ }i14. He ﬁ@@fﬁ?&ﬁ ehildren lesving sochool early. |
{ 115, He cooperates in the care of indigent echildren.
The date in Teble 12 reveal thet item seven, twelve, and
thirteen were given ratings that renked thenm ?éry supﬁfiar by
allvr&t'§% ‘

medis, Items one, two, elghi, and sleven were

TRELE 12

¥EAN RATINGSE GI?ﬁﬁ ﬂaeﬁ ITEM FOR PUPIL CONTROL
. HAGEMERT

Item Bupta Frine Teschers | Refar-~ |Average
Cneus ]
4,0 4.0 4,1 4ol 4.0
f; & & & % 412 'ﬁtl Etg 21? ' 5‘?
i S %;2. Sab SWb % = Se2
G e w el ' 3.1 S5 8 gnﬁ
S n = » & 3;9 St S8 P27 &0
D o o « » Sel Sak Ee7 pe 23
T e o 9 o 4a2 hell 446 4.3 4ok
8 o s o » 3 3 4.0 L ) 2.8 .8
9 s o o @ Jel o 4.0 «7 2.9
10 o = » » Sw Be7 Sab led 340
}vl » » * » &&2 & G'ﬁ 3'3 é‘ﬁ 3’&
A2 & » & o 4.6 Gal 4.5 445 4.5
13 o o« &« =« 4ed L dad S0 %cﬁ,
14 « 2 5 » &40 3.5 ELB ' 1.0 B.%7
IS » o s » S8 Se¥ 4ol ' 1.8 Dad




given a rank of superior. Item six woas given = rating that
ranked it inferior. The superintenisnts, principals, and
teachers gave this liem & rating that ranked 1t average, while
the renk determined from the references was very infar&ar,
Since ithe ltex reoceived g rank of helow aversge, it is likely
thet the item would beo of little welue in the eriteriz and
ghould be excluded. Eince ell items, with the exception of
item six, were given rutinge thet racked them average or

above, they should be ineluded iv the eriteris.

Ceneral mapsgencnt dutlss.~-The gensral mensgewent of
the sehool plant is an sdwinistrative Tunctlon of the prin.
eip&l; | |

The responsibiliity of the principsl for instruetion
has besen so strongly emphesized ia the professional 11t-
erature that meny persons regerd him only as an sducew
tional leader %aﬁ overlook his responsibiliiy for the
sehool pl&nﬁaz

Thers are seversl gensrally accepted duties that the
prinsipel is expected %o perform in relation to the genersl
manegerent of the sehool plant, Jome of thess sre: the super~-
vie ' on end dirsotion of the work of the custodisl serviee
the proper utilizstlon of the school plant, guardipg the health
end safety of the ehildren; avolding wuste;, slimineting in-
effielency; and stimuleting the proper sechool spirit for the
proteciion and eare of the sehopl plant. These genersl prigs-

eiples have been well stated in the following excerpt.

20jagobson und Heevis, 9pe oite, p. 695,
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The prineipel is responsible for the intelligent
use of recognized stendsrds of both quantitative and
quelitative charscter in uvtillzation and sdministration
of his building and grounds « « » , , ,
The prineipel should sirive to msintain his builde
ing end grounds so that they contribute positively to
the health, happiness, end aesthetle and elivie develap-
mont of his school and communliye « » »
Protective responsiblility sust be sssumed and
faithfully exercised by the pripcipal, pot only Lecause
the school property is entrusted to his csre, but es a
means of wholesome civie education of hie @ﬂil&r&a. P
Through the efflicient admipistration of bullding
and groand the principel ean produce a direct effect on
pupils end tesghers thel will rasult iz the improvement
of the qu&liﬁgwﬁf eduocation belng carried on in the
BeNocle » » o5
Below is glven the checklist for genersl mensgenent
duties as it wes presentsed in the proposed svslustive sriteria,
Chegklist
{ } 1. The prineipal esrefully 2nd pesriodlicslly inepects
81l parts of the school plant and reports needed changes, rée-
paire, or undesirable conditions,
{ } 2. He ipspects the hestlng, lighting end V@ntixatiaa,
erd suggests desirable chunges. .
{ } 3. He inspects the sanitery conditions of the building
ane grounds, |
{ } 4. He is responsible for denage and loss of school
prOpartye. |
{ ) B+ Hp inspscis the prder and neatness of the bullding
and suggeste nseded changes.
{ } €. He provides & place and supervision for sarly

arrivels.

Zlgeevis, plerce, and Stullken, 0p. Gits, Dpe 405404,
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{ } 7. Be provides for aaa@pﬁahla'lﬁnﬁﬁ Sﬁrﬁiaﬁlﬁﬁ? gﬁgi&ﬁ
and teachers.

{ } Ba He is responsible for playzround sugervision.

{ } 9. He enforees rules end regulations of the Board of
Edueation.

{ 130, He permits no advertising, vendors, salesnen, ér
solicitation of funds in the sehool.

{ }1i. He permits only approved lﬁﬁtﬁrﬂs, molion gi@tﬁrﬁa,
and exhibits in the sehaol.

{ )12. He restrieis the use of the telephone,

{ 113+ He dismismes sehool sccording io schedule exoept
upon specisl occasions, | |

{ }14. He onforees rules and regulations of the loeal and
state hasl th department.

{ )15, He cerriesz out stete end iocesl reguletions as to
fira’pravaﬂtian end drill,

{ Jl8. He holds conferenges with patrons and the sublie.

{ }17. He prevents ﬁan&aa&a&ry'inﬁﬁrruptian ol the sclhool
WOTR

| { }18. He spproves school visitors.

( )1v. He ndministers the essembly and suditorium PG~
grams with precision and order,

{ 120, He is actively iunstrumenisl in the development snd
use of a good ilbrary.

{ }2l. He emphasizes proper cere aul the sfricient use of

supplies and ail other sehool property.



{ )22+ He participstes in the seleetion of teachers for
his staff,. |
{ 1283, He provides for en adeguate guldence program.
{ 124, He direcia ithe public relstions progrem of his
-sBohool . | | | |
| { }25. He checks noubershiy end attendsnce rur&;&fiy
against the sechool census raesﬁﬂﬁﬁ

Table 13 gives tho mesn rﬁﬁiﬁ& given the above checklint.

TABLE 13
BEAN WATIACS GIVEN BAGH I(Er 7ou CHUERAL VANAGZENT DYTIZS

Item Bunt. Prine Teachers | Refer- | Aversge
! - ' svrsrtr i L sligas
1. LR 3 " BB Gl %Q? . da i 448
£ * % = % ’ﬁ:&‘i’ %ed é&ﬁ’* 2.8 4.1
560« 4oB 45 | o6 2.6 4.1
‘é‘ % W W 3‘ F 3 05 3 gﬂ * '2 2 lﬁ'
U s o & » %ol L § P £a¥ w8
6 o« o  » 4.1 4.0 4.8 -3 Sed
7 % & = * L : 4.1 L SeB .8
By o o » dub 4.6 4.2 §¢1 L
¢ & ¥ & % 440 P 4«5 Lnd %
l& # » & =» éitg ‘ﬁi? @w @: lag Eq—‘ﬁ
il & . . ® 448 Stk L P o7 3.4
12 4 4 4 &« del Suf Sed «? Be7
13 o o » = 4e8 4ad 4ok 2.9 dud
4 . . . & 4.0 442 4.4 Gl 40
15 . o o » 4.1 4k L R4 7 . 4.0
18 ..., . 4,3 4.1 4,2 2.5 3.7
17 « & o & 4o 446 4ab | £46 4el
l@ * % & » 5*% S el ét’{} 1&? 3&1
19 o o & & 440 Ge %3 e J49
BG . * % ‘ 3;3 %44 4 éua ﬁgg
2L &% & » 4. doli L Lo el
22 4 » u u et 4ed 440 4.8 4,2
‘35“ - & » il 411 Gel & Aol
24 o 4 o » G #a3 &a6 dod 440
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The data reveal that items one, thiriteen, twenty, end
twanty-twe were given mean raﬁiﬂgavth&t rapked ﬁh&m superior,
Only five ltems were given ranks below supericr. JItens ﬁwﬁg‘
six, itwelve, eighteen, snd ﬁﬁeﬁ%;»fiwa were given ratings

that renked them everage. It is interesting to note that items
four, six, sleven, twelve, sighteen, snd twenty~five were

given raitngﬁ bylthﬁ»raferﬁnaaﬁ tka& rapked them very inferior;
wheoreas the superiniendentis, prineipals, and teachers gave

these items ratings thet renked them average. It is also inter
esting o note thet the sﬁyertnzﬁnﬁénta guve all ltems & retinog
thaet ranked them superior or #@ry superior, Sinee all itens
were given ranks of average or above, 1% is logical that they
should be included in the oriteria.

Organizationsl Duties
#¥uile the prinecipal as an edministretor is held respon~
sibls for the performanee of the many duties of his position,
i% should not bo izplied thel he should perform all of these
.éuﬁiea_gaxaanaLXy, Jacobson and Reavis say:

foms prineclipuls never differsntiste between duties
that can be performed by others and those that belong
strletly to the school head, As & result these principals
try to meet sll the demends made upon them. In opder to
do 8o they are usually compelled to neglect certain inpore
tant duties that are not immediste in thelr demsnds and
ean usually be postponsds The urgency of lmmediate dew
mands ig allowed to usurp attention %o the exclusion of
ultinats school objectives, The priacipal who ylelds to
this tendepey becomes an administrstor of emergencies, He
seldon lesaves his offiece during the school day becsuse of
requests from inslide the school which are directed to his
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office or outeide demunds made over the telephone,
Everyibing in tho wey of derands or requests iz enoours
aged %W sonverge on the principel*s ofifice with the
result thet the p %gnzﬁal beeomes engrossed in admine
fstrative details,

Morgen snd Cline say:

Some principels hesitats 1o dalﬁgata other than
purely classroom duties to the personnel, and some tesaghw
ers econsider a dalepation of the axtxmwaiasa duties an
imposition. This is exeetly the principals mein work,
howaver,~-not to _do the work of the school, but %o &&a
that 1% 45 done,Zd

I% is importont that the prineipal learn to distinguish
betwoon those duties which should be performed by himself anﬁ

those that should be performed

i by otheras, Hany prineipals

who do not understand the true locus of thelr responsibility
encrosch upon the duties thut should be performed by the supere
intendent, assistaat superintendent, teschers, custodian, prese
ident of the parenieteschers assocletlon, and others. 4s a
result many of the prineipelts most important functions as an
aéministr&t&r ars ﬁggleat@ﬁ.g*

The following ars soms &@ﬁsrﬁl principles which the prin-
cipal should take into considerstion in organizing his personw
nel and sehool for efricient administrution of the educationsl
programs

~ Yhe prineipal of the elementery school is the direce
tor of & sovlal institutlion~-not & mere struciural

22Jacobson and Reavis, ODe Shte; Pe 304

23y, B, Worgan sni E. Cs Cline, ! zamtim% the Work
of School Principals, pe. 10.

B4peavis, Plerce, and Stullken, 9P« £iB., P« 29.



organization~-shose specisl functioas are tu provide for
the pany~sided developasnt of 1t3 pupils. This mesns
thet the form of orgenizetics to be developed wust be
detersined ia the light of wet is best for the ehildren
of the cvommunity. 7This form of organizsticn nust be
atudiod =nd consiantly chevked to sec thst it hamonlzes
in purpose with the reecgnized speeisl functions uf the
glemontary s0ho0ls o » o o ‘

in stministrative reletions with teachers, puplis,
sustodlanes, pavenis, swetulive and consaliing oflicers
of the seloos system, snd with publie officlals, the
prigeipal should sstsblish prineiples of control based
en reilisble inforastios. Persopal eonsiderstions should
pe wet with she stoue wall of clearly steted and TOs0-
iutely sdepted principles as rules of sotion, If lmpore
sonally appiisd, it is rorely diffiouls to secure thelir
sgcepiance, bul, whea used only for the eonvenliencs af
the sdpdanistretives offlcer, thelr value end infiuspee
are gulekly destiroyed. ' ‘

sost persons sre willing to recognize & priascipal
&8 %ne pesponsible hoed of Lis sehodl, providing that
he sdministers with s poliey of reciprocsl co-operaiion
rather than subperstio ¢ontrole o » »

The school cunpot be sdminietoered eyceessfully by
the prinslisd working alone. Bo muet secure the #holom
hasrted eowsporation of teachsrs, puplls, apd paroents.
This does nol wesn that the principal must otese Lo be
the respuasible hesd of his school. It zoans siuply
that the iceder must heve willing fuilowers who will
gecept respoasibility for duties within thelyr oower o
per ot

The prineipal zust have s large perspsetive of the
srganization and adsinistration of the schodl. He maat
Piné tho true locus of hie duties and responsibliities,
and Tunction sfficlensly therais. Oertein duties must
be delegatnd to sssocimtes, but net promiscucusly., Fite
pess o perfora the duty la guestlon withaud snerifice
of sfficisncy in the performance of piher duties sust
be the prineiple of control in the dslegeticn of aduin-
fotrotive duties, The sesigmment of & duty by she
priselipal % on assoclale should naver bve rmde werely
to secepa performance nersonally, but bhecsusa the pele
fomsenee »f the duty in quostion would xwen the omle-
sion of asothaer duty of grester lmportanes to ihe
aohiool. Howover, uil assigmmente should be pade o
ghe buziz af Both Tunetion and ebility. Duties ghould
nover be assigped, if ths funstion Delungs sirietiy 0
the priuelsal; nor showld dutles e sssignsd o perecns

ussble to perform thes suscessiullys



If edministration in any school is %o begome 86~
entific, an ovgenization wust be perfested thet will
meke possible the $$§¥$ﬁ&$i€ ﬁalléggiagﬁaa& use of fects
a8 o basis of polleiss snd procedures.”

In the checklist %ﬁlﬁ@lara e number of orgsnizationsl
guties a8 tley were presented to superiatendenis, vrineipals,
end teschars for evaluailon. |

Checklist _

{ } L. The prineipal gonsults with the professional , oler=
‘lesl, and custodial staffs, orgenizes them, asslgns each DSt~
ber responsibility on the basis of fitness, and invests sach
with commensurate authority.

{ ) 2. He lavites sll siaff members fo partieipaie in
plans for the lmprovement of the school program oOF procedures,
esspecially those phases which aaﬁaﬂfaiyarticai&r'staff.mmwﬁurﬁ@

( )} B« In eonsultetion with hLis sé~warkera, he formulates
school policies on e long~time besis,

{ }v&, He egualizes, as far as f&aﬁi&le, both the teachs
ing and nonetesehing losd essigned teachers and members of
other staffs,

{ )} B, He aystematically studies the school plant for
grester utillzetion and more effazctive use, R

{ )} 6. He makes such careful plens that administrative
youtine procedures, such as ehecking attendance agsinst school
gensus, sehoduling teachers and pupils and scheduling special

facilities, are carried cut smoothly.

%Ibiﬁt; PDw 33*‘321



( ) 7. Ho formulates a time schedule that reduces routime
mettere to & wmininum and sllows seximum time for professional |
duties, - o | -

{ ) 8. He preperes ﬁ« good schedule of cluasses and of
other school and pupil sctivities, |
| { } 8+ He provides for an adequate safety progreme-~traflie
eontrel, fire drilis, fire agd aecident prevention, and instruce
tion in mfesg HEBBUTS S,

{ )30, He directs the proper @;;emtiaﬁ of the pupil active
ity progrem and stizulstes Tagulty growth in the ebility to
sponeor pupll organizations,

{ }il, He provides for proper g;mww amm%m

{ )iz, He provides for lunchroom mxyemiaim apd eaatm,

{ }3&. In copperation with the teachers he makes necessary
Tules axd regulations for bullding eontrol.

{ Jl4. He plons or spproves and supervises all asgwﬁ&
of the trassportation service,

The data in Table 14 ruvesl that ail itens, with the
@exception of item fourtesn, were given mtings thet ranked
them m@mw or very superior, Item fourteen received s
mean vating that renked it infexior. It should not be included
in the eriterie for thet rvemsom. Sines sll it%m,, with the
maapiwn of iﬁm mam@a, were gs,vaa m&:& of aap&z'wr or
vmzy superior, it would aseenm iwamuw thut they be incliuded
in ﬂm ﬁtﬁ%ﬁm
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TABLE 14
HEAN RATINGS GIVEF BACH ITEM POR ORGANIZATIONAL DUTIES

Supta Prin. |foashers | Refer~ |sverage
| A | ences
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Clorieal Duties
A eertain smount of routine cleriesl work is necessary
in any organizetion, and (he siementery school is no exception.
The prineipal, belng the ﬁa&ﬁ»af ﬁﬁﬁfalﬂﬁﬁn$ﬂr¥ sehool is

direstly responsible for seeing that ihese routine duties mre

=z 2

performed, elther by himselif or through the help of other
 The numbe

v of clerical duiles he is expected to perform
will be grester in some aystems than otbhers, depending upon
the iype of sdministretion in the centrel office, Concerning
the handling of these routine matters, Cubberley says:
Mueh will depend upon the priscinsl himﬁﬁif his
babits of work, his conception of the position, hia
ability o8 an orvganizey and systemetizer, his sense of

proportion, his m&&t&ry of the det %%5 of his work, and
his ahility o works %hrnn@h others.

3ﬁﬁnbh&ria3, O 81k, Pe 185,



If the primeipal is provided with clsrical assistance,
- the pumber af‘alﬁfi&al duties performed by him personslly
will be lsasened; yet his reasonsibility will remain the
same, Through careful dirsetion and wige ﬁal%gatiﬁa'ﬁf'aaﬁﬁaxu
Aty the elerk can asgupe many of the duties ordinarily perw
formed by the prireipel. She cen handle such routine matters
a8 arﬁaxing and distributing supplies, unswering inqaariaﬁ aof
pupile and parents, expeditiously dismimsing cellers thet the
prireinsel should not vastle time on, uaswering the telephone,
ehecking and malntaining the affice Tiles, eé&éa&%ﬁ&g COPTRR-
pondenes, meking meny of the sehaol reports, reminding the
prinelpel of various tasks, and doing many other duties that
the prineipal muy delegste to her 1& order that he may have
a grealer amount of tims to give Yo aﬁuwati@n sl and au@@rﬁiaﬁﬁy :
ﬁﬁgﬁﬁﬁ?

Supplies and 3

| A

, 178 s wetThe Tollowing checklist gives the
dutles of the prineigal in connestion with supplies and repeirs

as they were presented in the proposed eriteris to 5&@$ﬁia~
tendents, principsls, end teachers for evaluntion,

Checklist

{ } 1. The prineipal rvequisiticns, distributes snd is
responsible for thé cars of supplies ﬁﬁé booksa.

{ } 2. He ochecks and sizns for books and a&gpliaa.

3‘_‘?&%.’ Pbe 131*193&



{ ) B. He filaa &n annusl estimate of xaquxre& sappliaa
and books, |

{ ) 4. He files inventories for sechool praparty and
requizitions needed repairs. ,

{ )} 6. He 1= responsible for tha‘kays to the building.

The data in Table 15 revesl thet all of the items, with
the axaegtian of item rive, received ratings that Tanked them
superior, Item five was given = rating that ranked it avaraga.
It is inﬁerastiag %0 note that the superintendents, pri&aiyals,
yanﬂ teachers gave all itemn of the checklist ratings tn&t
ranked them superior or very superior. Item five was’ given by
the refarences a rating that ranked it inferier.v Since all

items received compusite ratings that ranked tham,avaraga or

TABLE 185

MEAN RATINGS GIVEN EACH ITEM FOR SUPPLIES
AND REFAIRS

Item ’ Bupt. ‘Prin, Teachers | Refer~ |averags
e IR , RN )11 3 —
1o anoas| 4.2 41 | 4.4 3.8 44
2 ae 4.1 | 3.8 4.2 2.6 Gab
Basenss 41 | 4.0 445 247 3.8
4 4vaaas 4a1 4ol 4.5 2.9 5.9
B aseeal 4.0 509 | 4a R 3.1




above, it is logicsl that they should ell be inoluded in the
sriteria for evalustilng the administration of the elementery
sebool,

Beports,~-Tbe eheckiist below presenis & group @fﬂéﬁﬁiﬁag

in referenoe to reporis to be made by the principel, es they
wore presented in the pragﬁﬁﬁﬁ'ﬁfiﬁﬁyiﬁg '

%ﬁga&xxéﬁ

{ } 1. The principsl receives ani ohecks data of reports,

{ } 2. He furnishes ell reporis reguested by the supere
iatendent,

{ )} &« He reportes freguently iﬂ his superiors regarding
the status und progress of the sechonl.

{ )} 4. He reports on fees and sohool funds.

{ } 6, He reports on pupil attendance,

{ )} 6, He makes payroll xagérta on tenchers,

{ } 7+ He reports corporal punishment to the suparin-
tendent. |

{ ) 8, Ha reports serious aocidents to the superintendent.

“{ )} ®. He reports fire drills to the superintendent.

{ }10. He reports nemes of nonw-residents,.

{ }il. Be aotifies purents snd angﬁﬁiﬁﬁﬁﬁﬁﬁﬁﬁvﬁf‘ﬁﬁﬁﬁ&ﬁﬁi&&ﬁg

{ }i2. He reports suspecisd truante to parents end truant
officer, |

{ 113, He reports pupil transfers snd tuition fees.

{ }i4. He reporis éﬁ the work of the teancher,

{ }15. He reports to the superintendent on sshool funds,



Table 16 gives the nean ratings given ithe sbove sheoklist,
The date voveal that itenm i‘wa was the anlﬁr iten %o receive a
mean vating that ranked it very superior. The superintendents,
prineipals, tezchers, and refersnces all gave retings thad
renked it very superior. Items one, three, four, twelve,
| thirteen, snd fourtes

3 wers given mean retings thet renked
then superior. Items seven and nine were given mesn ratings
that ranked .tm inferior. Sincs these itews rauked below ‘
_average, they should not be included in the eriteris. Since
all items, ’wzzﬁh the exception of items soven and nine, had
mean ratings that renked them average or above, it may be
songluded that they should be ma@rg;émﬁm in the eriterie.

MEAN RATINGS GIVEN KACH ITEE FOR THE DUTIES IN
AEFERENCE 7¢ REPORTS

g |
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Regords.~~The ehecklist below presents e numbor of duties,

in referencs fo records thet shsould be kest by the @rin@ipal,
as they were prasented in the proposed evalustive eriteria to
twenty~five superintendents, fiﬁﬁg elementary school prip-
eipals, and ome hundred elementary school teamchera,
' Cheoklist | ‘

{ ) l;'?ﬁa yriﬁgigéi x@apa‘all roecords ra§ua3§§é by the
_suparia%ena@nt.
{ } 2. He keeps records af‘ﬁuyil at%anﬁanaa,
8. He records %éaehar atteadancs., ‘
4s Ho garrias on a 9&&@lﬁﬁ§ wapdl aceounting practiee.
é.lﬁh-kaagﬁ ﬁﬁtﬁ‘&ﬁ rizg‘ﬂ?iila;
6+ He keeps & record of petty sebool funds,
7« He kesps ﬁ%ka an‘ﬁi&sﬁ inspegtion and eonferences,

8. He keeps & record of o uteglon and vaceination,

} . He kseps files on ?@g?&ﬁ&ﬁ%@ti?ﬂ gnyil’s work and
examination papers, | ‘ ‘
( }10. He ?ﬁ@ﬁi?ﬁ% all\zwaarés»ta be kept ﬁﬁﬁﬁ?ﬁﬁ%l?u

- The date In Teble 17 revesl that all of the items, with
the axeaﬁ%ian of five, seven, alght, and nin&, ware glven
ratings thet renked them superior. Iﬁamuaight was given the
highest rating ef‘any\it&%,hy the &ﬁpﬁ?ﬁ&?@ﬁﬁ%ﬁtﬁ, It is intere
ﬁstiag %o note that seversl &ffthaa@ itens were given retings
thet ranked thes very éu?ariaz‘ﬁy the superintendente; wheress
the ratings determined from the refercuces rauked the items

very inferfor. Since eil of these items heve been given a
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rank of sversge or sbove, it seams logleul that they all
should be ineiuded in the oriteria. |

TABLE 17

MEAN BATINGS GIVAN EACH ITEM FOR DUTIES IN REFERENCE
| - T¢ RECORDS o

P

Supts Prin. |Teachers | Refer~ |iverage

e e n s | a7 de¥ 447 . 849
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Migeelleneous glerisal dutles.-~The $itle of this section
 ghould not be interpreted 1 a way thet would detract froo

fmportance of the itexs in the c¢haeklist below. Thase

items compose a group of dutles thet could not well be ¢laasie
fied under eny of the sbove hesdings of slerical duties, yet
they could by no moens be omitted, The items in the cheokxlist
below were presented to tweaty~rive supsrintendents, £ifvy



elementary school principals, and one hundred elamanﬁﬁyy
teaschers for aw&lua%ian in the lighﬁ uf the faﬁ%ﬁtxan‘

gohicold
of an evaluative arﬁ%arﬁa to measure the wnrk of th@ al.ensne
tary school principel.

Cheoklist

{ } 1. The prineipal usss such ti&ﬁ ﬁﬁ?ﬁﬁg‘&ﬁ?i@§$ a8
the teiephone, bulletins, bulletin boardsz, student messongers,
2t coetera,

{ } 2+ He chacks and mesintains the office files.

{ } 5. HBe sonduets correspondence,

{ } 4. He rogisters new pupils. ,

{ } B« He directs the work of the school clerk.

Table 18 shows the mean seore given esch ftenm in the checke
list. The Gxta reveel that iftems one, two, snd five were given
mesn yetinga that renked them superior. Items three and fouy
wors given ratings thet renked ituenm average. 1t is interesting
to note that the superintendents and prineiocals geve sll of

s Ltems ratlogs hatl renked then supericor or vepry superior.

TAHLE 18

MESH RATIEG: GIVER ZA0H TTiN FOR VISCBLLAEZOUS
CLERIC.L DUTIES

Item Suptae Prin, | Temchers| Refer- |iverage
L . L gnoes |
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The teachers gave four of the itens ratings that yanked them
superiors The number of pages devoted to three of the items
in references was very smell in comparison with other items
ol the oriteris. GSinoe ell of these items were given mean
ratings that ranked them aversgs or ahove, 1t mey be contliuded
that they should be & part of the eriteris for evaluating the
administretion af‘ﬁ&a~$1am§ntaty school

Cther Duties of the Principal
1 duties.--ivery slemsntsry school principal
oves a duty to his school, %o his profession, end to himself

to reserve tize for the meintenance of his professionsl stene
dardss He should never regerd his training as complete but
should continue to read books and megazines that apply to his
profession as well as reading non-professionsl literature of
& gemeral cultural éaﬁarwg A% renscpnable intervals it is
l1ikely that he should attend summer sessions et a good inetiw
tution to incresse his professicnsl treining.®® me should
supgart the locul, state, and natignal orgsnizations of his
profession, for they render sn important service to the
profession as well as to the principal ki&aeifg' He should
strive to mainiein & wholesowe sttitude towsrd his work and

"

embody in his speech and aciions the best ethics of the
profession to which he hes devoted his 1ifs, 29

aﬁgﬁ@@%ﬁ@ﬁ and Reavis, 2he m«»; P 778,
%Qruhbﬁw}.ay & SP« g&gﬁg De 565,



In the checklist below are given the verious items of
the propomed eriteria for wam:ﬁ% yz!émmmml duties,

Checklist | |

{ } 1. The prineipal attends meetings eulled by the supere
intendent, . ‘

~ { } 2, He confers with the superintendent and other school
artmmia; |

{ } 3+ He atiends educationsl meetings.

{ ) 4. He bolds membership ani is ective in professional
orgenizations.

‘i_ )} S He reserves tlue for professional resding sand pro-
fessional contacts in order to promote his own improvement 88
well as that of the sohool.

‘ The data in Table 19 revesl that svery item m‘s@,‘.vm 8
ﬁmrﬁ rating that renked 1t superior. It is interseting to note

TABLE 19 |
WEAN RATINGS GIVEN EACH ITEM FOR PHOVESSIONAL DUTIX

Iten | Supts | Prins Teachers | Hefer-~ |Average
— | — : — SnOES
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thaet the superintendents, prineipals, and tecchers gave sll
the items ratings thet ranked them very supsrior. fThe ratings
deternined fron the references g&ve‘iﬁaﬁa one and two retings
that vanked them of 1ittle importance compered with other

items included in the oriterim. 8ince all of these iiens vwers
‘given mean ratisgs thai ranked them superior, it would seem
imperetive that they be included in the criteria for the evale
uation of ihe administration of the slementary sohool.

fxtre-currigular duties.--The prineipel of an elementery

sghool must strive to present & well-rounded program of edugse
tion that %iil develop the whole child, It is iwgaaaiﬁlﬁ to
present sueh a progrem if the soelsl and reerestional life of
the boys and glirls ave negiected or discouraged. & funotional
prograx of extra-curricular activities can be an iwmportant zeans
of giviﬁg elivie and social %raining to children as well as
- saricking and vitalizing educstion itaalfgﬁa

Below is given the shecklist for extra-curricular duties
as 1%t sppoared iu the proposed evalusative eriteric,

Cheeilist | |

{ } 1. The principal provides a pﬂyii activity program
that complements and enriches the usual elasssroonm notivities
and develops in the student body attitudes snd traits whieh
are indisetive of good ecitizenship, '

[ ) 2. He makes the playground function.

33Raavi&, Plerce, end Stullken, Ope eitsy pe 189,



| } B4 He asalists #i‘m onl w1

i3 &* He mmumgw aﬁmﬁam

_were given ratings that ranked t&zw superior gr %r}v mmﬁmm
:i% m mmmaﬁw to sote mﬁ itone one wnd two were gwm
mﬁi&gﬁ by the mg@ﬂaﬁ%ﬁ%ﬁm gﬁa&mwt toschers, aad mfk
ﬁmﬁ that rauked thom wwﬂw or betters It is mmsﬁm*
also, to note thet fbam four wus glven 1%%;@- bighest ruting by |
$he teacharss A31 wm haviog bown given mesn ratings thsg
resked them supsrior or sbove, it would seom lim‘& that ﬁmy
should 1l be inolused in the critories

Item | sapte Refaxw | Aversge

Laossaos L 2% 8 &l 4.5 G0 el
Zowewe| @b 4o 41 4o 48
Baesens| Ba? Be¥ | 8a9 e 349
Luonns| BB Beb A0 348 85

w&a&i%ﬁaﬁa sre an sffeptive prevaon ﬁzm ugh which $he scho

csn be interproted to the communliy. IF zzgmy are proporly

directed, they may Do o moa

is of fepstering a better relastionehip
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and understending betwean the home and the sehool. It is the
duty of the principal to assums the responsibility of the
proper direction of the parents* orgsnizations. “
Desirable relationships between sdult groups and
the school are not likely to result unless the principsl
takeos an active interest in the adult organizetion and
participates in its meetings. The griaeipai»mﬁst—ﬁakgl‘
the lead or be led, There are no intervening stages,o
These pavenis® ar@anizatiana~aanlﬁarfaxﬁ meny useful
setivities thad will be of value %o the school and the parents

themselves. Whatever activities they undertake,the educstion

and welfars of the children should be made the matter of first
InpOTEnee o8

The checklist below gives serverel duties of the prineipal
| in regard to parents' organizationsg.

Cheskl lst

{ } 1. The prineipal secks to use parents' organizations
to the best sdventage for the education of the pupils,

{ ) 2+ He sooures gooperetion of the patrons,

{ } 3. He sees that whatever other purpose these organe
‘1§atiaaﬁrm&y have the edusation and welfare of the pupils of
the sohool are always made the matter of first importupee,

The data in Table 2L show the average rating given each
item in the cheskiist. The data reveal that all of the iﬁama

were given & memn rating that ranked them very superior. It

3otto, ope gits, ps 533,
3£§ﬁh§;@ﬁay’ ope gite, pe 548,



52

is interesting to note tnat none of these itews wers given an
average rating belew three ani seven tenths, or & rank of
guperior. 3Singe all itens ﬁﬁr@ given &n‘ﬁ#&raga rating %hat
ranked them suparicr, it would seem lwmperaiive that they be
ineluded in the criteris,

 TABLE 21

LGS GIVAN DaCK ITEM FOR DUTIES IN
BHCZ TG FARIIDSY URGANIZATIONS

Iten | Supt. Prin, Teachwrs | Reforw | Average
. : , R enees .
Lo oeoes | 42 4ot 4.8 3.8 4.2
2 v ees | 4.4 8.9 | 4.7 5.7 | 4ea
Bessae | 45 | s.8 4.8 509 4eb

Duties in relation to the gommunity.--To furnish educa-

- %i@ﬁﬁi leadershiy is thé most important function of the Prine
eiprl in nhis relation to the community., His lesdership ie
necessary to meiataln compuinity support of the broad poliecies
and alims of the school system. sctive intersst and support

of sehool affairs can only be geined by the eontinuous inter-
pretation éf the sghool to the &w%&ﬁﬁﬁty. the prineipal
should use such sgencies ae the newssmaper, clivie organizations,
the radic, specisl visiting éays,-ﬁhﬁ sehool newspaper, and

the children themselves ag & means of interpretiug the school,
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It should be the oudeavor of the prineipsl to meke the sehool
the centsr of community life.ﬁa |

Below is given ithe checklist for the duties in relation
o ihe community s they wers presented in the proposed eval~
uative oriteria,. |

Cheeklist ‘ |

{ } 1. The prineipsl essists in sctivities that contrib-
ute to community lmprovesent.

{ )} 2« He is sciive in community orgenizstions such as
ehurches, service c¢lubs, and other agenciss, but not to sueh
an extent as to interfere with school efficlency.

{ ) 3. He mekes the school bullding availabie to the
copmunity for worthy purposos.

{ } 4. He furnishes informstion sbout the sehool to the
parents and community.

{ } 5. He cooperates with other scelrl znd ecduestional
agencies of the community and helps to coordinste sll efforts
to promote the welfere of the community.

{ } &, He provides for speoisl ocessions us sducation
week, book week, and father-son banquet for interpreting the
school to the communlty.

( } 7. The school hes one or more specisl viﬁiting days
or pight sessions to which it invites sll parents of pupils

to obeerve the regular eluss work and pupil setivities.

‘gsﬁeavia, Pierce, and Stullken, op. £it., p. 4%7.
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{ } 8. The princeipal provides ocecasions such as axhibiﬁa.
- and demonstrations to interpret ihe sehool to the public.

{ ) 9. Programs und exereises connecied with graduation
are used as a means of intaryratimglth@ sehool, 1ts program,
and its needs to the community.

The data in Table 22 revesl thst items one and two were
the only items to be given ratiogs thst renked then very supew
rior. Items four, five, siz, snd eight wers glven ratiogs
thut renked them superior. All itém& were raniged &var&ga or
abova. It is interssting t- note thai ihe retings given by
the suyeriétan&anta, principals, and teuchers are similar.
The superintendents, principsls, snd toschers gave their
lowest rating %o item nine. Sinece each ites hasg been given
& rating that ranked it avar&g@ ar above, 1t would seem that

sach should be ineluded in the oriteris,.

TRELE 28

HEAN RATIHGS GIVAN BacH ITEM POR DUTIES IR
RELATION 90 THE COMMUNITY

Iten SBupt. Prine Tsucheors | Refer~ | Average
. z , a gnces | |

1 * ¥ » % % 4.1 ‘;‘14 ‘ﬁ:'& ‘&ig %t3

2 % v s 0w Gab God L 4o B Ged

3 ¥ ® & w %l& 491 ’;01 n? 5:2

4 5 o » » » GeB Gad % o Ead GeB

& % B m oW Gel 448 ‘1&3 - EQ@ %Qg

- S.8 - 3 X 4.5 K 5.8

T o« « n v Bad Gall Sab 2.0 . Sl

B o o « o » Gu® S8 ded Sul -
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Summary

It was the purpose of this chepier o subsituniiste the
proposed eriteris by mesns of two types of daba, casmely:
{1) propused oriteria in the form of & cheocklist sent to
tagaty-Tive superintendents, fifty slemenisry sohool prine
gipale, and one hundred elesentary school teachers, in city
school systems; and (2) the nusber of pages devoied o each
item of the criteria by tea eminenl suthors in the field of
elagentary school administraiion.

These data have been sumperized balow. This sWwakary
shows the final rank sssigpned each ltewm of the eriteris.
These ranke were determined {row the average ralings given
the ltems by %he psrsons evalusting the eriteris and the
ratings determined I'ruw the fen relereances, The final renk

of sach ises is given on the left and the 1tew on thé'righ%.

Criteria for Evsluating the sdministration
of the Eliementary Schouol

I. Bupervisory dutics
Ae Democputic and cooperutive orgsaization of the
supervisory program
Organlzation of the sapervisory progrem is
charagterized by the following princinless

Very superior..l. Prinoizal and teachers understand their
mutual relatlionships and respounsibilities;
syupathetic understending and good will
characterize thelr relastions.

Very superiol..8s Principal and feachers have arrived oo~
oparatively bt an understanding of the educa-
tional philosophy of the school, of its
purposes and objooctives, and of a philos~
aphy of supsrvision.

SUPBTLOTasnvensis Principul snd totcuors together forsulate
definite objestives for given time periocds
or uwndertakings snd woll organized plans of
agtivitien Tor sttaining those pbjsotives,



Vory superiols.td.
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The teachers understend clearly to whom
they are responsible for thelr various
Gutiles und are not vietime of conflicting
cloins oi ausiloriiy smosng superiors,

Be Cluss mansgement
The class manegement procedures include sugh
aetivities as the followings '

BuperioPeswsnssle
ﬁﬁﬁgaﬁﬁgtqacqfwﬁﬁ

é?ﬁfﬁ%ﬂwVﬂt*&tﬁﬁﬁ
AVOLOEBarenss sodn

The princlpal sugpests how fo Lfmprove
diseipline. .

ie cssists teachers with their dally prow
gyt '

e suggests how to organlze rouline work.
Ite inspects and reeumpends changes in the
physicel sguipment of tho room.

C., Instructionsl _
Inatructional prosedures include such setivities
as the followiug:

Very superiorselse

ﬁﬂwriwﬁ o . ,53‘:

AVOTEEGans ssa anide
AVOTOE Y s nnees sty
SuperioPeissess sby
- AVETEGSeansass o

AVETHLBsanennssTe
AVOTGECans s eennby

%ﬁ?@riﬁ?ﬁ»ctcgsgn
BUpePioT.csvae 10,

ﬂ?@rﬁg@hgqsqt;lls

&Vﬁrﬁg&qugtvntlﬁn

SUDEPLOT s s nse ki,
U

k>

PEIIO s we e 2 dda

BUpgrioresesselia

Tue prineipel counsels sud side teschers in
maxing worx more efficient snd nleasant.

He gives specisl attention to the prYoper
inductiion of new teschers into the school
apd compmnity.

HBe discusses genersi and speeisl methods of
teuching.

He suggests how to eonduet various iy pos

of lessons, .

He suggestis sow o adapt zethods o indiw
viduel differences,

He recommends sethods to lzprove study
hablis.

fe suggests how to improve lesson plens.

He re¢omsends the proper remedisl work for
weak studsnts,.

He advises how tw improve pupil attitude,
He trzing and directs teachsrs 1n the usse

- of the courses of study,

de provides for desonsiration Isuchinge--by
tescher or supervisor-<for individusls or
ErounG.

He discusses ithe
with her, ‘ ‘
He studies and tries to ifmprove equisment
and supplles used in inssruction.

He uses stundard tests freely and properlyes
their licitstions belnp resoznized,

He provides for well planned experimentstion
end ecareful testitg and evelustion of the
outoones . .

teacher's anmal rating

De Class visitation

SUPBYLOTae saeenin

Rosded amount of time 1§ spent in supervision.



AVEBTEZBsawennsebs
SUperioTesenssois
ﬁuyﬁriﬂri»agytmﬁo

AVOragSesaasnaniis

Be Pupll adjusineant

Supsriofessesssle

GUperiofssxwesrsia
SuperioTesssar st

SUPBTIOT e xs s v e s
Vory superior..b.
BUpePioT s enses slie
SuperloPessesed?s
SUDBTioT s s s e sy

 AVETHEGsserevnasPs
BuperloPessresells
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The prineipal encoursges teschers to invite
visltetion. B

He regularly observes and ecriticizes tesche
ing in & cunstructive manner, _
He mekes studies and holds conferences with
teschers on observations. ' '
He keeps records of class inspeetion and
conlerences,

The prinelpasl confers with pupils regariing
thelr diffioculties. ' _
fie studlies howe sonditvions of the pupils,

He confers with purents regerding pupilts
works

He makes pupll adjustuents in a sclentific
REABET .

He studies the individual and adjusts ihe
sehool to his needs, :

He vooperates in promotions and adjustments
with teschers.

He makes studies of ﬁ&l&ﬁﬁuﬁtﬁﬁ.%ﬁ@ilﬁg

He examines puplls froom time to tine,

He exsmines temchers' estimates of pupils,
He carries on a skillful guldanee program

Fo 8timulation of professional improvement

Supsriofanseveneds

BuperloTecnsneels
ﬁagﬁfiﬂr»#igtwnﬁg
Very superiol..4.

BupePioress s enbe
AVETELCransnasalis

ﬁVﬁ?ﬁgeamainuiwyu

SUperioPeesvase By

The principal holds teschers' meetings for
professional study.

He encourages initlstive nmong toschers.

2 organises teachsr comulttess for work
oB BChool problens. :

#e eonfers with teachers individually and
in groups regerding problems of jnstrustion
and pupil guldance,

He seunds out reading and selfe-help lists,
He provides for demonstration teschinge-by
teacher or supsrvisor-«for individuasls or
ET9Un8, '

8¢ arranges for visitetion by teachers of
other teschers 1n the systen or in other
ﬁyﬁ@aﬁﬁw .

Ae helps end sneourages further professional
study end travel Tor teachers. :

Ge Curriculum duties

SUperioPeccencels

Very superior..f«

Tas priucipal supervises the sehool's
program ol development and adaptation of
the eurriculum and eourse of siudy. .
General plans for o program of curriculum
development aud adaptetion sre carefully
and eooperatively forsuleted.
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1i. Adminisirative duties
Ae Pupil control and mapsgement

T o 15 TP )
Bupsriolesesrssabs
AVEDUESaw e nne s «Os

AVOTREBenesrssate
AVBYBED s annnsaiie

Inferiofesss snebs

Very suseriol, .7«
SupbrioTecesn snfle

AVETUEBrnws cx nabn
&Vﬁ?&gﬁta#aiqilﬁﬁ

BUpSTrioTesssssils
Yory superior.lf.
Very superior.ls.

&?@?ﬁﬁﬁﬁn:cntﬂl&a
AVETEEG s seonsalle

The prisclizal sids teachers ig digeliplining
paplile.

He holde confersnces on ﬁiﬁﬁigliﬂ% with
parents, teschers end puplls.

He uses @&rgar&l sunishaent when all othey
methods have failed or in special cases.
He witnesses corporsal punishoment.

He approves deteniion periods &3& other
methods of punlshment.

fle is responsible for pupils golng %o and
from school.

He sdxits snd properly classifies nev studenis.

He excludes puplls from s¢hool suspected
of illnegs,

He gives first sid when nesded.

He spproves sxcuses and checks on pupil
sttendanco.,

He stimnlatas attendance through special
0180,

He nids sud stimulates teachers and gugil&
in building the proper school spirit.

He provides for eivie and chersctor tralns
ing for puplls.

He approves children lesaving selicol ssriy.
He ecooperates in the care ﬁf’iﬁﬁi@&ﬁ%
childrens

B. Ganerel nanagenent

Very BupsPiolesds

EupeTioTeesssnale
3ﬁ§&r§@¥atn*aqtﬁ*
AVBPUESenues s ands
SuperioTesssernbe
AVEYuEBesrnsnnabla
BUPETiOTennss ea¥s
SUperioTesnrvrobs
BUupgeriolrenansr o

Superiolesseeslle

The principsl carefully and gwti&éi@ﬁlly
inspeots all parts of the school plant
and reporis nesded changes, repeirs, or
undesirable gonditions.

He ianspeets the heating, limhiing snd
ventllation and suggests desiredle changes.
He inspects the sanitary sounditvtions af the
building and grounds,

He ls respounsible for desapge ﬁnﬁ loss of
sehool proparty.

He ianspeets the order and ﬁ@atﬁﬁﬁﬁ of the
bullding and suggestie needed changes.

He provides s place and supervision for
garly arrivels,

He provides fov sgcenteble lunch service
for pupils and teschors,

Be is responsible for playground supers

vision.

He snforoees rules and rogulstions of the
Board of BEducation.

He pernits no advertising, vendors, salesm
men, or solieitation of funds in the sohool.




ﬁﬁ?@?&ﬁ?&#;i&‘l&*

&?ﬁ?ﬁg@qqpﬁgaplﬁt
Tery superlior.id.

He pernits only approved lesturss, motion
“pletures and exhibits in the school.

He restricte the use of the Sslephone. ,

fe dismisses school asceording tn sehedule -

- exeept upop specisl ogcasions,

SUporioresssselds
BRpOrioTanves 15,
SRpErioTes sveelby
SUDETION sy eanlTs

SUPELLOT e 0 e LBy
SUDBFIOT s nuaxalba

Vory sunerior.20,.

5ﬂ§3£iﬁrieutiﬁgli

Very superior.22,

Vary superior.28,
ﬁﬂﬁﬁfi%rwgatnuﬁﬁq
foi i

s BL
Fats S

AVERGEGsannnen

11X, Grganizationsl duties

ﬁﬁ@ﬁfﬁﬁf@;f%tiiin

Yery sunerioresis

SuperioPesenss sPs
SUPETIO e nwnnsada
?ﬁr@ BUBETIOTeed o

YOIy supoTior..8.

Ao enforges rules and regulsiions of the
igoel and stste hesith departsent,

He carriss ocul state asd loeal rogulatlony
&8 o fire preventios and drill.

He holds eouferenses with patrons sand the
ﬁﬂhliﬁt

He prevents unsecessa
Benool worke. ,
He approves sehool visitors.

s sdminlsters the sesesbly apd ewditorius
prograne with precision ani oyder.

e is aetively instrumcmisl in the develop~
mest sl wse of a good library,
He emphasizes proper cere und the efficisnt
wEe of pupolies and gil other sohonl srop-
2riye

He partielpates ia the seleetion
for hia ataff.

He provides for s
#8 direets the n
his school. : . :
e cheoks sembership and attesdunce Tagu-
larly sgsinst the school census recovds,

ry intsrruption of the

ot ﬁa&ak@r&v.

n adequate guldence program,
ublic reletlions progprei of

4 the professional,
affs, organizes

the prinecipal consuits wit
eleriosl, and sustodial et
then, assigns sach aexber responsibility on
the basis of fitness, and invests ceen with
eonmensurate authority.

He invites sll siaff members to participate
in plans for the lmprovement of the senool
program or procefurss, particulerly those
phases which coneern particular staff BoEhera.
in consulteiion with his go-workers, he
formuletos sehool poliecies on 8 loag~tine
basis, : 4

e equalizes, s far as feasiblie, both the
teaching snd non-tesohing losd sssigzued
teachers snd sembers of other staffs,
e systematically studies the sehool plant
Tor grester utllizatlon and more effective
UsS, -

He meker sueh ecareful nlans that sdminise
tralive routine procedures, such us sheeking
attendance sgainst sehool ecensas, scheduling
teacbers and pupils, aad soheduling speeisl
faciiities, are ecarried out smoothly.




Very supariore.¥e

¥ery superior.8.

Very superiol..f.

Very superisr.ifs

SUPOTLO Tesvnnalle
ﬁu?@ri@yqnuuﬁilgi

SuparluTess i alda

Inferior: iveaslée
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Hoe fommuletes & time schedule that roduces
youting satters to o nisimus and allows
mexiaue tise for yrofessionsl duties.

He yr&y&r&& & good schedule of classes

end of sther sshool and pupil aotivities,

e gweviaa& for an adecuate safety progreme
traffic control, fire &rilia* fire &ﬁﬁ
soeident prevention, snd instruction ia
pafety Deesurss. ,

Ye direcis the proper agsx&t&aﬁ of the pupil
aetivity progres end stimulates fasuliy
growth in the ability %o SPORBOT pupil
@?@ﬁﬁi&&%iﬁ&ﬁ&

He providea for proper guldsnce orpenization.
H& provides f{or lunchroom superviaion aand
gontrol,
in coopesration with the tezchers he makes
necessary mles and regulaiions for building
aaatf&i;

Be plans or epproves and @umﬁfﬁiﬁﬁa ail
aspects of the transporiabion servics,

I¥e. Clericai dutios }
Aas Bappiies and r@g&i?a

ﬁﬁgariara¢a.‘¢qlﬁ

5&33?3&?0&;&&!#%*
SRDBTLOT s svenwiie

QﬁgriNY»nqwu¢aﬁn

The prisgipal regisis i@ﬁﬁ, &i&%ributaa, and
is rospomsible for the esre sf suppliiss and
books.

He ohecks and signs for books and a&gyl&a&;
fie files sn annusl ostimete of regquired
ﬁupniiﬁ& aod books.

He files inventories for ﬁﬂﬁﬁ&l propeyty and
reguisitions needed vepairs,

hvﬁrag%......,*a. #e is responsible for the ksye to the bullde
ing
Bs Reports
SHDETIO s seer snde The principel repgsives and checks dats for

Very superiareels
BUDBTLIUT ss s wn sude
GUDETIOY e s naa o
AVBLLERaeanans als
AVETEEBuwassnnrsba
Inferiofeesssnn¥s
ﬁﬂ&rﬁgﬁ**n;xga¢&¢

Iﬂfariﬁ?uatﬁﬁiséi
AVOPGEBessenss o 1ls

Feporis,.
fie furnishes ull reporis ragu@a%@é by the
supeTintendent.

e reports Treguantly to his gug@riarﬁ rogeri-

ing the status and progrees of the school.
ffe reporte on fees and sehool Tunds,.

Le reporits on pupll altendsnce,

He nakes payroil reports on feaschers.

He reporte corpuvel puniehwent to the asupers

intendent.

He repurts serions secidents to ithe supers
intendent,

He reporis fire driiie Lo the supsrintendent.

He reporis names of nonerssidents.,



AYETragEGas eenslls Be votifies parents and superintendent of
BuspBNBich.

fuperiorseseeslBs He reports suspected frusnte to parents
and trusnt officer.

ZuperitTesses »18« Ho reports pupll treansfers and tuition fees.

Superiotessve odbs H6 reporis on the work of the teuohers.

AVETagBaseans db. He Tenorts © the supsrintendent on school
funds,

e Reeords

&aﬁariar*‘,ct..l$ The principal keeps &11 reeords r&gu&&taﬁ
by the superintendent,

SUpeTiolessenseBe HO keeps records of pupll sitendanve.

CUperiotesess» »ds Ho regorde tescher zitondunce.

SUperioTsseenea®s & Compiete pupll accounting practice is
aun&aaﬁfnlly garried out.

AVETUECaseve sasle HE koeps dete op Tive drills.

SUperigress s+ oobe HO koops 8 record of petty school ?&ﬁﬁﬁa

BupsrioPeensaeeTe G keops duta ﬁn eluass inspeotion and sone
feronees., ‘

AVETBECenvsnvanlia %% Keeps & r&aarﬁ of contegion and vaecinoa-

ion. :
AVOLEEGswenssrsBe HE Keops Tiles on representaiive §a~11’$
work end exeminction papers.

Inferiorssssxells He requires wil recerds to be kept sosurately.

De Eiseellansous clericsi dutiss
SupeYioVeesseends The principal uses such time saving deviges
| &8 the telephone, bulletins, bulletin boards,
sludent nessengers, of cetera.

SUpETIorassvaeely HO cheeks and peinteins the office files.

AVEDLEGeenenssede HO cOnducts correspondencd.

AVErag@esssvssodhe 08 Tegisters new pupils.

S5uperiorsesvensDs He air»a%a the work of ihe sghool ol evl.

Vs Other duties of the prineipal
he Professionul

Superioreeesssels The prineipal attends meetings called by the
superintendent.

SupsrioTesscessls He confera with the miperintendent and other
sehopl officialsa.

SuneTioPsvens «Bs He atiends sducationel uestings,.

BUPETIOTes nenesds 8 holds nembershlpy and is active in proe
fessional ﬁ?g&ﬂiﬁ&%i@ﬁﬁ»

SuperioTe.csnaselie He reserves time for professionsl reoeding
and professional contects in order to promote
his own ifmprovement as well ﬁE that of the
sehool.

Be %ﬂ%rﬁwadrriauiar

Very sunarior..l. The priaogisal provides s ﬂﬁﬂil antivity
program that coeplements snd enriches the
ustal classroom setivities end develops
in the student body sttitudes and traits
whieh sre indicstive of good ocltizenship.



Vory supdrioTe«ls He mskes zha pleyground funotion. .
SuperioPessssesds H8 anpists with sehool clubs and or@anxﬁam'

tions.

uap%riﬁrt BEEEE +hs He snoourages athletics,
Ly Purentst orgaulizations

Yﬁrg ﬁayariaxtﬂl.

?ery BUpericTesie #8 seOUrCE Coopersti

VOry Superior..3s

The principal sesks @ use parents? Qﬁgﬁﬁm
izatious to the best advantege for the
education of the ?ﬁ?iiﬂ&

on of patrans,
Whatever other purpose these orgsnizations
Lty heave, the sducktion ond welfsre of the
sohool is always made the matter of first
importance.

Pe Communiiy

Very superiore.l. 1
Yery Eﬁ%@?iﬁft;ga

ﬁ?%r%@t LE 2SR 3 w:ét
SUpErioTesessnsbs
SuperioTessen nals
ERperiolesass erbs

AVOLELBesssnranTe

BUuperiolivenseeba

SUpeTioTrevessalie

The principsl essists in adtivities which
aaﬁ@ribute to community ismprovenent.

e is aetive in community organizations
%Rﬁh &8 churches, serviee elubs, and other
ggenties, but mot to sueh an extent as to
interfere with school efficiency.

The sehool bullding is zode svailable %o
the community for worthy puUrposes.

Ao Tfurnishes informoition sboud the sehool
to the yarents and coxpunity.

The @r&ﬁaipal evoperetes with otheyr spoiel

snd sdueetional sgencies of the compmnity

end nelps to coordizate &ll efforts tQ

promote the welfare of the community.

The principal provides for special ﬁﬁﬂaﬁiﬁﬁﬁ

88 educstlon week, book week, and Palher-son

bﬁﬁ%ﬁﬁt' for lnterpreilung the school to ﬁh& :
£+ Ca

gh@ achool hag one or more specisl visiting
deyes or night sessions Yo whieh it invites
ell parents of pupils Lo pbserve ithe repulay
clags work and pupll activities.

The principsl provides oceapions such &s
#xhivits and demonstrations to isterpret

the sehool %o the publie.

Programs and exercises gonuscted with gredus

ation are used a8 a means of interpreting
the sonool, 1% progrem and its needs io

the community,o®

411 of the items of the eriteria, with the exception of

3%ﬁapx@ﬁaatigﬁ of the iteme of the §rn§aa$ﬁ ariteris
sont Yo superintendcoenis, priucipals, and tsechers.
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 four, were given ranks of average or above, The four Liems
given renks helow average were: (1) the prineipal is respone
sible for pupils going %o snd frowm schoolj {2} he plens or
approves and supsrvises oll aspects of the traasportation
service; (3) he reports corporal punishmesnt to the superin-
tentsnt; snd (4) he reporis fire drills o the su ,z;@rmtmﬁwﬁu
The conelusion 4z that, with ths excepiion of thess four, all
of the items should bHe used in the oriteris for eveluatling the
administration of .?'m elementary schouls



CHAPTER 111

CRITERIA FOR EVALUATING THE ADMINISTRATION

A provlem facing every elementary school prineipal,
which may determine his success or failure, is the effective
orgenization of his duties. He is constantly in denger of
routine apd immedieste demands orowding out the more impor-
tant duties of his position. His greateatﬂyrateatien»againnt
thia danger 1s to undersgtand the many duties he 1ls expoeted
to perform, to know their relative importance, and continually
to evaluaete his work in the light of this knowieﬁge.

in order that the pripeipal mey eveluate his work end
gain a clear perspeetive of the relatlve luportance of the
dutics he is parfcrming to the duties that he should perform,

the follawing“e:iteria-are rﬁaamm@nﬁeﬁ.l

The Criteria
1. Supervisory duties
A. Demosratic and cooperative organization of the super-

visory program

lpersons who find thelr time so limited that they could
not possibly use all items of the criterie may be interested
in using only the items that were given a rank of superior or
very supericr. These items are preceded by an asterisk. How-
ever, & bettsr picture of the principal's adminisiration will
be obteined if all of the items im the eriteris are used.
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Organisation of the supervisory grogram ia eharacters

ized by the following prineliples:

*1.

g,

Frincipal and teschers undersitand thelr mutual
rala%ianshigﬁ and responsibvilities; sympathetie
upderstanding and good will sherscterize their
relavions. |

Prineipsl and teachers have arrived cooperatively
at an understunding of the educstionsl philose
ophy of the schopl, of ite purposes and objeos
tives, snd of & philosophy of supervision,
Prineigal and teashers together formuluie define
ite objectives for given tius psriods or under
takings snd well orgsaized plans of aeciivities
for sttaining these a%jéetivﬁs.

The teschers understand clesrly Yo wvhom they are
résconsiblie for thelir various duties apd are pot
viotins of conflieting cleims of suthority among

Funeriors,

B« Class mansgement

The elass panagement procedures include szueh activitiesn

ags the followinpg:

#1la
&
de

bo

The prinelpal suggestis how to improve diseipline.
Ho sssists leachers with thelr dally prosrase

He suggests how 1o orgsnles routine work.

He inspectis and recuvmpends chuanges in the physi-

gal equipuent of ths THOD.
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Ce Instructional

Instructionsl procedures laclude sugh activities as

the fellowing:

*la

*Ea

Lo

6.
7
e

g,
*10.

The prineipel ecounsels and slds teschers in
making work more efficient &ﬂﬁ glam&&a%..

He gives specisl attentlon to the proper induce
tlon of new taschers into the zcehool sod come
munity.

o discusses gounersl and syeeinl rethods of
teaching.

He sugpests hov %o conduel warious types of
lassong, |

Be puggests how o adapt meihads o individusl
differences.

He roeommends methods to lmprove study habits,
He sugpestis how 1o lmprove lesson plans.

it recosuends the proper remedisl work fur wouk
atudants,

filo edvises how to improve pupil sittitude.

He troins end dirscts teachers in the use of the
gourges of studya.

He provides £ﬁ§a§QMﬁaatratian tesching--by tescher
OF BUpArvisole-Lor iﬁéiviﬁﬁa&m OF &Touns.

e disgusses the tescher's ammial rating with k&r;
He studies and tries vo laprove squipment and

suppiies used in instructlon.
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*16+ Ho uees stenderd ﬁ@ﬁﬁﬁ'frﬁﬁly'&mﬁ PROPET Ly
their lizitations %@iﬁg xﬁéﬁgﬁiﬁﬁﬁ@‘
*1%, He provides for well pluaned experiventstion
an ssreful | testing snd evelustion. |
De Class visitetion |
*1. Wesded cmount of tize fs spent in supervision.
Be The prineijel eucourszes teschers to invite
visitation, o
*3, He regularly ohserves end sritisizes tenchisg
i & constructive mammers
*4¢ He mpkes studies and holds confercnces with
teashers on observationa, o
Se He keops records of oless inspectlon and 2okw
| ferences,
Ee Pupil adjustment
*1e The nrineipel gonfers with pupils regerding
Phelr difficuliing.
*2s He studles home condiiions of the puplilse
@ﬁg»ﬁﬁ sonfers with sarents f@g&?ﬁi&g pupilts work.
‘ﬁég 8o mekos pupll adjustment in o scisntific manney,
*5, He studiss the individuai smd sdjuste the sohoold
to hiz needs.
*€o He cooperates with teschers in detersining proe
sotions snd ln effsatine &ﬁjﬁﬁ%&ﬁﬁ%ﬁm
¥9. Hit makes studies of msledjustied puplls,

*g, He exsmines puplls fras tize to tice,
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O+ He exemines teachers' ssiimates of puplls.
*10« He ocarries ou & sikdilful guidance progeam.
¥» Stilmuletion of Prolessiopal Improvement

*le The priscipui holds teseher's weelings {or pro=
fessionsl study.

*Ze Ho sacourages iailtistive smong %aagh@rsa,'

*Se He orgauglizes teacher e&amit%é&s Tor work on
B0ho0k DIobLens.

“4e He gonfers with Veechers iadividuslily aund in
groups Tegarding problems of insiruetion and
pupil guldance.

*H. He sends oul rewGing sod selfebelp Liste.

6. He provides lox demounstration teuchiuge~by
teacher or supervisor--For individusls op EXGUDS

7. He arranges fox visitation by teuchers of other
Teachkors 1in the system or 1o other systems.

*B, He nhelps und encourages further prolessionel
s%dy and travel for toRghiers.

Ge Curriculum duties

*1a The prineipal supsrvises the school's progrem of
develypment end sdaptation of f$he currioulum spd
course of study.

*2, Genersl plans for a progresm of curriculum develop~
went snd sduptation ere exrefully and fooperae~
tively formulasted,

I, Administravive duties

he Pupll ooatrol and mansgement
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*i2,

135.
ide

&g

. The priscipal wids tsachers in Aiseiplining

pupilis.

- He holds conferences on discipline with parents,

teschars, znd pupils.

He uses cargar&i punishzent when £ll other methods
have felled or ia special caeses,

Fe witnesses corporal punishment.

He approves deteption perlods and oiber nethods
of punishnpent.

Eﬁ‘&ﬁmita ané properly clessiliss new students,
He exciudes puplile from sehool suspeeted of
iiliness.

He gives Tiyst sid when ﬁﬁ@é@ﬁ‘_

He spproves xeuses amd cheeks on pupil attonds
&ﬂ;&*

He stimulates attendsnce through spscial means.
He olds and stimulstes teachers and pupils in
building the proper sohosl spirit,

He provides for civie and charseter trsining for
puplis,. ‘ | ‘
e spproves children lesving school sarly.

He vooperates in the eare of indigent ghillidren.

PBe General ssnagenent

1&‘«’1*

Ine priaelipsl garefully snd perledioslly ipepseis

&1l parts of the sehool plant snd renorts needed

ehatiges, repairs, or updesirable conditions.
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ekﬁ

#G,

Fe inspsets he ﬁ@ﬁtiﬁg,lligktimg and vﬁﬂtii&%
tion, wnd suggesis desirsble changes.

fa im&?%ets the sanliary conditions of the
building and grounds.

He is responsible for dupege snd loss of school

propertiy.

“B& Inspects the srder srd neatnsss of the builde

ing and suggests noeled chenges,

He provides u plage and supervision for esrly

sErrivels.

he provides for sceeplsble lunch service fopp
puplls éﬁé tosohers. |

He is responsible for playpround supervisiol.
He sanforces rules sod reguletlons of {he Roard ﬂf

fduesiion.

e HS pernits oo sdvertising, vendors, salespen, or
’ B 3] st

solieltation of fusde in ithe aschoul.

He permits only soproved lectures, #motion pletures,

snd exhibits in the school,

He resivicis the use of the telephone.

He disnisses schcol according to scheduls except

upon Bpsclsl gecusions, ‘
Ha enforees rulee ond regulations o the locsal

asdl stete health departuent.

5. He carries out state and local reguletions a8 o

fire prevention and driil.



*16. He holds conferences with patrons aud the public.
*17. He prevents unnecessary interruption of the
sehool work.
*18, He a&pproves school visitors.
- *19, He aduinisters the assenbly and suditorium pros
grams with precislen apnd order.
*20, He is sctively instrumental in the development

sod use of a good librury.
*£l. He esmphasizes proper cere and the efficient use
4 sa§§11$s and all other school proveriy.
“BE. He participates ip the selection of teschers for
his stafr, | )
*g5, He provides for an aﬁaquata%guiﬁ&neﬁ~yrﬁgramm
*24. He direots the publie relations progrem of his
850ho0la
85« He ghecks cembership and attendance ragalarly
aguinst the sehool aaaanﬁ f&amrﬁsg
11l ﬁrgﬁaiﬁatiaﬁﬁl duties
*l. The prinsipal consults wilh the professionsl,
clerical, and cusiodial stalfs, organizes them,
assigns each member responsibility on the beris
of Tiiness, anﬁ invesis easoh wish commensurate
autbority.
*Zs Be iovites all staff pembers to participate in
plans Tor the iaprovement of ithe school program
or proeedures, particulsrly ihose phases whioch

coneern pariieulsr staflf wembers,.
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#%e In vonoultation with his cosvorkers, he forfmle
iates sehool policies on & long-tice Lasls.

4, fe egualizes, se far aa feanible, both the.
tesohing and nonetesabing losd ssaipned tesnchors
and smembérs of other stalls.

*He He systegatisally studies the school plant for
grsstar utilisation and wore sffoetive vaeg,

*$o He mekee sueh esreful nlsns that adwinistrative
ﬂ@ﬂﬁiﬁ@4ﬁyﬁﬁﬁéﬁfﬁﬁ; sueh as eheeking sitendance

agelinet sehool sensus, seheduling teoschore aud

pupile, and sehoduling apevial faciiitise, are
sarried out senothlys

*9, Ho formuletes a time seheduls thet reduces ‘
routine matiers to a sinismus and sllowe mexisus
time Tor professicusl duties, |

¥8. Ho properes & pood sehedule of classes end of
other sehool snd puril activities,

¥G« He provides for an sdeguste safotly DIOLIGGes
traffie sontrol, Tire drills, Tire %ﬁé‘ﬁﬁﬁiﬁﬁﬁﬁ
prevention, sud instruetion in ssfety ﬁé&&%ﬁ@&a

ﬁlu; ﬁ@ dirests Lhe gsroper spavetion of the pupil
aotivity progren and stimulates Taculily srowth
in the &bi&i%y’%@ spoasor pupll orgunizetions.

*1l. He provides for proper guldence orpunizetion.

18, e g?&?&ﬁé& for luaschroon %&g@r@iﬁiaﬁ.aaﬁ,aaﬁtwaxw'
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¥13. In copperetion with the trachesrs he nokes
necassary rulees and regulations for building

gantrol.

IVve Clorienl duties

se Suppliss apd repairs

*l. The prinecisel roguisitions, distributes snd is
responsinle for the care of supplies snd books.

¥Z. He checks and signe for books end supplies,

*3. He files en annusl estimete of regquired supplles
and books,

*4, e files inventories for sehsol property and
reguisitions needed renmirs,

S« He is responsible for the keys tuv the bullding.

Be. Reporis

*i. The principsl receives und ehecks data of reports.

*2. e furnlshes all reports requestsd by the super-
intondent.

*3« He reports frequently to his superiors regarding
the status and progress of the sehuol.

*46. He reporis on fees snd school Punds,

5. He reporis on pupil aitendance,

6. He mekes payroil raporis on teschers.

7« He reports ssrious mecidentis to tﬁe<supariﬂtan&&ﬁt;

8, He reports neney of non~-residentis.

2. H® notifiss parents and superintendent of suspen~

sion.
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*10. Be reports suspected truants to purents and
trunnt officer. |
*1l. He reports pupil transfers and tultion fees.
*18, He reports on the work of the teschers,
13. He reporis to the supeyrintendent on school funds,
C. Records

*1. The prineipal keeps all records regquested by
the superintandent.

“Z. He koeps records of punil attendance,

*%. He records teacher attendance.

*4. A complete pupil mecounting practice is supe
eessfully carried out.

5. He kesps dats on {ire arills.

*6, He keeps a record of petty sehool funds.

*7, He keeps date on ¢lsss inspection snd confery
6NCeS. |

B. Yo kaons a record of eontagion snd weccination.
3« He keaps Tiles on renrassainiive pupil*s work
and exssination papers,
*¥10. Ha requires all rscords to be wept scourately.
Ds ¥isosllaneous clerical duties.

*le The prineipal uses such time saving devices as
the telephone, bulletins, bulletin boerds,
student messengers, ot ceters,

*2. He checks and maintalns the office files,

Jd« e conducts correspondence,
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4« He yvegisters pew pupile,
*$. He direets the work of the school slerk.
Vo Uther duties of the priceipel
Le Trofesslonal

*L. %na principal attends moetings ¢alled by the
superintenients. |

*£. Le Gonl'ers with the superintendent and other
sehool officials,

"Fe He sttonds educaiionsl meetings.

*4, e holds mewbership and is aetive in profes-
slonal organizationa,.

“Ga. He reserves tius [or professionel reading
and professiocnal eontaets in owder to promote
his own improvement &s well as thai éf the
sehool,

B. Bxira~ecurriculor

*l. The priueigel provides s pupil seiivity program.
that complenonts and enriches the usual elesg-
room activities und develops in the student
body &ﬁﬁi%udaﬁ and tralts wihieh are indisative
of good ciltizesuship.

*Ls He pekes the playground functione

*5, he oscists with sehool olubs and organizations,

*4, He encoursges atuletlos.

Cs Parents® organizgiions
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The principel seeks to o parenis?t orguaizes-
tions to the best sdventage Tor the educatlon
af the pupils.

He seoures cooperation of pelrons.

‘batever other purpose these 0?@&513&%1&&%

puy heve, the educction apd welfave of the
pupils of the sehool is always nade the matter

of Tirst ilaporiance,.

De Conounity

1.

-

s

ﬂé'

o

fhe priascipal sssists in sctivities whieh con-
tribute to comumunily improvenent.

e is seciive iv eommmurity organizatlions sugh
a8 ¢hurches, service clubs, snd oiker sgenecles,
bat not to such an extent as to interfore with
a0hool ﬁﬁfieiaaéyg

The sehunol building is msde aveilable %o the

somuunity for worthy purposues.

He Jurcishes inforzevion shout the sshoonl to

the parents and community.

- The priseipal cooperaztes with other sogial and

sducationsl sgenciss of the community and helps
9 coordluatve gll offoris to prouois the wole
fare of the community.

Tue principsl provides for spesiazl oceasions

a8 oducstion wesk, book week, and Taihereson

banguet for 1ﬁtar§rﬁtiﬁ§vﬁh§vﬁéﬁﬁﬁl to the publice
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¥» The ssheol hos ons or moro spesiel visiting
daye or night seseions %o whieh it fmviter sll
perents of pupils to sbaerve Ihe repular oluass
work aod pupil setivities,

*Be The srincipal prevides scoagsions such &5 Gxhibe
its snd demonstretions to interpret the schuol
to the publle. |

#9s Propgrems snd esmmi@s soneceted with gredgation
are used us o meune of interprebing the scheel,
its propgrum wud 1%s needs to the ecommunity.

idministering the Cyiteris

Instructions for

The priseisal may desire o svalushe his oun wor

may oall in his supeviors, his teschers, 4 coumittes of aduins

isteators, or o ocombination of these awups, o 2id him.
The followisg Tive point rating seale is resommended for

- usy in waking the svaluatlions.

{B} Very saperior; She aciivity ie performed oy prow
vided for in s wery superior way.
| {4) superior; the astivity is performed or provided for
' in = superioy amy;

{8) averag:y the notivity izz% periorned or provided Tor
i B85 BVERBLS WaYe

{2) Interior; the aetivity is performed or provided fop
is an inferior weys
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{1} Very inferior; the wetivity is elther not performed
or 1s provided for in a very inferior way.

In order to obtain the greatest degres of wvalidity from
the evaluations it is important that the following interprete~
tions de underetood by persons evaluating the prineipals
{1) that the prims purpose of the prineipal in having his work
svaluated is tb improve the qualiﬁy.ef-werk he performs;

{2} that the evaluations are to be made in en impersonsl man-
nﬁrgg {&) that the principal may be limited in performing his
various duties by rules, regulstions, philosophy of the school
system, and the environment of the school and a@mmanityi"anﬁ
(4) that the items of the criteris are $o be interpreted in
the light of the best practices of school administration.

Persons evaluating the prinecipal should read earaf&ixy
and understand each item. Evaluations should then be made
in the light of personal opinion and judgment, using the
above rating scale.

Instruetions for Interpreting the Resulis of an Evaluation
After ell evaluations of the prineipal*s work have basn

21# is suggested, in the case of the teachers, that it
be understood that nemes will be omitted from the eriteria
when they are returned, Also, it 1s suggested that sonme
teacher volleet the criteria and return them to the prinei-
pels 1If these suggestions are followed, they should have &
tendeney to relieve the tescher's mind of any fear of reprosch
and thereby increase the velidity of the raiings given,
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returned to him, it is recommended that he study éarefully}
the individusl retinge given. To obtein a nore sccurate

- pleture of the way ia which he has perforamed his ﬁuti&s, it
is recommended that he total all of the seores and divide by
the number of persouns evalusting kLim, This will give the
average evaluative score., At this point it will be negessary
to interpret $he five point rating scale, since it is likely
that po item will bavgiven an average score of five, or a
rank of very superior. Therefore, for interpretation purw
poses, ihe five polul rating scale should be aivided into
five equal parts to determine the rank of the sgores. Table 23
gives the seale recommended for interpreting the rank of the

average of the asgores,

TABLE 23

RECCMMENDED INTERPRUTATION OF RATING SCALE FOR DETERVINING
THE RANK OF THE AVERAGE SCOHES

e = : == IR = ﬁ#zmﬁzﬁzmzmz

Rating 3ocale Agauﬁaﬁ avarage' o Inﬁ&rpratatien
, | evaluative sgore .- | e Lo

5 a v e w e " .4*5vt@ 5.0 Very superior

4 . .!..7 3.5 to 4.2 - | superior

< S 2.7 0 B4 | Aversge

2 ¢ ¢ v 0 » 1.9 to 2.8 Inferior

S LeQ to 1,8 Very inferior

Tue prineipai should make an intensive study of the



evaluations to determine the dsgree to which he is parforming
or neglecting bis duty. 2hould he stop at this poiat, the
supreme objective of evalusting his work will anot be wa&ii&&&*.
de muet study the duties that he is negleoling or overe
emphasizing to galn & clear perspsotive of their true impore
tance and to organize them for the lmprovenent of hisc adoine

iztraiion,
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APPBRHDIX

TiBLE 24

THE TER CERT OF THE TVENTY~FIVE SUPSRINTENDENTS, THE FIFTY
ELEMENTARY SCGHO0L PRINCIPALS, AND THE OHE HUNDRED
ELEMBNTARY SCHOOL TEACHERS THAT GAVE RACH ITEN
, - BaCH BATING
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The ten references used in Tseble £5 eve given below.
The numbers sorrespond with thasa.héed in the table.

1. Duties of School Frincipals, by P« Bes Jacobson and
We Co Reavis, | |

2. The Zlementery Sehool, Its Orgsnization and Adminisw

tration, by %. C., Reavis, F. H. rlerce, and E. H. Stullken,

3. EZlementary School Organization and Adminletration,
by Ho J. Otto. |
4« The Princeipsl and His School, by Z. P. Cubberley.

5, The administretion of an Dlementary School, by
he Ba Gist,

€+ Eiementary Sc.osi Grganizetion and Veunsgement, by
Js Hs Dougherty, 7. H,. Goyman, and . 4. Phillips.
7. Systemstizing the fork of School Pripcipals, by

Ke Eo Horgan and Ti. C. Cline.

8. sug&r?ialan‘gg the Elementery fehool, by €. R. Stone.

@. Ihe Zlesentary~School Primeipslehip, Seventh Yearbook

of the Department of Llementary~-Sshool Prineipsls, Hationsl
Education Associsiion.

10. The prinocipel and sdministration, Ninth Yearbook of

the Department of Blementary-Sehool Irinmeipels, National

Educction Assoeclation.
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