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CHAFTER I
INTRCDUCTION

Froblem of Study
The problem of this study is to demonstraste the use of
Wells's criterias for evalusting the administration of the
elementary school by evaluating the administration/of two

elementary school principals.

Limitations of the Study
This study is l1limited to the evalustion of the admin-
igtration of two elementary principsls in cone of the large
schoocl systenms in the State of Texss.
The schools snd principals wlll be known throughout
the study ss A and B, The principal of School A is Prin-

cipal A and the principal of School B 1s Principal B.

Source of Data
Before sny measurement of the administration of a prin-
cipal of any school can be undertaken, there must be eri-
teriea for use as measuring scales. In the summer of 1942,

G. Weldon Wells,l & graduste student at the North Texss

1. Weldon wells, "Criteria for Evsluating the Adminis-
tration of an Elementary School' (Unpublished Master's Thesis,
Dept. of Education, North Texas State Teachers College, 1942).

1
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Stete Teachers College, mede & study of criteria appliecable
for weasurlng the sdministration of an elementary school
principal, He based hils study on elementary school surveys
and on the litersture in the field of elementary edueantion,
As & result of the study, Wells formulated criteria to be
used g8 s standard of messurement in evaluating the adminis-
tration of elementary schools., The formulated eriteria
were divided into five divisions: supervisory dutiles,
organizational duties, adminlstrative dutles, clerical
duties, and other dutles,

Wells's criteria, which are shown in the Aprendix, were
uged a8 & standard of measurement In evalusting the admin-
istration of the two elementery prinecipals econsidered in
thls study. In the form of a questionnaire, the ecriteris
were used as a basls for gathering information on which the
conclusions were based,.

In the presentatlion of the data teken from the ques-
tionnaires, tables were used. Before sach table, s com-
plete iist of the items of the crilterls covering this one
vhase of the evaluation was given. Therefore, only the

number of the ltem appears in the stub of the table.

Method of Procedure
The study was in continuous prccess throughout the

school year of 1942-1943. The criteria were fashioned into
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a questiommalire, and this questionneire was taken Individ-
ually to the two elementary schocls for the teachers and the
administrators to use in making their evaluations. They
were asked to evaluate the administration of the principals
of the schools by marking each 1tem of the criteria, using
the following five-point scale:

(5) Very superilor; the aetivity is performed cor pro-

vided for in a very superior way.

{4) Supericr; the activityis performed or provided for
in a superior way.

(3) Averages the sctivity is performed or provided for
In an average way.
{2) Inferior; the activity is performed or provided
for in an Iinferior way.
(1) Very inferior; the asctivity is either not per-
formed or is provided for in a very inferior way.
Before the evaluation cf the administration of the
principals of the two elementary schools was begun, the prin-
¢lpals were consulted and their cooperation enlisted. They
were asked to evaluate thelr own work on the basis of the
eriterie or to hesve the teachers and the adwministrators of
the schools to do so. In each of the two schools studied,
the principel chose to have the evaluation mede by the
teachers and the adwinistrators of the school,
A fine degree of cooperaticn wes given by teschers, ad-
ministrators, and principels. Sixteen teachers in School 4,
fifteen teachers in School B, and two adminlistrators rated

the administration of the principals by the use of the cri-

teria In the questionnaire.
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How the Results of the Evaluastion
Were Presented

The data from these questionnaires, a c¢opy of which
forms the Appendix of this study, were then tabulated and

presented in tables.

Organization of the Study

The study was orgsnized into seven chapters. Chapter I
presents the problem of the study, limitations of the study,
source of data, method of procedure, and the organigzation
of the study. Chapter II presents the evaluation of the
sdministration of the supervisory duties of the prineipals.
Chapter IIT presents the evaluatlon of the administrative
duties of the principals. Chapter IV presents the svalua-
tion of the administration of the orgsnizational dutles of
the principals. Chapter V presents the evaluation of the
administration of the clerical duties of the two prineipals.
Chapter VI presents the evaluation of the administration of
other duties of the principals. Chapter VIT presents the
gummery table and the conclusions formulated from the

atudy.



CHAPTER IX

EVALUATIOR OF THE AIMINISTRATION CF THE SUPERVISORY
DUTIES OF THE TWO PRINCIPALS

In the evaluation of the administrstion in the two
elementary schools chosen for this study, the eriteris for
the measurement of the administration of sn elementary achool

i in 1942 were éhosen 28 a8 standsrd of

devised by Wells
measurement.,

For interpretative purposes, a five-polint rating scale
was also devised by Wells.® The following table gives an
explanation of this rating scale and the meaning of the

points assigned each prineipsl by the evaluators.

TABLE 1

RECOMMENDED INTERPRETATICN OF RATING SCALE FOR
DETERMINING THE RANK OF THE AVERAGE SCORES

e S S e s
Assumed Average

Rating Scale Evaluative Sigle Interpretation
Besrvnas 4.3 to 5.0 Very superior
Beueons 3.5 to 4.2 Superior
Besens 2.7 to 3.4 Average
Rernnan 1.9 to 2.6 Inferior
i 1.0 to 1.8 Very inferior
“Wells, op. cit., pp. 64-80. “Ibid.



Superviscry Duties

The following items of the criteris were used In evaelust-
ing the democratic and cooperative organizstion of the su-
pervisory progrem:

1. Prinecipal snd teachers understand theilr mutusl
relationsnips and responsibilities; sympathetic under-
standing and good will characterize their relation.

2. Frincipal and teachers have arrived ccopera-
tively st an understanding of the educational philosophy
of the school, of its purvose and objectives, snd of
e philosophy of supervision.

3., Principal and teachers together formulate
definite objectives for given time periods or under-
tekings and well orgenized plasns for activities for
attaining these objectives.

4. The teachers understand clearly to whom they
are responsible for their various duties and are not
victims of conflicting claims for authority awong
superiors,. o

Teble 2 presents the ratings gilven the principsls by
the teachers and the administrators,

In Sechoel A, sixteen teachers evaluated the adminis-
tration of the principal of their schocl on the demccratic
and cooperative organizstion of the supervisory program.

In Scheel B, fifteen teachers evaluated the administration
cf their principal on the ssme items. In Teble 2, these

ratings are reported under teachers' ratings in the tabula-
tion of the dete. The superintendent and the supervisor of
each school also rated the administration of the prinecipal

on these items,and these ratings are reported under the

91pbid., p. &5.



adminlstrators!' retings.

THE NUMBER OF TEACHERS THAT

IT

i

TABLE 2

e e B e b o e e e e e e

Teschers' Ratings

AND THE COMPOSITE

SSIGNED EACH RATING ON EACH

, THE NUMBER OF ADMINISTRATCRS THAT ASSIGNED

EACH RATING ON EACH ITEM,
RATTNG ASSIGNED EACH ITENM BY EACH GROUF

|

Administretors!'! Ratings

Composite Composite
Item
5143|121 51413
To~| Aver~|Fer To- |Aver-| Per
tel| age |Cent tal| age | Cent
Principal A
1., (10| 6 7414.62 | 92,5 | 10 5 100
2. 91 6|2 71i4.44 |88B.9 2 8 4 80
A 7186811 TO|4.38 |87.5 2 8 4 80
4.. 1121 3|1 7514.68 | 93.4 2 8| 4 80
Total | 38 |22 | 4 29014.53 |90.5 |2 6 54 14,25 85
Principal B
l1..111( 3|1 70(4.66 | 93.3 2 10 5 100
20 815111 65|4.33% | 86.6 2 8 4 80
TN 8|l 4|5 654,55 | 86.6 2 8 4 80
4.. (11|31 70|4.66 | 93,3 2 8 4 80
Total | 38 (15 | 6 | 1 270]4.60 | 90.0 2186 34 14.25 | 85




e

The eomposite rating was secured by multiplylng the
rating on the item by the number of teachers whec asgslgned
that reting and finding the sum of the products. For ex-
emple, in Table 2, ten teachers evalusted the administration
on item one, five, or a product of fifty, and six evalusted
item one as four, or a product of twenty-four. The sum 18
seventy~-four. Thus the composite score on item one 1is
seventy-four or an aversge of 4,62. The poszible composilte
rating on this item is eighty. The teschers assigned a
composite reting of seventy~four, or 92.5 per cent of the
possible composite rating. On each item the average com-
posite score was above 4.3, which is equivalent to a reting
of very superior. The average composite score of the ad-
ministrators is 4.25 or a rating of superior. If an average
composite score for all is found, it is high enough for a
rating of very superior.

An snalysis of the data in Table 2 indicates that in
both School A and School B, the majority of the teachers
rated the administrstion of their principal as very superior
in the democratic and cooperative organization of his school.
In School A, item two was rated as average by two teachers.
In Schocl B, the sdministration of the principel was rated
as average on items one, two, three, and four. One teacher
indicated thst she thought the administration of the school

had done inferior work when scored on item two. The
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guperintendent and the supervisor in esch sehool rated the
adieinistretion of the principel as very superior on item
one, and as superlior on items two, three, and four.

Concerning the need for supervisory administration,
the Commlitiee for the Study of Secondary School Standsrds
says:

Administration 1s necessary in order to co-
ordinate the educational program, the staff, and
the school plant, and to make all of them operate
effectively for the development of the pupils.

The administration, however, should be democratic and
based on the cooperation of teachers and principals. Melby5
says that 1t should not be necessary to point out the vital
relationship which exlists between educstlon and democraey.
Unless democracy 1s practiced in school asdministration,
there 1s no need of trying to teaech it to thechildren.

The most effective way to educate for demccraey is to make

both the school snd the sehoolroom democratie.

Cleas Manzgement
The following items of the eriteris were used in
evaluating the administration of the elass management pro-
cedures:

1. The principal suggests how to improve dis-
cipline.

éCoo;perative Study of Secondary School Standsrds,
Evalustive Criteria, p. 131.

SLrnest C. Melby, "The Teacher and Society,” First
Yesrbook of the John Dewey Soeciety, pp. 131-132.
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2. He assists teachers with thelr dsily program.
3. He inspects and recormends changes in the
physical equipment of the rooms.

4. He mskes studies and holds conferences with
teachers on observations.
5. He suggests how to organize routine work.

6. He keeps records of class inspections snd
conferences,

Table 5 shows the ratings given the administration of
the prinecipal by the teschers snd the administrators on
these items.

These deta indicate thaet the majority of the teachers
in Sechools A and B rated their principal ss very superior
or superior in his administrstion of class management. For
Frincipsal A, the composite ratings, out of & possible score
of 4BC, were 4213 the sverage composite rating was 4.39,
while the percentage wss 87.7. The administrators! ratings
of the administration of the principal showed & composlte
score of fifty-one out of & poszible score of glixty: the
average score was 4.25, and the percentage was elghty-five.
The teachers and sdministrators rated the adminlstrstlon
a3 very superior in clsss mansgement for School B. The
total composite ratings of the teachers were 368; the av-
erage was 4,08; while the percentage was 81.7. The sdmin-
jstration of class management in Schcol B wes rated some-
what lower than in School A. The administrators rated the
administrstion of c¢lass management in School A the zame sas

they rated it in School B.

Cwells, op. ¢it., p. 65.
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THE NUMBER OF TEACHERS THAT ASSIGHNED EACH EATING ON EACH
ITEM , THE NUMBER OF ADMINISTRATORS THAT ASSICNED
EACH RATING ON EACH ITEM, AND THE COMPOSITE

RATING ASSIGNED EACH ITEM BY EACH GROUP

Teachers' Ratings

Administrators' Ratings

Composlte Composite
Item
51 4] % |2 5] 4
To- |Aver~| Per To- | Aver-| Per
tal| age |Cent tal| age | Cent
Principsl A
1.. 719 71(4.43 | 88,7 | 2 1015.00 | 100
2.. | 11| 5 7514.68 |[93.7 | 1| 1 o14,50 S0
Gas gl 7 7314.56 |91.2 | 1] 1 914.50 Q0
4.. gl 8| 2 £84.256 | 85 2 814.00 80
5.. 5110 | 1 68|4.25 | 85 1 814.00 80
6. 4110 | 2 66(4.12 | 82,5 1 713,50 70
Total | 42149 | & 421 14.39 |87.7 | 8| B 5114.25 85
Principel B
1.. ] 10| 8| 2 6814.53 | 90.6 | 2 10(5.00 | 100
2. 71 6| 2 654.33% | 86,6 | 1| 1 914.50 90
B 4 813 6114.06 181,31 1 ©14,50 90
4.. 2] 81 4 54|3.60 | 72,0 2 814.00 BO
5.. 2110 | 3 5013.63 [ 78.6 |1 84,00 80
6,. 5110 | 2 6114.06 | 81.3 1 713,50 70
Total | £8| 45 [1.6 368(4.08 | 81.7 |6 & 51(4.25 85
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Concerning the function and value of the prinecipal in

the school's program cof class mmenagement, Cubberly says:

He must be able to direct and btuilld up the work
of apprentices and new teachers, to assist them in
making thelr progrems more sclentifically and to
nold helpful meetings with his teachers for the
planning and discussion of instruction and the in-
terpretation to them of the poliey of the school
system, The larger lines of poliey will probably
ve planned by the superintendent, or decided upon
in a conference, but upon the principsl rests the
responsibllity for the successful carrying into
practice of the ideals of the superintendent snd
the upbuilding of his own school,”’

According to the ratings glven the administrstion of

class management by the teachers snd the administrators,

the principals of the two evaluated schools performed thsir

obligations in elass management, in most instances, in a

satlsfactory manner; but there is room for improvement in

nany respects,

Pupil Adjustment

The following items of the eriteris were used in eval-

nating the administrstion of pupil adjustment procedures

in the supervisory program of the two elementary schools:

1. The principal confers with pupils regarding
their difficulties.

2. He studies home conditlions of the pupils.

5. He confers with parents regarding pupils' work.

4. He mskes pupil adjustment in a sstisfactory
mannmer.

5. He studies the individual and sdjusts the
school to his needs,

P.

"Elwood P. Cubberly, The Prineipal and His School,

44.
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6. He cooperates with teschers 1n determining
promotions =nd in effecting adjustments.
7. He makes studles of maladjusted pupils.
8. He examines puplls from time to time.
9. WHe examines teachers! estimates of pupils.
10. THe carries on a skillful guidanee program, B

Table 4 shows the ratings that the teschers and the ad-
ministrstors gave the ndministration of the principals on
pupil sdjuatment,

For Prinmcipal A, the composite score, out of a possible
score of 800, was 698, The average composite score was
4,36, while the composite percentage wss 87.2., For Prin-
cipal B, the teachers gave s composlte rating of 866 points
out of g possible 750. The composite gverare score was
4.44, and the percentage wes 88.8. The sverage composite
score given by the asdministrators was the same for both
rrincipals,

These date indicate that 1In the opinion of the teachers
and the administrators, the principals in Schools A and B
were performing thelr edministrative dutlies in pupll edjust-
ment in & satisfactory manner., However, reference to the
teble will show that & number of teachers rated the adminis-
tration of the principal ss average in his guldance program
end in conferences with varents. This would indicate that

there is room for improvement. Goodier and Miller say:

The aim of educatlion is to guide puplls in select~-
ing their attitudes end ametivites, to supply the

SWells, ov. cit., p. 66.
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TABLE 4

THE NUMBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH
ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITEM, AND THE CCMPOSITE

RATING ASSIGNED EACH ITEM BY EACH GROUP

i

v
i

s

Teachers! Ratings

SEES

Administrators! Retings

I

Composite Composite
Item
5| 41 3| 2 5| 4
To- | Aver-| Per To- | Aver-|Per-~
tal| age |Cent tal| age |Cent
Principsl A
1., 6| 8| 2 68(4.25 [ 85,0001 1 g |4.50 90
2.0 4110 2 664,12 B2.4 | 2 16 |5.00 | 100
3., 81 8 7214.50 |90.0 | 2 10 |5.00 |100
4.. 61 7|3 6714.18 |B83.6 | 2 10 {5.00 |1CO
5.. 8l 6| 2 7014.37 (87.4 (1 ]1 g |4.50 80
6.. 71712 69(4.31 |[85.2 1|1 ¢ 14.50 g0
7.. 8| 8 7214.50 | 90,0 2 8 |4.00 80
8.. 6110 70 (4.37 |87.4 2 8 |4.00 80
9. . 8| 8 7214.50 | 90,0 1l 7 |3.50 | 70
10.. 8l 8 7214.50 | 80.0 2 8 |14.00 80
Total | 69|80 |11 6E8|4.36 |87.25 ¢ 1O 88 | 4.4 a8
Frincipal B

1l.. 8| 6 6914.00 [80,0 |1 |1 9 [4.50 20
2.. 6|1 811 654,33 |86.6 | 1|1 9 14.506 | ©0
3.0 10| 5 T0(4.66 [93.5 1 7 |3.50 | 70
4.. 8| 4|3 654,33 |83.5 1l 7 13,50 | 70
5.. 8|7 6814.55 (91,0 | 2 1¢ | 5.00 | 100
6., €| 9 664,40 88,0 | 2 10 |5.00 | 100
7., 5 {10 65(4.55 [91.¢ |11 9 4,50 | 90
8.. 817 684,55 |91.0 1 7 [3.50 | 70
Do g 6 69 (4,00 |BC.O | 2 10 |5.00 | 100
10.. 41 81|53 61ll4.06 |81l,2 | 2 10 [5.00 | 100
Total | 73|70 | 7 666 14.44 ([ 88.8 11 | 6 88 4.4 88
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necessary knowledge, to offer the requisite training,
and to encourage them to do the desirsble things and
to refrain from doing the undesirable.

They continue thelr comment on the need for guidsnce
as follows:

Children sre no longer prepsred by native en-
dowment to choecse what is best for themselves and
find & useful place in society of which they are a
pert. Natural desires and impulses sre not a satis-
factory basis of cholice. The necesaslties of 1life
itself force us to the conclusion that guldence is
needed both for the individuel snd for the protec~
tion of soci&ty.'g

According to the ratlngs given by both the administratars
and the teachers, it would seem that the prinelpals could meke
some lmprovements in the administration of the guidance pro-

gram.

Stimulstion of FProfessional Improvement
The following ltems of the criteria were used in eval-
uating the principals' work in the stimulation of professicnal
Improvement in the supervisory program:

1. 7The prinecipal holds teschers' meetings for
professional study.

2. He encourages initiative asmong teachers.

3. He organizes teacher committeses for work on
scheool problems.

4. He confers with teschers Individually end in
groups regarding problems of instruction end pupill

guidance.
5. He sends out reading end self-help listas.
6. He provides for demonstration teaching -- by

teacher or supervisor -- for individuels or groups.

YF. T. Goodier end W. A. Miller, Administration of
Town and Village Schools, p. 53.

101p1d., p. 249.
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7. He arranges for visitations by teachers of
other teachers in the system or in other systems.
study and traves for tenchersciy | T Professional

Table & presents the ratings given the adrministration
of the prineipals in Schools A end B by the teachers and the
edministrators on the items listed above.

An anslysis of the data In Table 5 indicates that the
majorlty of the teachers in 8chools A and B rated the admin-
lstration of thelr principals as superior in their stimula-
tion of professional ideals, but there were a large number
of teachers who rated them only average. Principal A was
given thirty-two ratings as average, snd Principal B was
glven thirty-four. Out of a possible composite score of
640, Principal A received 506, whlle Principal P received
a composlte score of 488 out of g possible 600, The aver-
age composite score for the administration of Prinecipal A
given by the administrators was 3.87, and that of Prin-
elpal B was likewise 35.87. The composite percentasge rating
by the teachers for the stimulation of professional improve-
ment was 79.3 for Prineipal A and 81.0 for Principal B.

The sdministrstors' composite percentage rating for Prin-
eipal A was 77.5 and for Principal B, likewise 77.5
These data show that the prineipals are not ss alert

gnd progressive in the matter of guiding professional

11Wells, op. eit., p. 68,
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TABLE 5

THE NUMBER OF TEACHERS THAT ASSIGNED EACH RATTNG ON EACH

ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED

EACH RATING ON EACH ITEM, AND THE CONPOSITE
RATING ASSIGNED EACH ITEM BY EACH GRCUP

Teachers' Ratings

i
e —

Administrators' Ratings

Composite Composite
Item
51 413 € 51413121
To~| Aver-|Per To~ | Aver-| Per
tal| age |Cent tal| age |Cent
Prineipal A
1.. 5/ 813 664,12 (82.6 (1| 1 ¢ |4.50 | 90
2.. 4,715 633.85 (79.6 1] 1 9 |4.50 | S0
3. 61 8|3 633,85 ['76.8 2 8 |4.00 | 80
4.. 2110 | 4 62(3.87 |'77.5 2 8 |4.00 80
5.. 4|10 | 2 664.12 | 82.5 11 7 |3.8C | 70
6.. 6 6|3 83135.91 |79.8 111 7 13.50 | 70
7ee 5| 5|86 6313.91 [79.6 111 7 |13.50 | 70
8.. 21 8|6 603,16 |75.5 11 7 |3.80 | 70
Total | 34 |60 32 5C8|3.94 |[79.3 | 2|10 | 4 62 |3.87 | 77.5
Frincipal R
i.. 61 9 56(4.40 | 88.0 2 8 [4.00 | 80
2. 41 8|3 614,06 | 81.2 1]1 T 13.50 | 70
Ses 71216 61]4.086 1.2
4. . 4| 4|7 57 3.80 |76.0 2 8 {4.00 80
Ses 4| 318 5613.73 |74.6 i1 7 13.50 | 70
6., 6| 6|3 6314.20 [ 84.0 2 8 14.00 | 80
Tae 55|58 6014.00 | 80,00 1| 1 9 | 4.50 a0
8,.. 41 9|2 62|3.14 | 82.2 1)1 7 |3.80 | 70
Total | 40 |46 34 45614,05 | 81.0| 1|10 3 62 |3,87 | 77.5
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growth among the teachers as they are in other phases of

their administration.

Reeder says:

The person who directs sn organiszation or a de-
paertment makes it largely what it 4ia. If that per-
gson is not well quslified, his organization or de-
parément will never realize 1ts potentislities al-

though all_other conditlons for such realizaticn are
favorable. 12

Hampton also stresses the part that the prineipal can

and should play in improving the profesaional growth of his
teachers:

- Among the supervisocory duties that should reecive
more attention are demonstration and experimental
teaching aend the stimulation of professional study
smong teachers., Less time should probably be gilven
to observation and wore time should ecertainly be
used in the asnalysis of the teachlng observed and in
the training of tesachers to do better teaching.

Development of the Curriculum
The following items of the criterla were used in eval-

unating the administrstion of the curriculum duties of the

principals:

1. The principal supervises the schools! pro-

gram of development and adaptation of the eurrieuluvm
and course of study.

2. General plens for a program of currlculum
development snd adaptation are cooperatively formulated.l?

12%ard g. Reeder, Fundamentals of Public Sechool Admin-
istration, p. 39.

13wil1iem O. Lampton, "How Public Sehool Principsls Use
Their Time," The Elementary Schoocl Principalship, Seventh
Yearbook, DepE. oI Elementary School rrincipsls, ¥N. E. A., p. 188.

l4wells, op. cit., p. 68.
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Table & pregents the ratings given the administrstion

of the principals by thelr teachers and by the administrators.

These dats indicate that the majority of the teachers in

Schools A and B rated thelr prinecipsl as very superior or

superior in his administration of the curriculur duties.

TABLE 6

THE NUMBER OF TEACHERS THAT ASSTIGNED EACH RATING CON EACH

ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITE¥, AND THE COMPOSITE

RATING ASSIGNED EACH ITEM RBY EACH GROUP

H

o
e

o

I

Teachera' Ratings

e

Administretors' Ratings

i

Couposite Composite
Ttem
51 413|211 514|382

To~ | Aver-|Fer To- |[Aver~| Per
tal| age |[Cent tel| age |Cent

Principal 2
1.. 1 611 674,18 |83.6] 111 9 4.5 80
2.. 7| @ 7114.43 (88,8 2 10 |5.0 100
Total | 15]|15 | 1 13814.31 |86.2] 3|1 19 4.8 05

Frincipal B
1.. 61 5613 6514.20 | 88,0 2 10 |5.0 100
Cae 3518111 6214.13 |82.2 ]| 2 10 (5.0 100
Total | 11|14 |4 |1 125/ 4.16 | 88,3 |14 20 5.0 100
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For Principal A, the composite rating, cut of a possible
180, waaz 138. The average composite rating was 4.31, while
the percentage was 86,2, The administrators' ratings of
the administration of the principel was & composite score
of nineteen out of s possible score of twenty; the average
comwposite score was 4.8, while the percentage was ninety-
five. The teachers in School B gave the administrstion of
thelr principal a composite score of 125 out of g possible
150; the average composite score was 4.16, and the per-
centage was 88.3. The administrators gave the principsal
& very superiocr rating on his sdministration of the cur-
riculum duties.

The foregoing date indieate that, in the opinion of the

teachers snd the sdministrators, the principsls of the schools

evaeluated have carried out the administrastion of their cur-
rieuvlum duties In a satisfactory manner.
Ceswell and Cempbell says

Adequute curriculum development may be asccom-
plished enly through sssistance from many workers
and many fields of study. The entire teacher group
within the system mmst become sensitized to the need
for improvement of teachers, in bringing these varied
elements into sulteble relztionghips. This is the
task of curriculum development.

The ecurriculum 1s not a hard-snd-fast set of rules nor

e static course of study. For this reason it is very

15p0114s 1. Caswell and Doak S. Campbell Curriculum
Development, p. 69.
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necessary that the principal give adequate ettention to this
phase of the administration. The Committee on the Coopera-
tive Study of Secondary School Standards defines the cur-
riculum of the sehool and then state their reasons for sug-
gesting that constant adaptation and development are neces-~
SEry:

The curriculum msy be defined as all the experi-
ences which pupils have under the directicn of the
sehool; thus defined it includes both classroom and
extra classroom activities. . . .

Because change is universal, eonstant sdaptation
and development of the eurrieculum 1s neecesssry. This
should be a cooperative enterprise engaging all ataff
members, carried on under competent leadership, and
using all svailable resources.l6

Summary
Table 7 gives in summary form the composite ratings
assigned the asdministration of the principals by the teach-
ers snd administrators of the two schools included in this
study. The data indicste that, on the whole, the princi-
pals have performed their duties relative to supervision,
class management, pupil adjustment, stimulation of profes-
sional improvement, and the curriculum in = satlsfactary
menner., Weak points were the laek of stimulation of pro-~

fessional growth in the teschers and the slowness in the

formualation of gulidance progrems for the students.

lscooperative Study of Secondary School Stenderds,
op. ¢it., p. 31.
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TABLE 7

THE COMPCSITE SCORES RECEIVED BY BACH PRINCIPAL ON EACH
PHASE OF THE ADMINISTRATION OF THE SUPERVISORY DUTIES
WHEN RATED BY THE TEACHERS ARND THE ADMINISTRATORS

.
Teachers!? Administrators!
Composite Corposite
Score Soore

Phase Evaluasted

Score |Average | Score | Average

Prineipal A

Democratic and coopera-~
tive orgenization of
the school progrem...... 290 4.53 34 4.25
Class management...covvee.. 421 4.39 51 4.25
Pupll adjustment.......... 698 4,36 88 4,40
Stimulation of profes-
sional improvement...... 506 3.94 62 3. 87
Curriculum duties......... 138 4,31 1¢ 4.80
Total...... | 2,083 4.28 254 4.23

Principal B

Democratlie and coopera-
tive organization of

the school progreme..... 270 4,50 34 4.25
Class managerent. ...vceeee 368 4.08 51 4,25
Pupil adjustment...... ... 666 4,44 88 4,40
Stimulation of profes-

asional improvement...... 486 4,05 62 3. 87
Curricunlum duties..... ... 125 4,16 20 5.00

Total...... | 1,925 4.26 2585 4.25
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According to the ratings sssigned Prinecipal A, by the
teschers and administrators, he was wesk in arriving at an
understanding of the eduecational philosophy of the school
and its aims snd objectives., He should give more attention
and study to this phase of the administration.

Principal B should give more attention to securing
cleoser cooperstion with his teachers regarding the educa-
tional aims of the school, It is recommended that he in-
clude the teachers more in formulating the aims of the
school and the plans for aschieving these alms,

In the administration of ¢less management, 1t is
recommended that Prinelipal A devote more time to studv and
confererces with the teachers. He should endeavor to im-
prove his methods of keeping records of class inspectlons
and conferences,

It is recommended thet Principsl B devote more time
to all phases of the administration of cless management,
with particular reference to additionsl inspection of the
physical equipment of the school,

In the adminlstration of pupil adjustment, it is recom-
mended that Principal A consider ways in which he can im-
prove his conferences with pupils regaerding their diffi-
culties, arnd give more study to the home conditions of the
pupils. His administration of pupll adjustment should be

performed more satisfactorily, and he should give more
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thought to the study of the individual pupil.

Frincipael B should give more time to conferences with
parents regarding their ehildren in his school.

The ratings sssigned the principals by the teaghers
and the administrators in the administration of professional
Improvement indieate that both principals should give seri-
ous study to this phase of their gdministration,

Principal B, in the opinion of his teachers, was aver-
age in his administration of the school's program of develop-
ment and the adaptation of the currlculum to the needs of
the school and the community. It is recommended that he

attempt to improve his work in this respect.



CHAPTER III

EVALUATION OF THE ADMINISTRATION OF THE ADMINISTRATIVE
DUTIES OF THE TWO PRINCIPALS

Pupil Control and Management
In evaluating the administrative duties of the prin-
cipals In the two elemenbtary schools, the following cri-
teria were uvsed as a standard of measurement for pupil
control and management:

1, The principal alds teachers in diseiplining
pupils.
2. He holds conferences on discipline with parents
teachers, and puplls.
3. He uses corporal punisiment when all other
methods have falled or in speeclal ceses.
4. He witnesses corporal punishment.
5. He approves detentlion perlods snd other meth-
ods of punishment.
6. He admits and properly classifles new atudents.
7. He exeludes puplls from school suspested of
illness.
8. He gives first ald when needed,.
$. He approves excuses and cheeks on pupll at-
tendanee.
10. He stimulates attendance through special wmeans.
11. He aids and stimulates teachers and pupils in
building the proper school spirit.
12. He provides for civic and character training
for puplls.
13. Ue approves chlldrern lesving school early.
14, He cooperates in the esre of indigent children.

?

1

Table & presents the ratings whiech were given the

lwells, op. cit., p. 69.
25
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TABLE 8

THE NUMBER OF TEACHERS THAT ASSIGHNED EACH RATING ON EACH
ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITEM, AND THE CCMPOSITE

RATING ASSIGNED EACH ITEM BY EACH GROUP

Teachers' Ratings Administrators' Ratings
Composlte Composite
Jtem
5| 4|3 |2 5141 3
To- | Aver- Per To-~ |Aver~| Per
tal| age | Cent tal | age |Cent
Prineipal A
1.. 5110 | 1 684,256 | 85.0 | 2 10| 5.0 {100
24 41 81 4 644,00 | BC.O | 2 10| 5.0 | 100
3., &1 4] 6 64(4.00| 80,0 | 2 16| 5.0 [ 100
4, . 12 | 4 6013.75 | 75.0 | 2 16| 5.0 | 10C
S5.. 8l 8 7214.50 | 90.0 | 2 10| 5.0 100
6.. | 16 8015.00 (100,00 | 2 10| 5.0 |100
T..| 186 805,00 ]100.0 | 2 10| 5.0 | 100
8.. | 16 801(5.00 |100.0 | 2 10| 85,0 | 100
9. 8| 8 7214.50 | 90,0 | 2 10| 5.0 | 100
10.. 8| 8 72 |4.50 | 90.0 | 2 10| 5.0 | 100
11.. 81 8 8214.50 | 0.0 | 2 10| 5,0 | 100
i2.. 71811 7O |4.37 | 87.0 | 2 10| 5.0 | 100
13.. 8711 714,43 88.6 | 2 10| 5.0 | 100
14.. 9 7 7314.56 | 91,2 | 2 10| 5.0 {100
Total (119 |88 (17 99814, 45| 89.1 |28 140 | 5.0 | 100
Principal B
1.. 8| 7 6814.55| 91.0| 2 10| 3.0 | 100
2. 6| 51| 4 62 14.13 | 82.2| 2 10| 5.0 | 100
3. 71513 64(4.26| 85.2] 1|1 9| 4.3 |100
5.. 8|7 6814.55| 1.0 1|1 9| 4.5 90
S5.. 1 12| 3 7T24.80| 96,0 2 10| 5.0 80
6.. | 14} 1 744,93 98.6| 2 10| 5.0 | 100
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Teachers' Ratings Administrators! Hatings
Compoalte Composite
Item
504 3| 2 5|1 4| 3| 2

To-| Aver-| Per To~ |Aver- |Per

tal| age | Cent tal| age |[Cent

7..] 101 5 7014.66 | 93,2 1|1 Y| 4.50| 90
8..| 11| 4 71(4.73 | 95.4] 1| 1 o 4,50 €0
9. gl 6 694,60 |92.0] 1] 1 S| 4.50| 90
10.. g 8 72]4.80 | 96.0| 2 10| 5.00(100
11..] 10| & 7014.66 | 83.2| 2 10| 8.00(100
iz2..] 12] & 7214.80 | 96.0| 2 10| 5.,00|100
13.. 7| 8 674.46 | 89.2| 2 10| 5.00(100
14..] 10| B 7014.66 | 93.2]| 2 10| 5,00(100
Total [128 |72 7 049 (4.581 {90.3(23 | & 135 | 4.82(96.4

administration of the two principals of the schools by the

teachers and the sdministrators.

Out of a possible total

score of 1,120, the teachers gave the principsl in School A

a composite score of 998, an average composite score of

4. 45, or a percentage score of 89.1.

In School B the tezch-

ers geve administration of the prineipal 2 composite score

ol 94€ polnts out of a posgzible composite score of 1,050,

The average composite score was 4.51 =nd the percentage

score was 90,5.

In School A, the administrstion on the

whole wes rated very surerior by the administrators on each

item considered, snd in School B the average composite
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score was 4,82, while the percentage score wes 96.4. It is
evident that the edminlstrators thought thet the prinecipal
in 8S8chool B was not as efficlent In the administration of
pupll control snd menagement as was the Principal in School
A. However, both principels, according te the data, per-
formed satisfactorily thelr dutles in pupil control and
management.

Discipline, asecording to Cubberly,2 is one of the im-
rortant duties that confront a new principel in & school,
Foor teaching and instruction lacking spirit and vitality
are often the cause of poor dlscipline, Cubberly says:

The end and alm of school menagement end eon-~
trol should be to build in the school such an inter-
est in workeand good order that discipline, as such,
will be largely unneceassary. To shift young peo-
ple's ideals, by proper hendling, from mslicious
mischlef and general bad conduct to eonstructive
work for a common good and purpcse, is tc make them
feel that what they are doing 1s very importsnt, is
g wonderful service to them. It also contributes
much to making a school easier to control. Con-
atructive discipline, plenty of motivated school
work, good teseching, and playground organizstion and
inter-schocl games, organized pupil setivities, s
good greding and promotional plan, wise use of the
assembly period, employment of the puplls as lesdsrs,
the awakenling of school pride and loyal aspirit, the
development of some type of community service, and
the impress of the ideals and personality of strong
teachers and a capable prineipal -~ all these eon-
tribute as preventing measures for much attention
to discipline.?

Cubberly also states that the problem of seeuring good

ZCubberly, op. cit., p. 265.
5Ipid., pp. 260-281.
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prompt attendance in sehool on the part of the puplls

is one with which every prineipal has to desal.

e

Because irregular sttendsnce is such en im-
portant cause of retsrdation end ultimste elimination
from school, becsuse the irregular pupil becomes such
a drag on the c¢lass on account of what he has missed,
and because truaney and terdiness are bad hablits and
tend to undermine the diseipline and mworasls of the
school, it is important that the prineipsal glve esare-
ful attention to the matter of attendance., It is a
problem upon which he may essily be led to apend
much time: therefore it is important that he asys-
tematlize his procedure sc as to handle the work hoth
expeditiously and effectively.4

General Menagement
The following 1iems were used zs criteris in weasuring
administration of the principasls on general menegement:

1. The principal carefully and pericdically
inspects all parts of the school plent and reports
needed chenges, repalirs, and undesirable conditions.

2. He inspects the heating, iighting, ventila~
tion, and suggests desirabls changes.

3. He inspects the sanitary conditions of the
building and grounds.

4. He 1s responsible f'or damage and loss of
property. :

5. He inspecis the order snd the neatness of
the bullding and suggests needed changes.

8. He provides a plagce and supervision for early
arrivals,

7. He provides for acceptable lunch service for
puplils end teschers.

8. Ie 1s responsible for playroom supervision.

9. He enfcrces rules and regulastions for the
Beard of Edueatilon.

10. He permits no asdvertising, vendors, salesmen,
or solicitation of funds In the school.

11. He permits only approved lectures, weotion ple-
tures, and exhibits in the school.

12, He restricts the use of the teleprhone,

4104d., p. 246.
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1%3. He dismisses sehool according to schedule
except on special occasions.

14. ¥e enforces regulations of the loeal and
state health departments.

156, ¥e carries out gtate snd local regulstions
as to fire prevention anmd drlll.

16. He holds conferences with patrons end the
public.

17. He prevents unnecessary Interrurtion of tha
sehool work,

18, He sapproves sghool visltors.

19. He administers the assembly and auditorium
prozrams with precislon and order,

20, Fe is actively instrumental In the develop-
ment and use of 8 good library.

21. He emphasizes proper care and the efficlent
use of supplies snd all other school property.

22. He participstes in the selection of teachers
for his staff.

25. He provides for an sdequate guldance program.

24, He directs the public relations of the school,

25. He checks membership asnd attendsnce regularly
against the school census records.”

Table § presents the ratings glven the administrestion
of the principals by the teachers gnd the administrators in
the two elementary schools.

The dsta in Table ¢ indlecete that the principsls of
the two evalusted schools, in the opinicn of the teachera and
the adwminlstrators of the schools, sdministered thelr gen-
eral management duties in s highly satisfactory masnner., In
School A the principal recelved sn sverage rating on one
item by four teachers and an average rating on two items
by the administrstors. All the other ratings were superior
or very superior. In School B, although the patings dif-

fered, the average composite score was about the same as

Swells, op. eit., pp. 69-70,
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TABLE @

THE NUMBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH
ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITEM, AND THE CCOMPOSITE
RATING ASSIGNED EACH ITEM BY EACH GROUP

e e e o o
pussimes

Teachers! Ratings Administrators! Ratings
Composite Composite
Item
514|321 514|321
To- | Aver~| Per To~- |Aver-|Per
tal| age |Cent tal| age |Cent
Prineipal A
1.. g7 7314.56 | 91.2 | 2 10| 5.0 [100
Zen 81 8 7214.50 90,0 1|1 91 4.50) 90
Bea g7 7313.46 (91,211 G| 4.5 90
4.. 1 12| 4 7614.75 | 95,6 | 2 10! 5.0 100
5.. 4| 8 724.50 | 96.0 | 2 10| 5.0 100
5., 818 T214.50 | 90,0 1)1 71 3.5 70
7. 418 |4 €414,00 | 80,0 1)1 7] 3.5 | 70
8, . 8|8 7214.50 80,01 1|1 21 4.5 90
Q.. | 16 80|5.00 100 | 2 10| 5.0 100
10.. | 18 8015.0C | 100 2 10| 5,0 |100
11.. | 16 80|5.00 {160 | 2 10| 5.0 |100
12.. & 8 724,50 [ 90.011 |1 2| 4.5 S0
13.. | 16 80|5.00 | 100 2 10| 5.0 100
14.. | 18 8015.00 |100C | 2 16| 5.0 [100
15.. | 16 80(5.00 100 | 2 10| 5.0 |100
16.. | 18 8015.00 | 100 2 10| 5.0 100
17.. 8|8 7214.50 (80,011 91| 4.5 | ©0
18.. 818 7214.50 [90.0 111 9| 4.5 g0
1¢.. | 186 80(5.00 | 100 | 2 10| 5.0 {100
20.. | 18 805,00 | 100 2 10| 5.0 100
21.. 1} 16 801(5.00 {100 | 2 10| 5.0 [100
22.. 16 64 14,00 | 80.0 2 8| 4.0 | 80
23, . 18 6414.00 | 80,0 2 8| 4.0 80
24.. | 16 8015,.00 | 100 2 10| 5.0 |100
25, . 8| 8 7214.50 20,0 1|1 9| 4.5 90
Total |272 122 | 4 1860 (4.65 | 93.0 (35 |13 | 2 233 | 4.6 |92.4
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Teschers! Ratings Administrators' Ratings
Composite Composite
Tten
5l 4 |3 |21 5] 4
To- | Aver-| Per To~ |Aver-~| Per
tal| sge | Cent tal | age |Cent
Frincipal B
1l.. sl 7 6814.55 | 91.01] 1] 1 Q| 4.5 90
2..] 15 7515.00 | 100 2 10 | 5,0 | 100
3.. | 12| 3 72 14.80 | 96,0 2 10| 5.0 | 100
4..1] 14| 1 T414,83 | 96.6 | 2 10 | 5.0 | 100
5..1 15 7515,00 | 100 2 10 1 5,0 | 100
6.. 15 6014.00 | 80.0 2 B 4,0 80
7..1 10| 5 704.66 | 83,2 1] 1 G| 4.5 90
8. 81 5 |2 664,40 | 88.0 2 81| 4.0 80
9.. | 121 3 724,90 | 96,0 2 10 | 5.0 | 100
10.. 1 15 765156.00 | 100 P 10 | 5.0 | 1C0
1i.. | 15 75(5.00 | 100 2 1¢ | 5.0 | 100
12.. 817 66814.585 | 91,011 1 | 4.5 20
15.. 8|7 68814.55 | 21.0] 1| 1 9| 4,5 Q0
14.. 15 604,00 | 80.0 1 7| 3.5 70
15.. 1 14| 1 744,935 | 99.6 | 2 10 | 5.0 | 100
16.. 0 121 1 |2 7014,.66 | 95,2 | 2 10 | 5.0 | 100
17.. | 15 7615.00 | 100 2 10 | 5,0 | 100
18.. ] 16 755,00 | 100 2 10 | 8,0 | 100
1g..| 15 75(5.00 | 100 2 10 | 5.C | 100
20.. 4111 £414.26 185,211 1 91 4.5 90
21.. | 141 1 7414.93 | 9.6 | 2 10 | 5.0 | 100
22.. ] 156 7515.00 | 100 2 10 | 5.0 | 100
235. . 8|7 68(4.55 | 91.0 1l 71 3.5 70
o4,. | 18 7515.00 | 100 2 8| 4.0 80
25.. ] 15| 2 7514.686 | 97.2 | 2 1¢ | 5,0 | 100
Total 278 |81 | 4 1766 (4.70 | 94.2 35 |13 233 4.6 | 92.4
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that of Principel A. The average composite score given the
administration of the principal by the teachers in School A
was 4.65, while that for the sdminiatrstion of the prin-
cipal in School B was 4.70. 1In each school the average com-
rosite scores glven the administration by the edministrators
was 4.66.

Cubberly® says that the priniepal, even though the
school has an effieient janitor, should never teke chances
on things being properly done, but should make a daily
building Inspection. He should hsve some knowledge of edu-
cational hygiene and he should have 2 heslth and nutrition
survey and endeavor to provide an acceptable lunch service
for puplils and teaechers. Almack and Bursch stress the
safety and health responsibilities of the principal:

Of all the functions of the school, that of main-
taining and promoting the health and safeguarding the
child from accident 13 the most important. The wel-
fare of the group, the success of the individual, and
the attitude and spirit of the schoel are dependent to

a large degree upon the efficiency to whieh health and
sxfety are concerned.
Summary
Table 10 presents the summary of composite ratings

assigned the prineipals by the teachers and the adminis-

trators on the administration of pupll control and general

Scuvverly, op. cit., p. 220.

73. R, Almack and €. I. Rurseh, The Adminiatration and
Supervision of Consgolidated end Village Sehools, p. Z97.
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TABLE 10

THE CCHPOSITE SCORE3 RECEIVED BY EACH PRINCIPAL ON
EACH PHASE OF THE ADMINISTRATION CF THE
ADMINISTRATIVE DUTIES WHEN RATED BY THE

TEACHERS AND THRE ADMINISTRATCRS

Teachers'

Administrators!

Composite Compoaite
Phases Evaluated Seore Seore
Score | Average | Score | Average
Prineipal A
Fupll eontrol and man~
agenent. ceeve oo e 268 4,45 140 5.00
General mesrnagement..,...... | 1,860 4.65 253 4,66
Total...... . | 2,858 4.55 373 4.84
Principal B
Pupil contrel and man~
agemantc.l."I.G'll.bt..l 949 4‘51 155 4'82
Genersal management......... | 1,766 4.70 233 4.66
Total....... | 2,715 4.56 368 4,74

menagement.

factorily performed thelr duties.

The data indicate that both prineipsls satia-

In regard to the administrotion of pupll econtrol and

management, the principals recelved superior ratings in all

respects.
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1t 1s reconmended that Principal A give study as to
how he can improve the lunch service for teachers and pu-
pills.
Principal B should give more time to playroom super-

vision snd to conferences with the patrons of his school,



CHAPTER IV

EVALUATION OF THE ADMINISTRATION OF THE ORGANIZATIONAL
DUTIES OF THE TWO PRINCIPALS

In evaluating the adminlistrastion of the organizational
duties of the elementary school principal, the following
items of the criteria were used as a standard of measure-
ments

1, The principal consults with the professional,
elerical, and custodial staffs, organizes them, as-
slgns each mewber responsibility on the basls of fit-
ness, gnd invests each with commensurate euthority.

2. He invites all staff members to participate
in plans for the improvement of the school program
or proceaures, partleunlarly those phsses whieh con-
cern particular staff members.

3. 1In consultaticn with his co-workers, he formu-~
lates school policies on & long~-time basia,

4, He equalizes, as Tar asa possible, both the
teaching and non-teasching losd asssigned teachers and
cther members of the staff.

5. He systemstleally studies the school plant
for greafter utilization and more effective use.

6. He makes such careful plans thet administrative
routine procedures, such as checkling attendance against
sehool census, scheduling teachers and pupils, and
scheduling faclillities, are cerried out smoothly.

7. He formulates a time schedule that reduces
routine watters to a minlmumw and 2llows maximum btime
for professional duties,

&, He prepsres a good schedule of classes and of
other school and pupil activities.

9. He provides for an adeguate safety program --
traffic control, fire drills, fire and accident pre-
ventlon, and instruction in ssfety measures,

10. He direects the proper operation of the pupil

36
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activity program énd stimulates faculty growth in the
abillty to sponsor pupil organizations.

11, He provides for proper guldasnece organizations.

12. He provides for lunchroom supervision and
control, ’

13. In cooperation with the teachers he mskes
necessary rules end regulations for buillding eontrol.l

The data in Table 11 indicate thst in the opinion of
the teachers and the administratora, the prinecipals in the
two schools administered their work satisfactorlily; but
there were a large number of average ratings. In School A
the teschers gave the adminlistration eighty-two very superiar
ratings, ninety-one superior ratings, and thirty-four sver-
age ratings. In School B the very superior ratings given
by the teschers on the admlinistrestion of organizational
management totaled seventy-four, the supericr retings num-
bered eighty-eight, and the average ratings totaled thirty-
three. The administrators, in their estimate of the admin-
istration of the principals, did not uphold the teachers in
thelr judgments -- there were only three average ratings
glven the principal in Sehool A, and four average ratings
given the principal in School B,

The orgenizetional duties of a principsl sre very im-
portant. Donner defines school organizetion and stresses
its importance in the following excerpt:

School organigzation is the work of the school

superintendent for the system and of the principal
for the building. The organization poclicles for the

1Wells’ 92' Cit., pp. ‘71"72.
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THE KUMBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH
THAT ASSIGNED

AND THE COMPOSZITE
RATING ASSIGHNED EACH ITEM

ITEM , TEE NUMBER OF ADEINISTRATORS
EACH RATIHG OV EACH ITEM,

BY EACH GROUP

Teachers' Ratings Administrators' Ratings
Composite Composite
Item
5413|211 5 4] 3| 2
To-| Aver- Per To- |Aver-| Per
tal| age | Cent tal | age | Cent
Principal A
1.. 8l 513 6914.31 | 86.2 2 814,01 80.0
2.. 41 8| 4 6414.00 | 80.0] 1| 1 @1 4.5 | 90,0
.. 61 8|3 635,95 | 78.8 2 81 4,0 | 80.0
4.. 8| 8 724,50 | 90,0 1] 1 9 4.8 | 90.0
5.. T 51 4 674,18 | B3.6 111 71 3.5 |70.0
6.. 3| 8|8 823,87 | 77.4 2 8| 4.0 | 80,0
7. 5183 6614.12 | 82, 2 81 4.0 | 80.0
8.. 6| 61| 4 664,12 82,4 111 71 3.5 | 7C.0
g.. |78 694,31 | 86.2 2 81| 4.0 | 80.0
10.. 917 T514.56 | 91.2 2 8| 4.0 | 80.0
11.. 8|8 7214.50 | 0.0 2 21 4.0 | 80.0
i2.., 5171] 4 654,06 | 80,1 2 8| 4.0 | 80.0
15.. 61 8|2 6814.25 | 8b.0O 11 g1 4.5 | 90.0
Total | 82 |81 (34 87614.21 | 84.0| 221 | 3 10% | 4.0 | 80.0
Principal B

1l.. 8142 6714.46 | 89,2 1| 1 91 4.5 | 90.0
Z2.. 51911 64 14.26 | 85,2 2 84,0 | 80.0
3.. 6172 64 |4.26 | 85.2 2 8| 4.0 | 80.0
4.. 5182 634,20 | 84,0 111 71 3.5 | 70,0
5.. 17 6814.58 | 91,0 111 713.5 |7C.0
B.. 47| 4 601(4.0 80.0 2 8| 4.0 | 80,0
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PARIE 11 -~ Continued

o oo e s o o Y e el o b R A s T e e o R,
Teachers' Ratings Administrators! Ratings
Composite Composite
Ttem
5 4] 3| 2|1 5] 413 2|1

To- | Aver-| Per To~ |Aver- Per
tel| age | Cent tal| age | Cent
T..] 5| 8] 4 61(4.06 | 81,3 2 8| 4.0 | 80.0
8..| 5| & 4 6114.06 | 81,2 1)1 71 3.5 |7C.0
Q.. T 7 1 664,40 | 88,01 1| 1 9| 4.5 | 80.0
10..| 3| 6] 4 61|4.06 | 81.0] 1| 1 g| 4.5 | 90.0
11..] 5] 5] & 606 |4.00 | 80.0 11 71 3.5 |70.0
12..] 4) 8 2 634.2 84.0 2 8 4.0 | 80,0
15..] 5] 8] 2 6314.20 | 84.0 2 8| 4.0 | 80,0
Total| 74| 88|33 821(4.21 [B84.2| 3|16 | 4 103| 4.0 | 80,0

school plant must be worked out by these two individ-
uals, but the actual carrying out of these policies
cen be delegsted to olhers.:

Reavis, Pilerce, snd Stuliten savy:
The school cannot be administered successfully
by the principal working alone. He must secure the
whole~hearted cooyeration cf teschers, pupilse, and
asrents.3
The Committee for the Study of Secondary School Stand-

ards stresses the importance of the adrninistrstive head of

“arvin M. Donner, "The School Clerk: How to Make the
Office Effiecient,” The Trincipsl and Adminlstratlon, Hinth
Yearbook of the Department of Elementary Sechool Prineipals,
National Education Assoclation, p. 244.

3w, c. Reavis, Peul R. Plerce, and E., H. Stulken, The
Elerentary School, p. 31.
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the school in the following excerpb:

The gdministrative head is then the chief execu-
tive officer of the board of control. He shonld be
responsivle for the selectlion and assignment of all
school employees (the board confirming his selee-
ticns), for the business management of the school,
including school plant and egulpment, and for the
administration of the educatlonal progrem, including
supervision of instruction. This should regquire or-
ganization of resources, both msterial and personsls
delegetion of duties snd suthority: and supervision
of all delegated tasks and of all individusls to whom
suthority and responszibility are assigned. The bet-
ter the administrative personnel, the more efficlent
will be the organization snd management and the
grester the probsbllity of the sutcessful sttaimment
of the school's objectives, provided the personnel is
always mindful of the primasry function of the sehool
-« the development of 1Its pupils., Suecess should be
measured in terms of results, not of maehinery.4

Princlipal A was asslgned thirty-four average ratings
on his administration of the organizational duties ir his
school, while Principal B was assigned thirty-three sver-
ege ratings. It is recommended that each of these princi-
pals study these phases of his program and make an effort to
Improve them. No item was scored as very superior by all
of the teachers, and many of the items were scored as very

superior by not wore than forty per cent of the teschers.

QGOOperative Study of Seeondary School Standerds,
op. clt., p. 131.

o



CHAPTER V

EVALUATICN OF THE ADMINISTRATION OF THE
CLERTICAL DUTIES OF THE TWO PRINCIPALS

Supplies and Repairs

The following items of the criteria were used as a
standard 1n evaluating the administrstion of the prineipals
relative to their cleriecal duties:

1. The principal requisitions, distributes, and
is responsible for the care of supplies and books,

2. He checks and signs for books and supplies.

3. He files an annual estimate of required sup-
plies and books,

4, He filles Inventories for school property and
requisitions needed repsirs.

5. ¥e is responsible for the keys to the bullding.lt

Table 12 shows the ratings glven the prineipsls in the
schools by the teachers and the administrators on the above
items.

These data show that all the teschers in both schools
gave the administration of thelr principsls ratings of
either very superior or superior. The average composite
gecore for the principal in the administration of supplies
end repsirs in Sechool A was 4.58, while that for the prin-

cipal in School B was 4.45. The administrstors' ratings

lWeils, op. cit., p. 73.
41
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upheld those glven by the teachers. In School A, the average com-

posite score was 4.40, while that in School B was 4.20.

TABLE 12

THE NUKMBER OF TEACHERS THAT ASSIGNED EACH RATING CON EACH
ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSTGNED
EACH RATING ON EACH ITEM, AND THE COKPOSITE
RATING ASSIGNED EACH ITEM BY EACH GROUFP

Teachers' Ratings Administrators! Ratings
Composite Composite
Item
5/ 41321 5143 21
To~ | Aver-| Per To- |Aver~| Per
tal| age | Cent tal | age |Cent
Prinecipal A
l.. | 12| 4 764,75 | 95.5 | 2 10| 5.0 |100
2en 8 8 7T214.50 [ 80,0 11| 1 9| 4.5 20
Se 91 7 754.56 | 91.2 |1]1 9| 4.5 | 80
4. . 8, 8 7214.75 | 95.5 2 84,0 | 80
S5.. | 10| 8 T4|14.62 | B2.56 2 8| 4.0 80
Total | 47|33 367|4.58 | 90.2 | 4| 6 44 | 4.4 88
Frineclpal B

i1..] 1G] 5 7014.66 | 93,3 |1]|1 9| 4.5 90
2.. 8| 7 6814.55 | 91.0 |1 1 9| 4.5 90
Few 4111 64(4.13 | B2.2 P 81 4.0 80
4., 7| 8 674.46 | 89.2 2 8| 4.0 | 8
5., 5110 65(4.33 | B6.6 2 8| 4.0 80
Total | 54|41 B3414.45 | 89,0 |2 | 8 42 | 4.2 84
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In regard to the administration of supplies and repairs,
the principals met the requirements of the criterias snd are
performing their duties in secord with the oplnions of
writers and teachers in the field of elementary educsation.
When the schools were small, the principasl had few clerical
duties; bubt with the growth of the sechool systems his work
has ineresssd encrmously. Cubber1y2 gays that the rules and
regulations of boards of educstion commonly heold the prin-
cipal responsible for the ordering and eare of the needed
schocl supplies and the equipment of his school. The superin-
tendent of schools then usually holds the prineipal re-
sponasible, to some degree at least, for the economical and
proper use of the supplies. Merely looking after the dis-
tribution of these supplies does not end the principal’s
responsibllity; he must understand the use to which they
are to be put and must ald the teacher in securing the most
benefit from thew. This 1s borne out by the following ex-
cerpt from a publicstion of the National Education Associ&-
tion:
It is not sufficlent, however, merely te provide

a wealth of instructional meterials. Unless they are

wisely and skillfully used, such meterials may sctually

interfere with the enrichment of pupil experience.

They must be mede to serve the purpose of edueation

rather than of mere entertairment. They must become

Integral parts of significant learning experiences

rather than supplements to book learning of the tra-
ditional type. Admwinlstrators, supervisors, and

ZCubberly, op. eit., pp. 193-194.
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teachers have a Joint responsibility for msking these
tools of instruction effective.d

Reevis, Pilerce, and Stulken elaborate further on the
principalts responsibility in furnishing supplies:

The problem of securing the eritical reactions
of teachsrs to new books and work materlels merits
the gerious attention of the prineipal. Systematie

plans should be developed for distributing new
books and materialz to the teachers and securing
thelr evaluations.

Reports
The following items of the eriterla were used 1in measur-
ing the administration cf the principals relative to making
their reports:

1, The princlpal regelves and cheeks detae for
reportis,
2. He furnishes sll reports requested by the
superintendent.
4. He reports frequently to his superiors re-
garding the status and progress of the school.
4. He reports on fees and school funds,
5. He reports on puplil attendance.
6. He makes payroll reports on teachers.
7. He reports serious aecidents to the superin-
tendent,
8. He reports names of non-residents.
8. He notifles parents and superintendents of
suspension.
10. He reports suspected truants to parents and
truant officer.
11. He reports pupll transfers and tuition fees.
12. He reports on the work of the teachers.
13, He reports to the superintendent on school funds.®

SnEnrichment through Sehool Materlals snd Equipment," The
Elementary Principal, Eighteenth Yearbook, Department of Ele-~
mentary Sehool Principaels, Hationsl Education Association,

. 413.

4Reavis, Plerce, and Stulken, op. cit.,, p. 397.

SWells, op. cit., pp. 73-74.
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According to the data found in Tabdble 13, the princi-
vals performed the clerical duty of meking reports in a
highly sstisfactory maenner. The ratings of both the teach-
ers and the administrators for the principals were either
very superior or superior. There was not an average rat-
ing assigned. The average composite score for the prinei-
pal in School A given by the teacbers wes 4.25, while the
average composite score assigned by the administrators was
4.84. The same average composite scores for Schocl B were
4.86 and 4,76, respectively.

In this respect the principals were weeting require-
ments outlined in the criteris and in the literature in the
fleld of elementary educstlion. Reeder says:

Every school system which would bhe efficiently
administered must systematically collect, organize,
file, and use information which will show the ef-
ficiency of every process, If this informebtion is
to be readily available, numercus records must be
kept -~ records of teschers, jsnitors, prineipals,
supervisors, nurses, atitendance officers, main-
tengnce workmen, clerks, pupils, budgets, insurance
of builldings, school bendﬂ, current expenditures and
recelipts, internal acccuntes, books, supplies, and
equipment inventories.®

Cubberly has this comment:

Fromptness, punctuslity, courtesy, and respect
for authority are prime essentials in a sucoessful

prineipal. In the metter of reports and requisi-
tions certain prineipels are almost always late. . . .

6recder, op. cit., pp. B07-508.
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TABLE 13

THE NUMBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH
ITEM, THE NUNMBBR OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITEM, AND THE COMPOSITE
RATING ASSIGNED EACH ITEH RBY EACH GROUP

o e e e e et A A A ot R A Aot U e e ot ireimimi o s e
Teachers ! Ratings Administrators! Ratings
Composite Composite
Item
514|321 541321
To- | Aver-| Per To- |Aver-| Per
tal| age | Cent tal | age |[Cent

Frincipal A

i.. 818 T2 |4.50 | 0.0 1|1 01 4.5 Q0
2.. | 16 80(5.00 | 100 | 2 10| 5.0 | 100
3. 8,8 724.50 | 0.0 | 2 10| 5.0 | 100
4,. |16 8015.00 | 10C | 2 10| 5.0 | 100
5.. | 16 80(5.0C | 100 | 2 10} 8.0 | 100
6., | 16 805,00 | 100 | 2 10| 5.0 | 100
T7.. | 16 2015.00 | 100 2 10 | 5.0 | 100
8.. | 16 8C15.00 | 100 | 2 10| 5.0 | 100
9.. | 18 805,00 | 100G | 2 16 | 5.0 | 100
10.. 4 12 6814.25 | 85,0 2 8| 4.0 80
1i.. ] 16 8C15,00 | 100 | 2 10| 5.0 |10
1z.. g1 8 7214.50 | 90.0| 1|1 21 4.5 | 90
13.. | 16 80|5.00 | 100 | 2 10| 5.0 | 100
Total 172 |56 084 14.25 | 94.8 [22 | 4 126 | 4,84| 96.9
Principal P
1l.. 718 6714.46 | 89.2 |1 |1 g1 4.5 20
.. | 15 75156.00 | 100 | 2 10 | 5.0 | 100
3.. 817 68|4.55 | ¢1.C ] 1 |1 91| 4.5 80
4.. | 15 75]15.00 | 1006 | 2 10 | 5.0 | 1CC
5.. ] 158 755,00 | 100 2 10| 5.0 | 100
6.. | 15 7515.00 | 100 2 10 | 5,0 | 100
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TABIE 13 -~ gggyinugg

= et

Teachers' Retings Administrators' Ratings
Composite Composite
Item
514131211 543121

To-| Aver~| Fer To- |Aver-| Per
tal| age |Cent tal | age |Cent
7.+ 115 75(5.00 100 | 2 10| 5,0 |100
8.. 12| 3 7214.80 96,0 11 2| 4.5 90
9.. &l 7 68(4.55 |€1.0| 1|1 91 4.5 | 90
10.. | 156 7515.00 |100 | 2 10| 5.0 100
11.. | 15 7515.00 {1006 | 2 16| 5,0 |100
iz2.. | 12) 3 7214.80 96,0 2 8| 4.0 | 80
13.. | 15 75]5.00 |100 | 2 10| 5.0 [10C
Total [167 |28 47 14.86 |87.1 20| B 124 | 4.76|956.4

The delsy ig wholly unnecessary. The thing for
the principal to¢ do is to snticipate his work, snd
see to it that his teachers do the same. Often he
nust anticipate it for ther. The same prineiples so
frequently mentioned as mesns of saving time and ex-
pedit ing work, agplied to reports, will produce
similar results,

Records
The following ltems of the eriteris were used as a
standard of nmeasurement for evaluating the manner in which

the elementsry principals administered the keeping of records

in their schcols:

7Cubberly, op. cit., p. 205.



48

TARLE 14

THE NUMBER OF TEACHERS THAT ASSTGNED EACH RATING ON EACH
ITEY, THE WUMRER OF ADWINISTRATORS THAT ASSICGNED
EACH RATIWNG ON BACH ITENM, AND THE COWPOZITE
RATING ASSIGHED EACH ITEM BY EACH GRCUP

P i e
Teachers'! Ratings Administrators?! Ratings
Composite Composite
Item ,
S1 413|121 514 13 |2 |1
To- | Aver-| Fer To- [Aver-| Per
tal| age |Cent tal | age |Cent

Principal A

e
l.. | 16 80[5.0C 100 | 2 1C 5.0 | 100
2.. | 186 8015.00 |100 | 2 ic 5.0 100
3..1 186 80[5.60 | 100 2 10 5.0 | 100
4.. 16 6414.00 | 8C 2 8 4,0 | 80
5.. 186 64| 4,C0 g0 2 8 4.0 80
6.. | 16 8015.00 |10C | 2 1 5.0 100
7.. g 8 5613.50 | 70 2 8 4.0 80
B.. 8| 8 5613.50 | 70 2 8 4.0 86
9. 8| 8 563,50 70 2 8 4,0 80
1C.. 81 8 7214.50 80 141 9 4.5 | 90
Totel | 72 |64 |24 66814,30 [B86,0| ¢ 11 89 4.5 89
Frincipal B
l.. |15 7515,00 |10C | 2 10 5.0 | 100
2., | 15 75185.C0 |100C | 2 10 5.0 | 100
3.. 1101 5 704,66 gz | 2 10 5,0 | 100
4.. 4111 £414.25 85 1|1 2 | 4.5 o0
5.. 8| 7 6814.58 el 111 9 | 4.5 @0
6.. | 15 7515.00 [10C | 2 10 5.0 |10C
7.. ] 15 7515.00 [10C 2 10 5.0 | 160
8.. | 15 755,00 1060 P 10 8.0 | 100
9.. gl 7 684,50 o1 1)1 G 4.5 o0
10.. | 15 7515.00 |100 | 2 10 5.0 | 100
Total [120 |30 720 {4.80 g6 |17 |3 o7 4.8 | 97
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1. The principal keeps all records requested
by the superintendent,

2. He keeps all records of pupll sttendance.

3. He records teacher sttendance.

4. A complete pupll accounting practice is sue-
cessfully cerried outb.

5. He keepsg data on Fire drilils,

6. He keeps data on class inspreetion and con-
ferences,

7. He keeps a record of contagion and vacelinsg-
tion.

8. He keeps a record of petty sehool funds.

9. He keeps files on representative pupill's
work end exsmination papers,

10. He requires all records to be kept accurately.8

The data in Table 14 show that both the teachers and
the administrators rated the principals as very superior or
superior in their methods of adwinistering the sehool reoc-
ords. Out of a possible composlte score of 800 points,
the tesachers in School A gave the prineipal a score of 888,
end in School B the teanchers gave the prineipal = compeéite
score of 720 points cut of s possible 750. The adminis-
trators' ratings upheld those of the teachers in sll re-
spects. The prinelpels in the main, it asppears, sdminis-

tered the keeping of the records in a very superlor manner.

Miscellaneous Clerical Duties
The follewing items of the criteris were used as a
standserd in evsluating the mapner in which the principals

edministered their wiscellanecus clerieal duties:

8Wells, op. ¢it., p. 74.
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1. The principal uses such time-saving devices as
the telephone, bulletins, bulletin boards, student
messengers, et cetera.. -

2, He c¢hecks and maintains the office files,

3. He conducts correspondence.

4, WHe reglisters new pupils,

§. He directs the work of the school clerk,®

Teble 15 shows the ratings that the teachers and the

administrators assigned each principal on the above items.

TABLE 15

THE NUMBER (F TEACHERS THAT ASSIGNED EACH RATING ON EACH
ITEM, THE KUMPER OF ADMINISTRATORS THAT ASSIGNED
EACE RATING ON EACH ITEM, AND THE COMFOSITE
RATING ASSIGNED EACH ITEM BY EACH GROUF

Teachers' Ratings Administrators' Ratings
Composgite Composite
Ttem
S5 415 2]1 5| 43|21
To~ |Aver—-|Fer To~ |Aver-| FPer
tal| age |Cent tal | age |Cent
Frincipsl A

1.. (12| 4 764,95 |96.5 1] 1 @ 4.5 0
2.. | 14| 2 784,87 (97.4 1] 1 91! 4.5 90
3.. | 16 801(5.00 | 100 111 91 4.5 | 9C
4., | 16 BO|6,00 [10C | 2 16| 5.0 100
5.. | 16 805,00 | 100 e 1c | 5.0 {10¢C
Total | 74 | 6 38414,92 (98,5 7| 3 47 | 4.7 94

%%e1lls, op. cit., pp. 74-75.
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TABIE 15 -- Continued

Teachers'! Ratings

e SR ==

Administrators' Retings

Composite Composite
Item
5 31211 51 413|211
To~ | Aver-| Fer To- |Aver- | Per
tal| age |Cent tal| age |Cent
Frincipal B

1.. |18 755,00 1066 | 2 10 5.0 {100
2.. 115 755,00 1¢0 | 2 10 5.0 {100
B3.. | 15 7515.00 100 | 2 10 5.0 {100
4.. | 15 755,00 100 | 2 10 5.0 [100
5.. {158 7515.00 106 | 2 10 5.0 |1c0
Total | 75 375|5.0 160 Lo 50 5.0 |100

The data in Table

186 Indicate that, in the opinion of

the teschers snd the administrators, the principals were ad-

ministering their miscellaneous clerical duties in a highly

setisfactory manner.

In the case of School B, the teachers

and pdirinistrations gave the sdministration the waximum

number of polnts possible; in Sehool A the asverage composite

score glven the adrinistration by the teachers was 4.92,

while that given by the sdministrators was 4,7.
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Summary

TABLE 16

THE COMPOSITE SCORES RECEIVED BY EACH PRINCIPAL ON

LACH PHASE OF THE ADMINISTRATION OF THE
CLERICAL DUTIES WHEK RATED BY THE
TEACHERS AND THE ADMINISTRATORS

b S S S = e e =
Teachers'! Administrators!
Composlte Composite
Phase Bvaluated sSeore Seore
Score |Average| Score | Aversage
Frincipal A
Suprlies and repsirs...... 367 4,58 44 4,40
Reports...... .o irnninnne o84 | 4.25 126 4.84
belTo ok of o ¥ J 688 4.30 8¢ 4.50
Mise. elerical duties..... 394 4,92 47 4.7C
Total..., | 2,433 4,51 306 4.61
Frincipal B
Supplies and repairs...... 334 | 4.45 42 4,20
Reporta. ..o innrnennnses $47 4,86 124 4,78
RecgrdSo--.-..---..s.-.-,, 720 4&30 g‘? 4.80
¥Misc. clerical duties..... 375 5,00 50 5.00
Total.... | 2,378 4,70 313 4.69

Tatle 16 presents the summary composite ratings given
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the administration of the principals in performing their
duties relative to supplies and repasirs, reports, records,
and miscellanecus eclerical duties.
The data indicate that, on the whole, the administra-
tive work of the principals slong these lines was satisfac-

tory.



CHAPTER VI

EVALUATION CF THE ADMINISTRATION OF CTHER
DUTIES OF THE PRINCIPALS

Professional
The following Il1tems of the criteris were used as a
standard in evaluating the principals on the adminlstration
of other duties:

1. The principal attends meetings ealled by the
superintendent.

2. He confers with the superintendent and other
school officlals,

3. He attends educational weetings.

4. He holds membership and is active in profes-
sional organizations.

5. He reserves time for professional reading amd
professional contaects in order to promote his own im-
provement 28 well as that of the school.l

Table 17 presents the ratings sssigned the sdministra-
tion of the two elementary prinecipals by the teachers and
the adsinistrators. These data indicste that the prineci-
pals in both schools were very superior when rated on the
first two items of the ecriteria; but when rated on the mat-
ter of attendence at educstional meetings, merbership in

professional crgenizestions, and professional reading and

lwells, op. cit., p. 75.
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TABLE 17

THE NUWBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH
ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED
EACH RATING ON EACH ITEN, AND THE COMPOSITE

RATING ASSIGNED EACH ITEW¥ BY EACH GROUP

st

el

Teachers' Ratings

Administrstors! Ratings

—

Composite

Composite
Itenm
5l 4| 3 |2 51 4| 3

To- |Aver-| Per To- |Aver-| Per
tal| age | Cent tal| age | Cent

Prineipel A
l..] 16 8C| 5.0 |100 2 10 5.0 | 100
2.. | 16 80| 5.0 [ 100 2 10 5.0 | 100
3. . 8] 8 56| 3.5 Ay 171 7 3.5 70
4.. 16 48| 3.0 60 2 6 3,0 60
5.. 8| & 56| 3.5 TO 111 7 3.5 70
Total | 32|16 |32 320 | 4.0 80 4 |2 |4 40 4.0 80

Principal B
1.. 115 75| 5.0 |100 2 1¢ 5.0 |100
2.. | 15 75| 5.0 100 |2 10 5.0 {100
See g1 7 55| 3.5 66 2 8 4.0 80
4, . 4111 49 | 3.2 [60.1 2 & 4.0 80
5.. 2113 47 | 3.1 |58.6 1|1 7 .5 | 70
Total | 30 |14 |31 262 | 3.9 |78.7 |4 |5 |1 43 4.3 a6
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contacts, they did not score 80 high. The gverage com-
posite score given by both the teachers snd the adwinis-
trators to the principal in School A was 4.0, 1In School B
the average composlte score was 3.0,

These dete indicate thst the prinecipsls sstisfactorily
attend meetings ealled by the superintendent and other lo-
cal school officials, but that they do not glve sufficlent
time to other educationsl reetings and to professional con-
taets. These activitiles, secording to the professlonal
writers on the subject, are highly necessary. Reeder says:

The person who directs an organization or a de-
partuent mekes 1t largely whet 1t is. If thet per-
gon is not well-qualified, his orgsnization or de-
pertment will never reallze its potentialities al-
though all other conditions for such reslization
are favorable.?Z

Regerdless of the amount of tire a2 principal has spent
in school, he needs to contaet cother educators and to do a
greszt deal of professional reading. Education is not =
static process btut is continuslly changing snd developing
and the wise principal wlll keep sbresst of the tires and

well-Informed on all edvcastional changes,

Extra-curriecular
The following ltems of the c¢riteris were used in eval-
uating the principals on their administration of extra-

curricular activities:

2Reeder, op. c¢it., p. 39.
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1. The principal provides a pupil actlvity pro-
gram that complements and enriches the usual e¢lsss-
room activities and develops in the atudent body
attitudes gnd tralts which are indicetive of good
citizenship. "

2. He makes the playground function.

3. He asesists with school clubs and organiza-
tions.

4. He encourages sthleties.®

According to the data in Table 18, the prineipals, in
the opinion of the teachers and the adminlstrators, were
sdministering the extra-curricular activities of the
schocls in a very superior manner. OCut of g possible com-
posaite score of 320, the teachers in School A assigned a
composite scere of 282, and the administrstors assigned a
composite score of thirty-eight ocut of a possible fTorty.
Exactly the seme composlite scores were given the principal
in School R,

It 1s aspparent that the prinecipsls were effieient in
administering the extrs-curricular actlivities in their
schools., Within recent years there hes been added to the
reguler duties 0f the school prinelipal a relatively new but
Ineressingly lmportant group of duties or functions. These
Ineclude pleyground and sthletic activities of the pupils,
inter-school games end sports, parent-teacher associstions,

thrift c¢lubs, Scout work, and similar activities. C(Concern-

ing these new dutles or functions, Cubberly says:

SWells, op. cit., p. 75.



THE NUMBER OF TEACHERS THAT ASSIGHED EACH RATING ON EACH

TABLE 18

e
[#8]

ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGNED

EACH RATTING ON EACH ITEM, AND THE COMPOSITE
RATING ASSIGNED EACH ITEM BY EACH GROUP

Teachers! Ratings

Administrators' Ratings

Composite Composlte
Ttem -
5 413 |2 51| 4
To~| Aver-| Per To~ |Aver-| Fer
tal| =age | Cent tal| age |Cent
Prineipal A
1l.. 8| 8 72]14.50 | 80.0 | 2 10| 5.0 100
2., 4112 681 4.25 | 85.0 | 2 16| 5.0 {100
3.. | 10| 6 744,62 [92.5 1|1 gl 4.5 a0
4.. 4112 68|4.25 (85,0 1] 1 9| 4.5 Q0
Total | 26 |38 28214.40 |88.1 | 6| 2 38| 4.75| 95
Prineipal B
.. |[i2| 3 T214.80 |66.0C | 2 10| 5.0 (100
2.. 8|7 6814.50 [ 9C.0 [ 1|1 91 4.5 o0
.. |10 | & TO014.60 |93, 1111 9| 4.5 Q0
4.. |12 | & 7214,80 |96.0 | 2 10| 5.0 100
Total | 42 |18 28214.70 |%4.0 |6 | 2 38 | 4.75| 95
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All these new functions are becoming increasingly
important in building up s school and community spirilt
favorable tc good school work, and an gbility and a
willingness to back the schools snd the school pollcles
agalnst hostile attack. The proper encouragement and
guldance of such extra-school activities and intersats
require careful plenning, asnd the expenditure of much
time and energy on the pert of the school prinelpal,
tut the results achleved by such work are so frult-
ful that the time spent on them after 2ll glves large
returns.

Farents' Organizsetions

The following items of the criteria were used as a
standard for evasluating the principals!' use of the psrent-
teacher organizatlons in their elementary schools:

1. 9The principsl seeks to use parents! organiza-
tions to the best sdvantage for the educstion of the
puplls.

2. He secures cooperation of patrons,.

3., Whatever other purpose these organizations
may have, the educaetion and welfare of the pupils of
the school 1s always made the matter of first im-~
portance.?

Table 12 shows the ratings that the teachers and the
administrators assigned the principals on the above ltems.
These data indiceste that all of the teachers and the ad-
ministrators 1n both elementary schools geve their prin-
cipals ratings of very superior or superior as to their

work with the parent-tescher organizations in the schools.

Ko teamcher or asdministrator assligned sn average rating.

4Cubberly, op. cit., p. 45.

5%6113, op. eit,, p. 76.
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TABLE 1¢

THE NUMBER OF TEACHERS THAT ASSIGWED EACH RATING ON EACH
ITEM, THE NUMBER OF ADMINISTRATCORS THAT ASSIGNED
EACH RATING ON EACH ITEM, AND THE COMPOSITE
RATIEG ASSIGNED EACH ITEW RBY EACH GROUF

e e e it = S G e
Teachers' Ratings Administrators' Ratings
Composite Composite
Item »
514 (8|21 31413121
To- | Aver~| Per To-~ |Aver-| Per
tel| asge |Cent tal | age | Cent
Frineipal A
1.. gl 8 7214.50 (90.C | 2 10| 5,0 {100
2.. |10} 6 T414.62 |92.5 | ¢ 10} 5.0 | 100
&, 14| 2 7814.87 |66.2 | 2 10| 5.0 | 100
Total | 32 |16 c2414,.66 | 93.3 | 6 30| 5.0 100

Principal B

1.. 110} 5 70(4.66 |95.3 | 2 1¢| 5.0 |100C
2., |12 3 T2 |4.80 |96.0 | 2 10 5,0 | 100
S.. [1C | B 7C(4.66 |86.2 |2 10| 6,0 |1o0C
Total | 32 [15 212 14.70 [93.3 | 6 30| 5.0 |100

The average composite score, as rated by the teachers, was
4.66 1n Sehool A snd 4.70 in School B, The adwministrators
In both schools sssigned the principsl the maximum rating

on each item.
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According to the above data, the principals In the two
elementary schools are alert concerning the value of parent-
teacher associmtions, and are taking full advantage of the
opportunities presented to knit the school and the com-

munity closer together.

The Comrunity
The following ltems of the criterlis were used as s
standard of measurerent in evaluating the comrunity activi-
ties of the two principals in the elementary schoocls:

1. The principal assists in activities which
contribute to the community development.

2. He 13 active in community organizations such
a8 churches, service clubs, and other agencies, but
not te such an extent as to interfere with school ef-
ficiency.

3. The school building 1s made availsble to com-
rmunity for worthy purposes.

4. He furnishes Informetion about the school to
the parents and the community.

5. The principal cooperates with other sccial and
educational agencles of the community asnd helps to co-
ordinate ell efforts to promote the welfare of the com-
munity.

6. The principal works for special occasions as
education week, book week, and father-son banquet for
interpreting the school to the publiec.

7. The school has one or more special visiting
days or night sessicns to which it invites all parents
of pupils to observe the regular class work and pupll
activities.

8, The principal provides cccasions suech as ex-
hibits and deronstrations to interpret the scheool to
the publie.

9. Programs and exercises connected with gradua-
tlon are used as a means of interpreting the school,
its preograms and its needs to the community.

61pid., pp. 76-77.
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According to the data presented in Table 2C, the prin-~
cipals in the two elementary schools carried on the schools!
relationships with the cormunity in & superior wanner. 1In
8ehool A, from sixzteen teachers, the principal received a
total of sixty-four very superior ratings and a total of
seventy-eight superior ratings. In School B, from fifteen
teachers, the principal recelved = total of seventy-one
very superlor ratings and a2 total of sixty-three superior
retings. The administrators szssigned the principal in each
school & botal of ten very superior and six superior rat-
ings. There was not an sverage rating in the entire evalua-
ticn of the principals relative to their duties In connec-
tion with community activities.

In the opinion of the teachers and the adwinistrstors,
the principels in these schools were maintaining satisfac-
tory communlty relstionships. 1In this respeet they were
meeting the requirements that modern education has set up
for a successful principal. Formerly, the teacher or the
prineipal was not very much concerned with the comrunity
and neighborhcod interests, but the changes in scciety and
the complex living conditions have necessitated a change.
Today, in the opinion of writers in the field of elementary

education, the principal's success in his school work is

closely interwoven with the iInterest that he tskes in the
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TABLE 20

THE NUMBER OF TEACHERS THAT ASSIGNED EACH RATING ON EACH

ITEM, THE NUMBER OF ADMINISTRATORS THAT ASSIGHNED

EACH RATING COW EACH ITEM, AND THE CCMFOSITE
RATING ASSIGNED EACH ITEM BY EACH GROUFP

e ot st

o

- e
Teachers' Ratings Administrators! Ratings
Composite Composite
ITtem
51 4 |3 (2|1 514 32
To-| Aver-| Per To- | Aver-| Per
tal| age |Cent tal| age |Cent
Principal A
1.. 8| 8 7214.50 | 90,041 |1 9 |4.5 90
.. & (10 7014.38 |87.5 | 2 10 |5.0 100
3.. 4112 6814,25 85,011 |1 ¢ |4.5 a0
4.. 511 694,31 |86.2 |1 |1 9 4.5 o0
5.. 6 |10 704,38 | 87.5 | 2 10 5.0 |100
6.. | 12| 4 664,12 (82,4 |1 |1 9 (4.5 90
7. 16| 6 7414.62 |92.5 |1 |1 9 4.5 90
8.. 81 8 724,50 |9C. 011 9 14.5 @0
g, 719 71l4.4% | 88.6 | 2 10 |B.0 | 100
Total | 64 |78 632 14.39 87,7 12 | 6 B4 |4.66 | 93.3
Frincipel B
1.. 718 674.46 |82.2 |1 |1 9 (4.5 90
2.. 12| 3 724,80 [¢6.0 111 9 4.5 o0
.. e 7 684,55 |81.0 | 2 10 5.0 100
4.. &1 9 664,40 (88,01 |1 9 14,5 80
Sa. 411 6414.26 |85.2 1|1 9 (4.5 90
6,. 12| 3 6214.13 | B2.2 | 2 e (5.0 | 100
7. 9| 6 694.60 |92.0 | 2 10 |5.0 100
8. 5 {10 65(4.33 |86.6 | 1|1 9 4.5 90
9.. 8|7 68|4.55 (91,01 (1 9 4.5 90
Total | 71 |63 601|4.16 | 89.C |12 | 6 84 [4.66 | 93.3
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pupils?! outslde interests and in the interest of his com-
munity as well. ¥cKown says:

An individual lives in s physical, soecisl, ethieal,
emotional, and spiritual relationship as well as men-
tal, and without s sultable training in all of these
he is as incomplete, uaelegs, and ludicrous sg& an suto-
mobile with parts missing.’

Defenbaugh and WMuerman have this eomment:

One of the ilmportant functions of a village school
principal 1s tc be a leader in the improvement of edu-
cational conditions. . . , The prinecipal of the scheol
district, whether 1t embraces the village or the en-
tire community, should be more than a pedagogue. He
should be an educator in every sense of the term, &
comrunity leader, not a follower, =z guide, settlng up
ideals of acccmplishment.a

Summary

Table 21 presents the summary compcesite ratings assigned
the principals in the administration of professional, extra-
currlicular activities, parents' organizations, and community
duties. These dats Indicate that the principals performed
satisfactory work in these respective fields.

In the adrinistration of professional duties, both
prineipals should give more time to educetional meetings,
and to professional readings and conbacts. They should also

be more active in professional orgenizations.

Principal A and Principal B, in the opinion of their

7H. C. McKown, Home Room Guidance, p. 5.

Bw. sS. Defenbaugh and J. C. Muerman, Adminlstration
and Supervision of Village Schools, pp. 25-Z6.
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TABLE 21

THE COMPOSITE SCORES RECEIVED BY EACH PRINCIPAL ON
EACH PHASE OF THE ADMINISTRATION OF OTHER DUTTES
WHEN RATED BY THE TEACHERS ANWD THE
ADVINTSTRATORS

Teachers! Administrators!
Composite Conmposite
Pheses Evaluated Seore Score
Score | Average | Score | Aversge
Prineipal A
PPOfGSBiOH&l..-...-.-.--.- 320 4’Q 40 400
Extra-curricular......... . 282 4.4 38 4,75
Parents' orgaenizations.... 224 4.66 30 4.0
Communibty..oveneeven.., o v 632 4.39 84 4.66
Total....... | 1,458 4,38 1¢2 4.6
Frincipal B
PrgfassionallC..."Ill.’.' ng 5098 45 4.3
Extra-curricular....c.e.ee 282 4,7 38 4.75
Parenta'’® organizations.... 212 4,7 30 5.0
Compunity.ceaeeasns ereuc e 601 4.16 84 4,66
Total..... 1,394 4,38 165 4.67

teachers and administrators, performed satisfactory work in

the sdrinistration of extra-curricular asctivities.



CHAPTER VII
CORCLUSIONS

The findings of this study are surmmarized in Table 22,
whieh presents the total composlte scores and the average
scores for each phase of the administrstion evaluated,

These date ghow that the adwinilstration of Principal A,
on all phases of his administrative duties, when rated by
his teachers, recelved a grand total composite seore of
9,408 out of a possible 10,880, or an average composite
score of 4.35 out of = possible five. These data show also
that the administration of Principal R, on all phases of
his administrative duties, when rated by hls teachers, re-
ceived n grand totel composite score of 9,231 out of a pos-
sible 10,200, or an average composite score of 4.46 out of
a poassible five.

However, when the data are broken down and considered
separately, there are scme definite conclusions forwed which
apply to particular items of the evaluation. These specifle
conclusions are:

The principals, on the whole, were given a very high
rating on the items for democratic and cooperative organiza-

tion of the supervisory program. However, one Leacher

66
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TABLE 22

THE FOSSIBLE COMPOSITE SCORES AND THE GRAND TOTAL
COMPOSITE SCORES RECEIVED BY EACH PRINCIPAL OX
THE DIFFERENT PHASES OF HIS ADMIKISTRATIVE
DUTIES WHEN RATED BY THE TEACHERS
AND THE ADMINISTRATORS

o e e i s el
Composite Teachers! Composite Administrators!
Phases of Ratings Ratings
Duties
Evaluated Posaible Possible
Score Score | Aversge | Sscore Seore | Average

Principal A

Supervisory.. | 2,400 2,053 4,28 300 254 | 4.23
Adminis-

trative.,.. | 3,120 2,858 4.41 390 373 | 4.84
Organiza-

tlonal..... | 1,040 876 4.21 230 103 | 4.00
Clerical..... | 2,640 2,433 4.51 330 306 | 4,61
Other......,. | 1,680 1,458 4,38 210 192 | 4.61

Total.... | 10,880 | 9,678 | 4.35 | 1,460 | 1,228 | 4.03

Principal B

Supervisory.. | 2,250 1,915 4,26 00 2585 | 4,925
Adminis-

trative,... 2,928 2,715 4,67 390 368 4.74
Organiga-~

tionel..... Q75 821 4,21 230 103 4,00
Clerical..... 2,475 2,376 4,70 330 313 4,69
Other....cc... 1,875 1,394 4.38 21¢ 165 4.67

Total.... | 10,200 | 9,221 4.46 | 1,460 |1,234 | 4.44
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rated Principal B as inferior, especislly in formulating
definlte objectives and well-organized plans for activi-
ties to attain these objectives.

In the administrstion of clesss mansgerwent, the majority
of the teachers rated the prinecipsls as superior in their
administration, but a number indicated that they felt the
principal performed his duties in certaln respects in only
an aversge menner.

The teachers and the administrstors in the evaluated
schools Indicated that they thought the work of the prin-
cipals in clegs management was satisfactory. In some in-
steances teachers indicated that they thought in certain re-
spects the work of the principal was mverage, but no in-
ferior rating wss given.

In the stimulation of professional improvement, s
large number of the teachers indicated that the principals’
administration, in this respect, was only averasge. Four
average ratings were also given by the administrétors.

The curriculum duties of the principals in the eval-
uated schools were given a satisfactory rating by the ad-
ministrators. The majority of the teachers rated the prin-
cipals as superior or very superior, but there were some
average ratings, and one teacher gave the principsl an in-
ferior rating on some items. 8ince the administrstors of

the schcol rated the prinpipal ag superior in hls work with
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the curriculum, the inference 1s that the teacher's rating
wzs influenced by her own personal anlmms.

In pupll cantrol and management, the majority of the
teachers gave the principals a rating of very superior.
There were few gverage ratings. Poth administrstors reted
the principal as very superior in each item.

On general managerent, the principsals were given a
rating of very superior or superior by the teschers. How-
ever, the administrators' ratings were not quite so high,
ar<l & number of these were superior. There were no inferior
ratings.

In the performance of their organizational duties, the
principals of the two elementary schools studied were rated
a8 very superlor, superior, snd average, The first two
retings were sbout equslly divided, and there were a num-
ber of average rstings. The adninistrators, however, did
not give elther principal a single average rating on the
entire list of items on organizationel duties.

In the administration of clerical duties, all teachers
and administrators geve the principales high ratings in
their administration of supplies and repalrs, the making
of reports, and miscellaneous clerical duties. ©No in-
ferior ratings were given.

The teachers and the administrators indicsted by their

ratings of the principals that they thought the principals
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were dolng satisfactory work in the adwinistration of their
cther duties. There were no aversge retings given.

The general conelusion resched from this study is
that the prineipals of the two slementary schocls met the
requirenents of the criteria to a very satisfactory degres.
They appeared to be, in the opinion of their co-workers,
capable, efficlent, slert, and prcfessionally competent to
carry on their teaching actlvities. However, as indiceted
elsewhere in this study, there 1s room for each principsl
to improve the efficiency of hils administrstion in many re-~
speects.

it should be remewbered that these evaluatlions have
been made on the basls of Wells's eriteria. It appears that
the evaluations of the principals! administration are a 1it-
tle high. The majorlty ol the principsls do not give su-
perior service in all respects. The conclusion, then, is
that while Wells's criteria lend themselves creditably well
a8 a standard of weasurement, there is not enough latitude
in the range of possible scores on each item. That is, the
rating scale 1s too narrow, and should be widened in range.
The following rating scale i3 recommended in lleu of the

one that Wells formwulated:
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TABLE 23

RECOMMENDED RATING SCALE FOR DETERMINING
THE RANK OF THE AVERAGE SCCRES

Ratlng Secale

Assumed Average
Evaluative Scale

Interpretation

8.2 to 9.0
7.3 to 8,1
G.4 to 7.2
5.5 to 6.3
4.8 to 5.4
3.7 to 4.8
2.8 to 3.6
1.9 to 2,7
1.0 o 1.8

Very superior
Superior
Very good
Good

Average

Foor

Very poor
Inferior
Very inferior




APPENDIX

Criteria for Evalusting the Administratlon

of the Elementary Schooll

A problem facing every elementary school principal,
which mey determine his success or fallure, 1s the effective
organization of his duties. He is constantly in danger of
routine and immedliate demands erowding out the more im-
portant duties of his position. His greateat proteetlon
against this denger is to understand the many dutles he is
expected to perform, to know their relative importance,
and continually to evaluste his work in the light of this
knowledge.

In order that the principal msy evaluate his work and
gain a clear perspective of the relative Importance of the
duties he 1s performing to the duties that he shouvld perform,
the following criteria are recommended:

I. Supervisory duties

k. Democratic and cooperative organigation of the super-
visory program

Organization of the supervigory progrsr las charac-
teriged by the following prineiples:

1. Frincipal and teachers understand their mutual
relationships and responsibilities; sympathetic
understanding end goof will characterize theilr
relations,

2. Principal and teachers have arrived coopera-
tively at an understanding of the educational
philesophy of the school, of its purposes and
objeetives, snd of a philosophy of supervision,

3. Princlpal and teachers together formulate defl-
nite objectlves for given time pericds or un-
dertakings and well-organized plans of asctivi-
tieg for sttaining these objectives.

lwells, op. cit., pp. 64-78.

ot
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The bteachers understand eclearly to whom they
are responsible for their verious dutles and
are not victims of conflieting ¢laims of
authority among superiors.

Class monagement

The cless menagerment procedures ineclude such ac-
tivities as the following:

1. The principal suggests how to improve dis-
cipline.

2. He asslsts teachers with thelr daily program.

3. He glves suggestions on how to organize routine
work. , .

4. He inspects and recommends changes in the phys-
leal equipment of the room.

Instructional

Tnstructional procedures inelude such activities
ag the following: »

1.

i2.

13.

The principal counsels and aids teeschers in
meking work more efficlient and pleasant.

He gives speclial sttention to the proper in-
duction of new teachers into the school and
community.

He discusses general and special methods of
teaching.

He suggests how to conduet various types of
lessons.

He suggests how to adapt methods to individ-
ual differences.

He recommends methods to improve study hablts,
He suggests how to improve lesson plans,

He recormends the proper remedisl work for
weak students.

. He advises how to Improve pupll attitude.

He trsins snd directs teachers In the use of
the courses of study.

He provides for demonstratlion teaching -- by
teacher cr supervisor, -- for individuals or
groups.

He discusses the tescher's snrmsl rating
with her.

He studles and tries to Improve equirment and
supplies used in instruction.
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15.

D. Class

1.
2.

Se
4.
5.

7.
8‘
Y.
10.

T4

He uses standard btests freely and properly --
thelr limitations being recognized.
He provides for well planned experimentation
and careful testing and evalustion,

visitation

Needed amount of time 1s spent in supervision.
The principal encourages teachers to invite
visitation.

He regularly observes and erdticizes teaching
in & constructive manner,

He makes studies and holds eonferences with
teachers on obssrvations.

He keeps records of class inspectlion and con-
ferences.

adjustment

The principal confers with pupils regarding
their difficulties.

He studles home conditions of the pupils.

He confers with parents regarding pupils'! work.
He makes pupll sdjustment in = scientifiec man-
ner’

He studies the individual and adjusts the
school to his needs.

He cooperates wlth teachers in determining
promotions and in effecting sdjustwents.

He makes studles of maladjusted pupils.

He examines pupils from time to time.

He exsmines teachers' estimates of pupils.

He carrles on a skillful guldance program.

F. Stimulstion of professional improvement.,

1'

2‘
3.

4.

5.
6.

The prinelpal holds teachers' meetings for
professional study.

He encourages initlative among teachers.

He organizes tescher committees for work on
school problams.

He confers wlth teachers individuslly and in
groups regarding problems of instruction and
pupil guildance.

He sends out reading and self-help lists,

He provides for deronstration teaching -- by
teacher or supervisor -- for individuals or
groups.
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Y. He arranges for visitstion by teachers of
other teachers In the aystem or in other
systems.

8. He helps and encourages further professional
study and travel for teachers.

G. Curriculum duties

1. The princlpsl supervises the school's program
of development and adsptation of the eurricu-
lum and course of study.

2. General plans for s program of curriculum de-
velopment and sdaptation are carefully and co-
operatively formulated.

I1. Administrative dutles
A. Pupil control and mansgement

1, The principal ailds teachers in diseciplining
rupils.,
2. He holds conferences on diseipline with
parents, teachers, and pupils.
5. He uses corpcral punishrment when all other
methods have failed or in special ceses.
4, He witnesses corporal punishment.
5., He approves detention periods and other meth-
ods of punishment.
6. He admits and properly clazszifles new students.
7. He excludes pupils from sechoocl suspected of
illness,
8, He gives first aid when needed.
9. He approves excuses and checks on pupil at-
tendance.
10. He stimulates attendance through spsclal meens.
1l. He aids and stimulstes teachers and puplls in
building the proper school spirit.
12. He provides for civic and character training
for pupils,
13. He approves children leaving school early.
14. TUe coopersates In the care of indigent chil-
dren.

B. General management

1. The prineclpal earefully and periodically in-
spects all parts of the school plant and re-
ports needed changes, repalrs, or undesirable
conditions.



20

4.
5.
6.
7.
8.
9.
10,
11.

1z,
13.

14.
15.

18.
17.

18.
1i9.

20.
21.
22.

c3.
24.

25.
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He inspects the heating, lighting and ventlla-
tion, and suggests desirable changes.

He inspects the sanitary condlitlons of the
building and grounds.

He is responsible for damage and loss of
school property.

He inspects the order and neatness of the
bullding and suggests needed changes.

He provides a plaece and supervision for

early arrivals.

He provides for scceptable lunech serviee for
pupils and teschers.

He 18 responsible for playground super-
vision.

He enforces rules snd regulations of the BRoard
of Education, ‘
He permits no advertising, vendors, salesmen,
or solicitaticn of funds in the school.

He permits only approved lectures, wmotion
plictures, and exhibits in the school,

He restricts the use of the telephone.

He dismisses sechool asccording te schedule
except upon speeisl occasions.

He enforces rules and reguletions of the loeal
and state health departments.

He earries out state and loeal regulations as
to fire prevert ion asnd drill,

He holds conferences with patrons and the publie.
He prevents unnecessary Interruption of the
school work.

He approves school visitors.

He administers the assembly and suditorium

programs with precision and order.

He is sctively instrumental in the develop-

ment and use of a good library.

He enphasizes proper care and the effiecient
use of supplies and all other sechool property.
He participates in the selectlon of teachers
for his staff,

He provides for an adequate guldance program.
He directs the public relations program of
his achool.

He ehecks membership and attendanece regularly
against the school census records,

ITI. COrganlzationsl duties

1.

The principal consults with the professionsal,
clerical, gnd custodial staffs, organlzes
them, assigns each member responsibility on
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11.
12.

13.
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the basis of fitness, and invests each with
commensurate suthority.

He invites all staff mewbers to partiecipate
in plans for the iwmprovement of the school
program or procedures, particulsrly those
phases whieh eoncern particular staff members,
In consultation with his eco-workers, he formm-
lztes sehool policies on a long~time basls,
He equalizes, as far as possible or fessible,
btoth the tesching and non-teaching losd as-
signed teachers and members of other staffs.
He systematically studies the achool plaent
for grester utillzation and more effective
use.

Fe makes such careful plans that administra-
tive routine procedures, such as checking at-
tendance againat school census, scheduling
teachers and puplls, and scheduling specilal
facilities, are carried cut smocthly.

He formulates a time schedule that reduces
routine matiters to a minimum and allows maximum
time for professional duties.

He preperes a good schedule of ¢lagses and of
other school and pupil activities.

He provides for an adequate safebty program --
traffic control, fire drills, fire and acci-
dent preventlon, and instruetion in ssfety
measures,

He directs the proper opsration of the pupil
activity program and stimulates faculty
growth in the sbllity to sponsor pupil or-
ganigations.

He provides for proper guidance organizstion.
e provides for lunchroom supervison and con-
trol.

In cocoperation with the teachers he makes
necessary rules and regulations for buillding
control.

IV. Clerical duties

A. Bupplies and repairs

1.

2.
5'

The principal requlsitions, distributes, and
i1s responsible for ths care of supplies and
books. :

He checks and signs for bocks and supplies.
He files an annual estimate of required sup-
plies and books,
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4. He flles inventories for school property
and requisltions needed repeirs.

5. He is respeonasible for the keys to the building.

B. Reports

1. The prineipal receives ond echecls dats of re-
poris.

2. He furnishes sll reports reguested by the su-
perintendent.

3. He reports frequently to his superdiors regard-~
ing the status snd progress of the school.

4. He reports on fees and schoocl funds.

5. He reports on pupll sttendance.

6. He mskes payroll reports on teachers,

7. He reports serious accidents to the superin-
tendent.

8. He reports nesres of none~residents.

9. He notifles psrents and superintendent of
suspenaion.

10. He reports suspected truants to parents and
truant officer.

11. He reporits pupil transfers and tultlon fees.

12. He reports on the work of the teachers.

13, He reports to the superintendent on school

funds.

C. Records

1.

2'
3.
4.

5.
6.
'7.

8.
9,

10.

The principal keeps all records requested by
the superintendent,

He keeps records of pupil attendance,

He records teacher attendance.

A complets pupil accounting prectice is suc-
cessfully ecarrlied out.

He keeps data on fire drills,

He keeps & record of petty school funds,

He keeps deta on elass inspection and con-
ferences.

He keeps & record of contsglion and veecination.
He keeps files on representative pupll's work
and examinatlion papers.

He requires all records to be kept accurately.

D. ¥iscellanecus elerical duties

1.

2.

The principal uses such time~saving devices
as the telephone, bulletins, bulletin boards,
student messengers, et cetersa.

He checks and maintains the office files.
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3. He conducts correspondence.
4. He registers new pupllis,
5. He directs the work of the school e¢lerk,

V. Other duties of the principal
A. Professionsl

1. The principsl attends meetings called by the
superintendent.

€. He confers with the superintendent and other
school officials.

3. He attends educstional meetings,

4. He holds membership end is active in profes-
sional organizations.

5. He reserves time for professicnal resding and
rrofesslonal contaets in order to promote his
own Improvement azs well as thet of the s chool.

B. Extra-curricular

1. The principal provides a pupll aectivity pro-
gram that complements and enriches the usual
classroom aetivities ami develops in the stu-
dent body attitudes and traits which are in-
dicative of good citizenship.

2. He makes the playground function.

3. He sssists with school elubs and organiza-

tious.

- He encourages athletics.

>

C. Parents' organizations

l. The prineipal seeks to use parents' prganiza-
tions to the best sdvantage for the education
of the pupils.

2. He secures cooperation of patrons.

3. Vhatever other purpose these organizations may
have, the education and welfare of the pupils
of the school 1s always the matter of first
iwmportance.

D. Community

l. The principal assists in activities whieh con-
tribvute toc community improvement.

2. He 1is active 1in community organizetions such
&8s churches, service clubs, snd other agencies,
but not to such an extent as to interfere with
school effieiency.
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3. The schocl building 1s made aveilsable to the
compunity for worthy purposes.

4. He Turnishes information about the school to
the parents and cowmmunity.

5. The principal eooperates with other social and
educational agencles of the community and helps
to coordinate all efforts to promote the wel-
fare of the cornmunity.

6. The principsl provides for speclal occasions
as education week, book week, and father-son
panquet for interpreting the school to the
public.

7. The school has one or more special visiting
days or night sessicns to whieh it invites
all parents of pupils to observe the regular
class work and pupll activities.

8. The prineipal provides oeccasions such as ex-
hibits and demonstrations to interpret the
school to the publiec.

Y. Progrems snd exercises connected with gradus-
tion are used as a means of Inberpreting the
school, 1ts program, snd 1ts needs to the
community.

The prineclpal may desire to evaluate his own work or
he may call in hls superlors, his teachers, s committee of
administrators, or a combination of these groups, to aid
him,

The following five-point reting seale is recommended
fer use 1n meking the evalusitions:

(5) Very superior; the sctivity is performed or provided
for in a very superior way.

(4) Superior; the aetivity 1s performed or provided for
in & superior way.

(3) Average; the activity is performed or provided for
in an sverage way.

(2) Inferior; the activity is performed or provided for
in an inferior way.

(1) Very inferior; the sctivity is either not performed
or is provided for in a very inferior way.

In order to obtain the greatest degree of validity
from the evaluations 1t 1is important that the following in-
terpretations be understood by persons evalueting the prin-
cipal: (1) thst the prime purpose of the prineipal in hav-
ing his work evalusted is to improve the quality of the
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work he performs; (2) that the evaluations are to be made

in sn Impersonal manner; {(3) that the principsl may be lim-
ited in performing his various duties by rules, regulations,
phileosophy of the school syster, and the enviromment of

the school and community; and (4) that the items of the
eriterin are to be interpreted in the light of the best
practices of school administration.

Fersons evaluating the principal should read carefully
and understand each ltem. Eveluations should then be made
in the light of personel opinion end Judgment, using the
above rating scale.

After all evaluations of the principel's work have been
returned to him, it 1s recommended that he study carefully
the individual ratings given. To obtain s more sccurate
plcture of the way in which he has performed his dutles, it
is recommended that he total gll of the scores and divide
by the number of persons evaluating him. This will give
the average evalustive score. At this point it will be
negessary to interpret the five-point rating seale, since
it is likely that no item will be given an aversage score of
five, or a rank of very superior. Therefore, for interpre-
tation purposes, the five-point rating scsle should be
divided into five equal parts to determine the rank of the
scores. The following secale is recommended for interpreting
the rank of the average of the scores:

Rating Seale Assumed Average

Evaluative Score Interpretation

Driereanes 4.3 to 5.0 Very superilor
desereesns 3.5 to 4.2 Superior
T 2.7 to 3.4 Average
e . 1.9 to 2.6 Inferior

e iveiann 1.0 to 1.8 Very inferior
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