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"Criteria for Evaluation of Vopational Technical Schools of Connecticut."

VOCATIONAL-TECHNICAL SCHOOLS U.S. DEPARTMENT OF HEALTH, EDUCATION & WELFARE

OFFICE OF EDUCATION

I. EVALUATION

A. Statement of_Purnose

THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE

PERSON OR ORGANIZATION ORIGINATING IT. POINTS Of VIEW OR OPINIONS

STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION

POSITION OR POLICY.

The purpose of an evaluation of the vocational-technical school in

0 V
Connecticut is to improve -the overall program.

.P1-- .

B. Guiding Principles

1. The goals and philce y of the Con6ct cu. oca - ec

d

Schools.

2. Achievement levels as setup by the Curriculum Committees.

3. Self-evaluation.

4. Recognition of strong and weak points.

5 Recommendations for improving the program.

C. Procedures

1. There' will be two co-dhairmen

a. Consultant assigned by the bureau chief.

b..The director o one of his staff.

2. Consultant should make arrangements with the school director to

appear at a staff meeting at which time he (the consultant) aziains

the evaluation in detail and reviews past evaluations. Self-

evaluation forms will be passed out at this staff. meeting which

should take place before the end of September.

3. All subject area consultants should be informed of the evaluation

and should contact the department heads in their area making thea

selves available to help the instructors by offering consulting

service.

CNI

Ch' 4. Self-evaluation period should take place fram Septmbsr to January.

The evaluatior will be completed within one tv;a-.37. year



5. Within a week of the first staff meeting with the consultant, each

school Should have a staff meeting to set up committees and pro-

cedures.for conducting this evaluation. A calendar of sectional and

staff meetings pertaining to the evaluation should be established

at this time and this information forwarded to the consultant assigned

assist in the overall school evaluation. The department head will

serve as chairman of the self-evaluation committee for each department.

All members of the department participate.
. .101.11

6. The Review Committee should be recommended by the school evaluation

co-chairman, subject to the approval and amendment by the bureau

chief. The members.of the Review Committee will be the Central

Office Staff members of the Division of Vocational-Technical Education.

Subject area specialists from the follawingmay be added to the

Review Carmittee:. Central Office Staff, school directors, school

assistant directors, and department heads. Professional educators

outside of the Connecticut vocational system and members of advisory

committees may be called upon to serve as evaluators.

7. Revieurtlumittee should visit school sometime after the second week

in January and not later than the end of February.

8. Members of the Review Committee should arrange a conference with

aaah instructor they observe.

9. Review Committee will meet with the school's administration at the

end of the last day of the review and give oral reports.

10. A written summary of the review will be presented to the school

director within one month after the review. Sufficient copies will

be supplied and the director is to see that each instructor receives

a copy of the review of his section.



11. Central Office consultants will review the evaluations with

instructors in their areas upon request of the local school director.

12. A written plan of action will be developed by each department and

the administration of the school outlining the steps to be taken as

a result of the suggestions for improvement evolved from the review.

This written plan must be submitted to the Bureau Chief no later than

one month following the receipt of the written summary.

13. A continuing follow-up will be carried on by the school administratior

and the Central Office consulting staff.

II.
PhilqPaksgbsgAzakaghgALkh221a
The underlying purpose of vocational education is to provide programs which

prepare the individual for specific areas of occupational life, to upgrade

and increase technical knowledge and skill of those already employed and to

provide technical and related information in instructional programs to

individuals serving apprenticeship in various occupations. Such programs are

an integral part of the educational opportunities provided to the citizens

of the state and are designed to meet the needs, aptitudes and interests of

individuals who desire such programs. In all programs the purpose is to

educate as well as to train.

III. Goals of Connecticut
Vocational-Technical Schools

A.
,__..._.__pLeL._.gb8TtoDevelomarl.bleDereeotSkill in Trade and Technical Area.

Some areas for measuring this goal are:

1. Placement of graduates

2. Results of graduate surveys

3. Student *working to skill, theory, and related Standards

4. A testing program to test the attainment of achievement levels

5. Facilities, equipment, and materials comparable to those of industry

6. Training for employers demands

7. Reactions of employers
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B. To Devgaleasonable De ree of Socialimpatelm.

Some areas for measuring the school's environment for developing this

goal are:

1. Adequate student activities

2. Adequate home room programs

3. Personal behavior of staff and students

4. Assembly program

C. To Develop Good Citizenship.

Some areas for measuring the school's environment for developing goal

are:

1. Adequate student government

2. Staff and students respect the rights and values of others

3. Students given opportunity to have responsibility

4. Assembly program

It should be reiterated that the evaluation program is designed to appraise

the quality of the educational program of the school and to assist and

encourage the further development of definite plans for the improvement of

the school and its program. With all concerned working with this purpose

in rind, the youth of Connecticut attending our Vocational-Technical schools

should benefit from this evaluation and its review.



ADMINISTRATION



Checklists

The checklists consist of provisions, conditions, or characteristics

found in good vocational-- technical schools. Some may not be necessary, or

even applicable, in every school. If any important features or procedures

are omitted in the printed materials, they should be added in the appropriate

places. The checklists should accurately and completely portray the

program, facilities, and practices of the school, thus providing the factual

background for the evaluations.

The use of the checklists requires five letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.

L Provision or condition is very limited or missing but needed.

ME-Provision or condition is massing but its need is questioned.
This question might arise in relaion to the philosophy and
objectives of the school, the needs of the students, or because
of diffarences of opinion of evaluators.

N Provision or condition is not desirable or does not apply.

Evaluations

Evaluations are the best judgments of the staff in the self-evaluation

and normally are reviewed by the members of the review committee. These

judgments are made after consideration of such evidence as (1) the local

staff members' observation and analysis of the work of the school, discussions

of faculty committees, study of relationships with the community, and (2) the

visiting committee's observations, conferences with studtints, consultations

with staff membIrs discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his

whole experience how well the school is fulfilling its objectives and the

needs of the students.



0
5. ... Excellent: the provisions or conditions are extensive and are

functioning excellently.

4. - atzzocal:*

a. the provisions or conditions are extensive and am
functioning well, or

b. the provisions or conditions are moderately extensive but
are functioning excellently.

3. - Good: the provisions or conditions are moderately extensive
and are functioning well.

2. - :*

a. the provisions or conditions are moderately extensive but
are functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and
functioning poorly; or they are entirely missing but needed.

the movisions or conditions are missing but their
need is questioned. This question might arise in relation to
the philosophy and objectives of the school, the needs of the
students, or because of differences of opinion of evaluators.
Items marked NM" do not affect the graphic summary for the
school. The visiting committee should discuss in the written
report any evaluations marked NR" which the school should
consider further.

11291.221.12az: the provisions or conditions are missing but
do not apply, or they are not desirable for the youth of this
school or community, or they do not conform to the school's
philosophy and objectives.

*If in making the self-evalualion members of the school staff wish to
indicate which of the alternatives given for evaluations "4" of "2"
applies, they may use "4a" and "2a" or "2b".
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ADMINISTRATION

I. Philo.......tzmhz

The administration and supervision of a modern regional vocational-
technical school carries with it a multitude of responsibilities for the
Director. He is charged with the satisfactory functioning of the school.
His responsibilities include leadership in the educational program, in
supervision and improvement of instruction, in community, industrial, and
labor relations, and in management and maintenance of plant and equipment.
He must be particularly sensitive to trends in education as well as in
industry.

Administration is the process of integrating the efforts of personnel
and of utilizing appropriate methods and materials in such a way as to
pro note effectively the development of desirable human qualities. It

is concerned not only with the development of youth and relations with
the world about it, but also with the growth of adults, and particularly
with the growth of school personnel.

Supervision is a planned program for the improvement of instruction
through constant evaluation. It contributes to the total educational
program in such a way that quality vd11 be improved because of it,
Supervision aims at the growth of not only pupil and teacher but also
of the administrative staff itself,

II. Objectives

The objectives of a sound administrative and supervisory program are to
organize and plan for the satisfactory functioning of the total school
program which includes the following:

1. To organize and operate an educational program to meet the needs
and interests of the pupils.

2. To organize and plan for a cooperative program of supervision
and improvement of instruction.

3. To provide for in-service growth and professional improvement.

4.. To organize and plan adequate services to supplement and enrich
the educational program.

To secure desirable relations with the community, industry and
labor.

6. To organize and administer effective recording and accounting
procedures.

7. To organize and plan for student placement and followup studies.

8. To organize and plan a program of management and maintenance o:
the school plant, facilities and equipment.



III. Comments

The school administrator should enter in the proper spaces any notes or
qualifications which will help to explain its responses or make more
complete the description of its practices in the given area. If space

allowed is insufficient, write in the margins or attach a sheet of paper.

IV. Administration and-School Staff

A. Educational Leadership

The administration has the major responsibility for educational
leadership.

Checklist:

The Administration

( ) 1. Helps new instructors with a well organized orientation
program.

( ) 2. Aids instructors in obtaining and using a variety of effective
teaching materials and methods.

( ) 3. Encourages staff to initiate improvements in instructional
program.

( ) 4. Aids in the development and procurement of a professional
library.

( ) 5. Seeks a cooperative effort of the entire staff in policy
making.

( ) 6. Maintains effective communications with staff.

( ) 7. Encourages professional growth of the instructional staff.

( ) 8. Encourages visitation between shop and related instructors.

( ) 9. Assists with the preparation of the agenda for staff
meetings.

Evaluation:

( ) a. How effective is the professional leadership of the director
and his assistants?

( ) b. To mat extent do the staff members participate in
administration?

Comments:



Iv. Administration and School Staff

B. Instructional Staff

The administration's plans for a continuing program of
instructional improvements must include procedures for the super-
vision and professional growth of the staff.

Checklist

The administration:

( ) 1. Makes certain that all staff members understand
their duties and responsibilities.

( ) 2. Provides opportunities for instructors to try new
practices and techniques.

( ) 3. Uses classroom visits and interviews to help
instructors to increase their effectiveness.

( ) 4. Provides opportunities for staff members to observe
instructional programs in other schools.

( ) 5. Encourages the staff to be active in professional
organizations.

( ) 6. Encourages individual staff members to evaluate and
consider how their personal traits and mannerisms affect
their teaching.

Evaluation

( ) 1. How adequate is the supervision of the staff?

( ) 2. How adequate are the methods used to promote staff
growth?

( ) 3. To what depth do the instructors understand their
duties and responsibilities?

Comments:



IV. Administration and School Staff

C. Non-Instructional Staff and Services

The non-instructional staff perform services vital to the support
and efficient operation of the educational program. The school
nurse, cafeteria, clerical and custodial staffs constitute this group.

Checklist:

The Administration

( ) 1. Formulates regulations regarding the use of the school
plant and other school property.

( ) 2. Has an organized plan designed to develop and maintain
close relationship with teaching and non-instructional staff.

( ) 3. Formulates an office staff schedule to take care of
administrative details as well as the reproduction of
instructional materials for the staff.

( ) 4. Encourages the non- instructional staff to be courteous and
efficient.

( ) 5. Makes provision for a satisfactory lunch program for
students and school personnel.

( ) 6. Provides adequate personnel for the operation of the lunch
program.

( ) 7, Directs the health and medical staff to make periodic
inspection of the food handling facilities.

( ) 8. Assists the custodial staff in scheduling maintenance
and custodial work.

( ) 9. Provides for a trained nurse to be on duty while school
is in session.

( ) 10. Promote in-service training and occupational growth of all
non-instructional staff.

Evaluation:

( ) a. How adequate is the supervision performed by the clerical
staff?

( ) b. How adequate is the supervision performed by the cafeteria
staff?

( ) c. How adequate is the supervision performed by the custodial
staff?

( ) d. How adequate is the supervision performed by the health and
medical staff?

Comments:



V. Organization and Maintenance of the Educational Program

The organization of an educational program should be concerned with the
development of an effective teaching.-learning environment.

Checklist:

The Administration:

( ) 1. Maintains a program of instruction as outlined in Bulletin No. 30.

( ) 2. Adjusts teaching loads of supervisors to provide for supervisory
activities.

( ) 3. Schedules an average of one preparation period daily for all
General Education and Related staff members.

( ) 4. Maintains an up-to-date record of all students.

( ) 5. Prepares individual student and staff schedules before the
opening of school,

( ) 6. Considers room capacities and the type of instruction when
scheduling class loads.

( ) 7. Has developed school services (health, library and audio-visual)
that are up to standards indicated in respective service bulletins.

( ) 8. Maintains a reasonable distribution of co- curricular staff
assignments.

( ) 9. Uses an approved formula in determining the adequacy and variety
of textbooks.

Has an effective policy on hanework.

Assists the shop department head in developing a reasonable balance
for shop theory and production work.

Encourages student activity programs to meet their needs and
interests.

Encourages the "We Study Our Program of Education!' Committee to
identify and recommend solutions to school problems and needs.

Has an up-to-date library of policy and procedure bulletins
accessible to the staff.

Has an organized transportation program for curricular and co-
curricular activities.

Provides adequate curriculum materials and instructional supplies.

Provides guidance services commensurate to the school's needs.

Evaluation:

( ) 1. How adequate is the school's educational program?

( ) 10.

( ) 11.

( ) 12.

( ) 13.

( ) 14.

( ) 15.

( ) 16.

( ) 17.



( ) 2. How adequate is the ancillary services?

( ) 3. How adequate and efficient is the maintenance of student records?

(.) 4. tow effective is the scheduling Program?

( ) 5. How adequate are the curriculum Materials and instructional
supplies?

( ) 6. How adequate are the guidance services?

Comments:



VI. SCHOOL PLACEMENT AND FOLLOW.-UP STUDIES

The school should assist students and graduates to gain employment.

Checklist:

The administration:

) 1. Involves the staff in folio -up studies of graduates and
drop -outs.

( ) 2. Maintains close relationship with the local state
employment office.

( ) 3. Has latest employment surveys.

) 4.

) 5.

Encourages the alumni association to partIcipate in
graduate placements and follow-up studies.

Encourages the staff to be aware of manpower needs
in the trade areas.

Evaluation:

( ) 1. How adequate are the school's placement methods?

( ) 2. To what extent is the follow-up survey used to improve
the instructional program?

Cm:tents:



VII Supervision of Instruction

Supervision is a planned program for the improvement of instruction.

Checklist:

The Administration:

( ) 1. Is fFtrnillar with policies and procedures as outlined in
State Department of Education bulletins.

( ) 2. Directs Staff Members to develop lesson plans.

( ) 3. Makes provisions for the instructional staff to be
cognizant of current instructional materials.

( ) 4. Has all course outlines on file in the office.

( )

(

5.. Encourages the instructional staff to carry on a
continuing program of self evaluation and a resultant
program of improvement.

6. Uses the facilities and personnel of the Central Office
to assist in the improvement of instruction.

7. Makes decisions in accordance with recommendations of
the Central Office.

8. Maintains contact with and evaluates the educational
needs of the pupil.

9. Encourages staff members to have an active role in the
study and improvement of the instructional program.

) 10.

) 11.

) 12.

Evaluation:

( )

( )

Secures the cooperation of the staff in carrying out
recommendations and policies.

Acts as a general coordinator for all activities
relative to the improvement &the instructional -

program.

Schedules visits to shops, classrooms and outside
jobs.

a. How adequate is the program of supervision?

b. To what degree do members of the instructional staff
participate in the supervision of instructors?

c. Are State Department of Education policies and procedures
followed?

Comments:



VIII. Public ablations Activities -
Community - Industrial and Labor Relations

Administration should initiate public relations program and encourages
his staff to foster school - community relations.

Checklist:

The Administration:

( ) 1. Makes use of a variety of news media.

( ) 2. Is active in professional organizations, both vocational and
academic.

( ) 3. Promotes a program of visitations between the staff and
Industrial personnel.

( ) 4. Realizes the importance of the student and his parents
in the public relations program.

( ) 5. /e aware of the needs and trends of the industrial community.

( ) 6. Involves the staff in disseminating information about the
school.

( ) 7. Has an organized program designed to develop and maintain
close relationship with industry.

Requests all craft advisory committees to meet regularly.

Encourages staff members to arrange ',plant tours" with
students.

Has an active general, advisory committee.

Has an organized program designed to develop and maintain
close relationship with labor organizations.

( ) 8.

( ) 9.

( ) 10.

( ) 11.

( ) 12. Has an organized program designed to develop and maintain
close relationship with area boards of education, superintendents
and administrators.

Has an organized program designed to develop and maintain
close relationship with the local state employment offices.



VIII. Public Relations Activities
Community Industrial and Labor Relations (Continued)

Evaluation:

( ) 1. How effective is the public relations program?

( ) 2. To that extent is the staff involved in the public
relations program?

Are the contacts with other schools, business, industry,
and labor adequate?

Does the school utilize adequate communications?

C) 3.

() 4.

Comments:



IX. ORGANIZATION AND MANAGEMENT

Statement:

Sound administrative procedures must be followed to promote
an efficient school operation.

Checklist:

The Administration:

( ) 1. Follows procedures outlined in Bulletin 11.

( ) 2. Follows procedures outlined in Bulletin 13.

( ) 3. Reviews departmental record-keeping procedures.

( ) 4. Processes all forms as Production Orders, Sales
Slips, Purchase Orders, etc., efficiently.

( ) 5. Counsels the staff in proper accounting procedures.

( ) 6. Has organized an effective filing system.

( ) 7. Involves the staff in the preparation of budgetary
requests.

( ) 8. Supports all, budgetary requests with a statement
of needs.

( ) 9. Maintains an accounting system containing all
pertinent data.

Maintains up-to-date records of all school personnel.

Has departmental inventories on file in the office.

Has current catalogues and contracts on file.

Provides for the safekeeping of records.

Has a program of recognizing needs and establishing
priorities.

( ) 10.

( ) 11.

( ) 12.

( ) 13.

( ) 14.

gvaluation

( ) 1.

( ) 2.

( ) 3.

( ) 4.

( ) 5.

Haw effective is the business management of the school?

Haw efficient is the filing system and record keeping?

How accurate are the inventory records?

Haw efficient are the accounting procedures?

How extensively do members of the school staff
participate in planning budgetary requests?

( ) 6. How adequate are the methods of determining needs and
granting priorities?



X OPERATION AND MAINTENANCE OF THE SCHOOL PLANT

Statement:

The operation and maintenance of the school plant entails
programs of inspections, maintenance end safety practices.

Checklist

The administration:

1. Schedules fire drills for all school personnel.

2. Requires fire regulations to be observed at all times.

3. Requires the inspection of.fire fighting equipment.

4. Has an organized inspection program of the plant
and grounds involving staff members.

5. Has an organized program for the maintenance of
the exterior of the building and the grounds.

6. Has an organized program for the maintenance of
the interior of the building.

7. Has an organized health inspection program of the
building, facilities and the grounds.

8. Ha organized and operas: *g a program of student
traffic control within the building to avoid
congestion and insure safety.

9. Has established regulations and facilities to
provide for orderly parking and traffic of all
vehicles.

( ) 10. Provides ample funds to carry on an effective
maintenance and repair program.

( ) 11. Organizes and plans a school safety program for
the entire school population,

Evaluation

( ) 1. How adequate is the program of fire prevention?

( ) 2. Haw adequate is the maintenance program?

( ) 3, Haw adequate are the inspection procedures?

( ) 4. How acceptable is the appearance of the plant and grounds?

( ) 5. Haw effective are the traffic control measures?

( ) 6. Haw effective is the safety program?
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PROFESSIONAL STAFF



Checklists

The checklists consist of provisions, conditions, or characteristics

found in good vocational-technical schools. Some may not be necessary, or

even applicable, in every school. If any important features or procedures

are omitted in the printed materials, they should be added in the appropriate

places. The checklists should accurately and completely portray the

program, facilits, and practices of the school, thus providing the factual

background for the evaluations.

The use of the checklists requires five letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.

L Provision or condition is very limited or missing but needed.

VI-Provision or condition is missing but its need is questioned.
This question might arise in relation to the philosophy and
Objectives of the school, the needs of the students, or because
of differences of opinion of evaluators .

N Provision or condition is not desirable or does not apply.

Evaluations

Evaluations are the best judgments of the staff in the self-evaluation

and normally are reviewed by the members of the review committee. These

judgments are made after consideration of such evidence as (1) the local

staff members' Observation and analysis of the work of the school, discussions

of faculty committees, study of relationships with the community, and (2) the

visiting committee's observations, conferences with students, consultations

with staff members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his

whole experience how well th© cchonl. in rafilling its objectives and the

needs of the students.



5. - Excellent: the provisions or conditions are extensive and are
functioning excellently.

4. - Very Rood:*

a. the provisions or conditions are extensive and are
functioning well, or

b. the provisions or conditions are moderately extensive but
are functioning excellently.

3. - Good: the provisions or conditions are moderately extensive
and are functioning well.

2. -

a. the provisions or conditions are moderately extensive but
are functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and
functioning poorly; or they are entirely missing but needed.

L -Usp.kg: the provisions or conditions are missing but their
need is questioned. This question might arise in relation to
the philosophy and objectives of the school, the needs of the
students, or because of differences of opinion of evaluators.
Items marked "M" do not affect the graphic summary for the
school. The visiting committee should discuss in the written
report any evaluations marked "M" which the school should
consider further,

N. - Doep nod auk:: the provisions or conditions are missing but
do not apply, or they are not desirable for the youth of this
school or community, or they do not conform to the school's
philosophy and objectives.

*If in making the self-evaluation, members of the school staff wish to
indicate which of the alternatives given for evaluations "4" of "2"
applies, they may use "4a" and "2a" or "2b".



PROFESSIONAL STLFF

This form. is to be filled out by each teacher, librarian, guidance
counselor, department head and any other staff member who are responsible
for the instructional aspectsOf the educational program. Its purpose
is to provide information about assignment, preparation, and experience
of each member of the instructional staff.

Each member of the instructional staff will conduct a self-evaluation
utilizing the forms herein contained. It is hoped that every one using
this instrument will be more aware of his assets and liabilities as a
result of his self- evaluation.

ObjacItreasfigolagg
A competent staff is one of the indispensable elements of a good school.
Such a staff is not a group of individually competent persons. It is
a cooperating group having common purposes and motivated by common ideals.
The attributes listed below are considered keys to attainment of the
competent staff:

Staff should:

A. Be aware of the philosophies of education under which they
are expected to instruct students.

B. Have a diversity of experience and methods of instruction.

C. Cooperate collectively for the effective operation of the
school.

D. Should demonstrate evidence of understanding common educational
problems.

E. Show evidence of constant professional growth.

F. Be competently trained to undertake the tasks to which assigned.

G. Possess those personal traits requisite to teaching.

H. Possess reasonable social development.

I. Be adequately prepared to converse with the students at a
level which they understand.

J. Show evidence of all those attributes which they seek to instill
in their pupils.



WEEKLY SCHEDULE

Indicate, in the space below, classes and activities regularly assigned
or carried out in each period (include such activities as homeroom,
lunch, study hall, supervision, library, clubs, and conferences.)

WEEK #1

Time of
Period Room # Monday Tuesday Wednesday Thursday Friday Saturday



I. PERSONAL ELEMENTS

A.

( )

Appearance

1. I always appear well groomed before my classes --
clean shaven, hair combed, clothes neat, clean and
pressed. 1

2. I wear protective clothing in the shop.

3. I have my shop coat or shop apron or lab coat
laundered regularly.

) 4. I stand erect and appear alert when talking to my
classes.

C)

Evaludtion:

1. My appearance is conductive to good learning.

2. My appearance is a standard which I would want my students
to emulate.

3. My appearance commands the respect of the students.

COMERS:

B. Personal Manner

1. I maintain a well-poised, manner in the face of petty annoyances.

2. I feel and show a sincere interest in my students.

3. I inject occasional humor into my teaching.

4. I display confidence when presenting and handling new materials.

5. I feel and. act enthusiastic about my work.

6. I am as courteous to students, co-workers, and to ryv superiors
as I expect them to be to me.

741 I am free from mannerisms which maybe annoying or irritating
to students and eo-workers.

Evaluation:

1. Are my personal manners conducive to learning?

2. Do I present myself' as one interested in students and subject
matter?



CCMMENTS:

C. Voice

) 1. I project my voice enough that it maybe heard clearly and
easily by the whole class.

2. I speak firmly without raising my voice unpleasantly.

3. 2 speak unnecessarily loud when talking to my classes.

4. My voice is well modulated and of good quality.

)

5. I sometimes speck in a voice that is tenseor "Teacherish ".

Evaluation:

1. Is my voice conducive to learning?

COMERS:

)

C)

DopInitiative and Industry

1. I work as industriously as I expect my students to work.

2. I am alert to enriching my teaching with new materials and
projects,

3. I suggest ideas concerning organization and teaching methods
to my immediate superior.

4. I initiate and sponsor extracurricular activities.

5. I assume my full share of school chores and responsibilities,

Evaluation:

( ) 1, Do I personally demonstrate initiative and industry?

COMMENTS:

E. RELIABILM

1. In presenting information to my students, I make sure that it
is absolutely correct,

2. I meet responsibilities, both those connected with my teaching
area and thwee given me as a member of the school staff.

3. I practice regular and punctual attendance.

4. I make advance preparation for each teaching task.

5. I conduct my school activities in such a way that co-workers
can depend upon me.

6. I follow orders without repeated instructions,



( ) 7. I am able to take care of my own student discipline.

( ) 8. I adapt to new and unusual teaching situations easily and quickly.

( ) 9. I adapt with reasonable ease to the various personalities among

my students and colleagues.

( ) 10. I have an open mind to new methods and techniques.

( ) 11. I am able to solve my own teaching problems.

Evaluation;

Can I be relied upon to adapt quickly and efficiently to changing

class and administrative conditions?

Do my superiors view me as reliable?

Do my students view me as reliable?

CCMMENTS:

F. Cooperation

( ) 1. I support the accepted policies of the school with out derogatory
comment.

( ) 2. I enjoy working with other teachers on committees concerned with

shop or general school problems.

( ) 3. I go out of my way to assist others.

( ) 4. I am able to work on group pxojects without undue concern as tO

who gets the credit.

) 5. I participate in community activities.

( ) 1.

( ) 2.

( ) 3.

Evaluation:

( ) 1. Is my willingness to cooperate generally recognized?

( ) 2. Am I active in school activities?

COMMITS

G. Quality of English

1. I can write reports or shop instruction sheets without undue
concern for their grammatical correctness.

2. I feel that my oral English is free from grammatical errors.

3. I phrase my lessons in terms which are understandable to the age
level in my class.

4. I give directions that are readily understood.



( ) 5. I have an adequate general vocabulary.

( ) 6. I feel that my regular conversation is free from errors of
mispronunciation.

( ) 7. In my teaching T use technical terms of my special field readily
and correct'''.

Evaluation:

) 1. Do I effectively use the English language in both written and spoken
form?

COMENTS:

II. PROFESSIONAL ELEMENTS

A. Subject Matter

() 1. 1 have sufficient mastery of the manipulative skills connected with
my teaching.

2. 1 possess adequate information relating to the area which I am
assigned to teach.

3. I systematically add to ny knowledge of industry through reading,
work experience, industrial tours, and similar experiences.

Evaluation:

( ) 1. Am I sufficiently skilled to do an effective job of 'hsaching

( ) 2. Am I sufficiently informed to do an effective job of teaching?

COMMENTS:

B. Techni9uesof Instruction

( ) 1. I have a well planned but flexible plan of study.

( ) 2. I have ny instructional units logically arranged for teaching.

( ) 3. 1 make adequabe use of teaching devices when dererztrating or
lecturing Ix niy. classes.

( ) 4. I give adequate place for thinking in the learning rrncess.

5. I encourar all students to adequate37 plan all E,Idicuments before
actually ding then.

( ) 6. I always make efforts to ask thought-provoking questions during class
discussions.

( ) 7. I make use of student expAriftaces 1 n class discussion.



( ) 8. I conduct planned reviews of the previous lessons.

( ) 9. I use class progress charts to maintain student interest.

I make adequate reference materials available to the students.

I make provision for remedial instruction.

I emulate students interest by use of displays and exhibits.

I make use of bulletin boards for stimulating interest.

I plan and supervise field trips and group tours.

I practice adequately before demonstrating new to hniques and skills.

Evaluation:

(

(

( ) 10.

( ) 11.

( ) 12.

( 13.

( ) 11.

( ) 15.

) 1.

) 2.

) 3.

COMMENTS:

Are many varied techniques used in instruction?

Are techniques of instruction mastered before using them in class?

Do the various techniques of instruction meet the needs of and
interest levels of the students?

C. Management of the Shop or Classroom

) 1. I encourage student participation in class organization and
management.

2. I arrange for proper lighting at all work stations.

3. I have arranged. materials and equipment so as to take advantage of
all light.

4. I give adequate attention to ventilation.

5. I try to eliminate all fire hazards.

6. I plan and maintain an adequate safety program.

7. I have a definite system for the reporting of accidents.

8. I have an effective and efficient tool checking system.

9. I prepare.for requisition time by ordering equipment and supplies
as the needarises.

10. I have a systematic plan for the restoration and repair of tools
and equipment.

11. I have an efficient system for distributing materials to students.

12. I provide for orderly s1-iorage_of materials.



13. I keep a consistent and accurate record ,of student attendanee and
grades

14. I prepare directions for substitute teachers.

15. I take pride in maintaining a clean and orderly room.

Evaluation:

( ) I. Is management of the shop or classroom such that continuity of
instruction is not interrupted, by management duties of the teacher?

2. Is an effective management plan in evidence?

Are students taught the essentials of class management by being
instructed in a manner which is commensurate with the standards of
industry?

COMMENTS:

D. Work Habits

1. I impress the students with the value of neatness, speed and
accuracy,

( ) 2. I fulfill all my legal requirements as regards safety in the shop or
classroom.

3. I see that all projects that are started are followed to completion.

4. I dhow students time saving procedures.

5. I make it, possible for all students to keep profitably at work at
all times.

6. I encourage and demand that students wear appropriate safety clothes
and protection all the time

7. I encourage careful student estimating and planning prior to start-
ing all projects.

8. I encourage student reading of related materials.

9. I consistently call attention to the proper use of tools and
quickly stop students from doing an operation in an incorrect manner.

Evaluation:

) 1. Are the work habits taught in the shop appropriate to industrial
standards?

COMMENTS:

E. Teacher-Stmleat Relationships



)

)

)

)

)

)

1. I am impartial in all.dealings.with my students.

2. I take part in extra curricular activities with my students.

3. I create an atmosphere in which students feel free to talk over

their problems with me.

4. I set standards by my own actions, of standards which should

follow in personal traits, attitudes and habits.

5. I feel that students in my classes like and respect me.

6. Students in my classes have a feeling of status and belonging.

7. I guide students in their plans rather than dominate them.

8. In matters of discipline I strive to develop individual self

control rather than imposed control.

9. I commend or praise students much more frequently than I rebuke
or scold them.

(

)

)

)

10.

11.

12.

My relationships with the students is one of sincerity and rapport.

I go out of my way to be of assistance to students who are un-
attractive or troublesome.

I note and make adjustments for the handicaps of my students.

( ) 13. I welcome constructive criticism and consider it critically.

( ) 14. I make an effort to get advise and suggestions from my supervisors.

( ) 15. I keep informed on and. make contributions to civic and general
community affairs.

( ) 16. I subscribe to and read. magazines in my professional field.

( ) 17. I engage in summer experiences designed to enrich my teaching.

( ) 18. I visit other shops and classrooms in an effort to find ways of
improving my teaching.

( ) 19. I frequently check my teaching results against industrial objectives
and general education aims.

( ) 1. Are my student teacher relationships conductive to rapid and effective
learning?

( ) 2. HaVe I a set of adequate professional aims as seen by my results
with students?

) 3. Am I continually striving to imprave toyarfti' professionally?
Comments:



DEPARTMENT HEAD SELF EVALUATION

THIS EVALUATION IS TO REMAIN EXACTLY AS IT HAS IN TIE PAST. THIS IS ACCORDING

TO THE REX/EST OF MR. WALTER BIALORBRESKI, Instructor.



CRLIERIA FOR THE EVALUATION OF THE

VOCATIONAL-TECHNICAL SCHOOL

GUIDANCE PROGRAM



Checklists

The checklists consist of provisions, conditions, or characteristics

found in good vocational-technical schools. Some may not be necessary, or

even applicable, in every school. If any important features or procedures

are omitted in the printed materials, they should be added in the appropriate

places. The checklists should accurately and completely portray the

program, facilities, and practices of the school, thus providing the factual

background for the evaluations.

The use of the checklists requires five letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.

L Provision or condition is very )invited or missing but needed.

!AI-Provision or condition is missing but its need is questioned.
This question might arise in relation to the philosophy and
Objectives of the school, the needs of the students, or because
of differences of opinion of evaluators.

N Provision or condition is not desirable or does not apply.

Evaluations

Evaluations are the best judgments of the staff in the self-evaluation

and normally are reviewed by the members of the review committee. These

judgments are made after consideration of such evidence as (1) the local

staff members' observation and analysis of the work of the school, discussions

of faculty committees, study of relationships with the community, and (2) the

visiting committee's observations, conferences with students, consultations

with staff members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his

whole experience how wort tho nethon't ft fn £111.1 ng ite objectives and the

needs of the students.



5.. Excellent: the provisions or conditions are extensive and are
functioning excellently.

4. - Very_ Rood:*

a. the provisions or conditions are extensive and are
functioning well, or

b. the provisions or conditions are moderately extensive but
are functioning excellently.

3. - Good: the provisions or conditions are moderately extensive
and are functioning well.

2. -

a. the provisions or conditions are moderately extensive but
are functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and
functioning poorly; or they are entirely missing but needed.

11 -14:1Lisna: the provisions or conditions are missing but their
need is questioned. This question might arise in relation to
the philosophy and objectives of the school, the needs of the
students, or because of differences of opinion of evaluators.
Items marked °X" do not affect the graphic summary for the
school. The visiting committee should discuss in the written
report any evaluations marked NM" which the school should
consider further.

N. - Does not amilv: the provisions or conditions are missing but
do not apply, or they are not desirable for the youth of this
school or community, or they do not conform to the school's
philosophy and objectives.

*If in making the self-evaluation, members of the school staff wish to
indicate which of the alternatives given for evaluations "4" of "2"
applies, they may use "4a" and "2a" or "2b".



. 'Guiding Principles
.'

The Connecticut State Board of Education is committed by general policy

to the establishment and maintenance of a program of guidance services in each

of its Vocational-Technical Schools. Beyond this, it is obligated to the

services rendered by local communities. The purpose of the standards adopted

development and maintenance of a superior program of pupil personnel and guidance

services in each of its schools because of the position of educational /eader-

ship which it maintains in the state. Unless it can point with prideto out-

standing practices in the schools under its operational control, it is more

difficult to encourage continuous improvement of pupil pereonnel;and guidance

by our Committee is to bring this program in the Vocational-Technical Schools

one step nearer to the time when it can be truly said that they represent the

best in acceptable pupil personnel practices.

Organization

checklist

( ) GUidance services are organized to help the student make adequate

choices and plans.
( ) 2. The administrative staff supports the guidance services.
( ) 3. Instructors, administrators and guidance personnel utilize the team

approach to guidance services.

( ) 4. Guidance services are organized to assist students to become in-

creasingly more self-directive.
( ) 5. Guidance services assist students toward desired goals through the

provision of counseling, testing, occupational information, research

and placement.
( ) 6. Guidance services are organized to provide information and counsel

to interested persons and prospective students.

( ) 7. Adequate information (printed & verbal) is supplied to sending school

'personnel.
( ) B. Counseling is an essential part of the guidance program.

( ) 9. Guidance services assist in the orientation of new students.
( ) 10. Guidance services are available to students of all grade levels.

( ) 11. Guidance services are available to graduates and terminated students.

( ) 12. The coordinator is free from administrative and supervisory duties

and other non-guidance activites.
( ) 13. Group guidance activities are organized.

Evaluations

( ) 4. How extensive are the provisions for guidance services?
( ) b. Hoc adequate is the concept of guidance services held by staff members?

( ) c. To what extent.ia the-qooldinntor ingnived with non-guidance activities?

Comments



Checklist

Guidance Staff

A. Personnel

A full-time certified guidance coordinator is responsible for student
personnel services.
There is, in addition, an equivalent of one half-time certified
counselor for each 250 pupils over the initial 250 students.
Other pupil, personnel services, such as a psychologist or social worker,
are made available.
Sufficient clerical assistance is available..

Evaluation

( ) a. How adequate is the membership of the pupil personnel service?

Comments

B. Preparation & Qualifications

Checklist

Coordinator(s) responsible for guidance services has:

(

(

(

(

(

(

(

(

(

(

(

)

)

)

)

)

)

)

)

)

)

)

1.

2.

3.

4
5.

6.

7.

8.

9.

10.

11.

12.

13.
14.

Personal qualifications which aid in the development of desirable
working relationships in school and community.
Desirable professional attitudes with respect to guidance services and
confidential information.
Membership in professional and educational organizations.
Preparation in principles of guidance.
At least three years of successful teaching experience.
At least one year of occupational experience other than teaching.
Knowledge of tests, their uses, limitations, and interpretations of
results.

Preparation in counseling techniques.
Preparation in guidance techniques.
Knowledge of occupational requirements and opportunities particularly
in the area served.

Knowledge of postsecondary educational opportunities and requirements.
Preparation meeting the appropriate certification requirements.
The ability to recognize mental health problems.
An iuterest in assisting students with personal problems.

Evaluations

( ) a. How satisfactory are the personal qualifications of the guidance
person(s).

( ) b. How adequate is the pmparation of the guidance pirson(a).
( ) c. How adequate is the experience of the guidance person(s).

Comments



Guidance Services

A. Selection & Admissions

Checklist

The selection & admission services:

(

(

(

(

(

(

(

(

)

)

)

)

)

)

)

)

1.

2.

3.

4.

5.

6.

7.

8.

Maintain rapport with sending school personnel.
Supply adequate literature to sending schools and other interested
persons.

Inform prospective students, and other interested persons, of vocational-
technical school opportunities.
Base the selection of candidates on all information supplied on the
application form and admission test results.
Require each accepted student to have a complete physical examination.
Evaluate transcripts from previous schools attended for possible trans-
fer credit.

Adhere to the minimum standards of admisbion.
Extend acceptance of students to October 1st when satisfactory
arrangements for transfer can be made.

Evaluation

( ) a. How extensive, are the selection and admission practices?

Comments

B. Orientation

Checklist

The orientation services:

( ) 1. Plan and execute an orientation program for new students.
( ) 2. Maintain a continuous orientation process throughout the school year by

use of bulletin boards, the schodl newspaper, the student handbook,
bulletins and group meetings.

( ) 3. Acquaint all professional staff members:, particularly new staff members,
with the guidance program.

4. Has available current orientation literature for distribntion .

5. Ccoperates with the administration in fostering visitations of student
groups; araa counselors and other interested persons.

Evaluations

( ). a. How adequate are the provisions for orientation?
( ) b. How informative a-le the orientation practices?

Comments



C. Counseling

Checklist

The coordinator:

(

(

(

(

(

(

(

(

(

(

(

(

)

)

)

)

)

)

)

)

)

)

)

)

1.

2.

3.
4.
5.

6.

7.
8.

9.
10.

11.
12.

Schedules sufficient time for student counseling.
Prepares for each interview by studying all data pertinent to the
counseling problem.
Conducts all interviews in private.
Is professional in handling confidential information.
Encourages freedom of expression during the counseling interview.
Avoids dominating the counseling session.
Aims at assisting students in becoming increasingly self-reliant.
Counsels discipline cases only when adjustment problems are involved.
Cooperates with the staff in the promotion of counseling activities.
Makes,provision for follow-up interviews when warranted.
Attempts to counsel early school leavers.
Refers individuals when additional assistance Is indicated.

Evaluations

( ) a. How adequate is the preparation for a client interview?
( ) b. How effectively are counseling techniques used?
( ) c. How adequate is the cooperation of .professional staff.members?

Comment s

D. Cumulative Records, Testing & Evaluation

Checklist

s

The coordinator performs the following duties with regard to the cumulative
records, testing & evaluation:

) 1. Maintains current significant information about each student on a
CR card.

( ) 2. Insures the accuracy, validity and appropriateness of all information.
( ) 3. Notes referrals and interviews on the CR card.
( ) 4. Insures that information contained in the student reword is considered

confidential.
( ) 5. Makes available pertintnt data which will assist in understanding a

students' problem.
( ) 6. Maintains individual folders in addition to the cumulative record.
( ) 7. Has available sufficient funds to operate the testing program.
( ) 8. Has available special purpose tests for counseling individual cases.
( ) 9. Has suitable physical faeilfties necessary for the testing programi,
( ) 10. Bases test selection on careful review of the most recent related re-

search in the area.

Supplementary data

1. Describe the testing program.



( ) a. How extensive is the information contained in the cumulative record?
( ) b. How available is cumulative record information to staff members?
( ) c. How efficient are test selection procedures?
( ) d. How adequate is the tenting program?

Comments

E. Occupational. Information & Placement

Checklist

The occupational & placement services:

( ) 1. Provide career information to assist studentsmake valid vocational and
educational choices.

( ) 2. Have available facilities for displaying occupational literature.

( ) 3. Accumulate information relative to Connecticut industry in general and
occupations for which the school trains in particular.

( ) 4.. Have sufficient funds available for the purchase of occupational
information.

( ) 5. Assist students who withdraw from school to obtain additional education
or training.

( ) 6. Collaborate with the department heads in the placement of graduates in
full-time employment.

( ) 7. Assist students in obtaining part-time employment.
( ) 8. Cooperate with the C.S.E.S. in reg&stering students for possible

placement.
( ) 9. Cooperate with local industry in the placement of students.
( ) 10. Recommend changes in placement of students for better adjustment within

the school.
( ) 11. Conduct orientation meetings concerning opportunities with the Armed

Forces, industry, and future educational, possibilities.
( ) 12. Provide scholarship information for interested students.

Evaluations

/

( a. How adequate is the occupational information service?
( , b. Haw informative are the occupational placement activities?
( c. How effective is the placement service?
( d. How adequate are the facilities for display?
( ) e. To that extent are funds available?

Comments



F. Follow-up. & Research

The follow-up and research services:

Collect information as requested from Central Office or the co-
ordinators' group.
Secure information from students regarding reasons for withdrawal.
Conduct an annual survey of all graduates and drop-outs.
Compile information for administrative' use.
Conduct original research.

( ) a. Haw adequate are the provisions for follow-up and research?
( ) b. How effective are these services with regard to program improvement?

G. Exploratory Program

The exploratory program services:

Has a method of. evaluating the individual's experience in the
exploratory program
Make a serious attempt to acquaint the student with the intrinsic
value of an exploratory-programc
Inform parents of the purposes and outcomes of the exploratory program.
Are responsible for trade placement at the end of the exploratory
program.

Evaluation

( ) a. How extensive are the practices of the exploratory program?

Comments

H. Physical Facilities & Equipment

1. Comment on the physical facilities & gquipment needs of the guidance
department.
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Checklists

The checklists consist of provisions, conditions, or characteristics

found in good vocational-technical schools. Some may not be necessary, or

even applicable, in every school. If any important features or procedures

are omitted in the printed materials, they should be added in the appropriator

places. The checklists should accurately and completely portray the

program, facilities, and practices of the school, thus providing the factual

background for the evaluations.

The use of the checklists requires five letters;

E Provision or condition is made extensively.

S Provision Or conditIon is made to a moderate extent.

L Provision or condition is very limited or missing but needed.

M .Provision or condition is missing but its need is questioned.
This question might arise in relation to the philosophy and
objectives of the school, the needs of the students, or because
of differences of opinion of evaluators.

N Provision or condition is not desirable or does not apply.

Evaluations

Evaluations are the best judgments of the staff in the self-evaluation

and normally are reviewed by the members of the review committee. These

judgments are made after consideration of such evidence as (1) the local

staff members' observation and analysis of the work of the school, discussions

of faculty committees, study of relationships with the community, and (2) the

visiting committee's observations, conferences with students, consultations

with staff members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his

whole experience how 'well *.ho co.honi . e; i ng its objectives and the
needs of the students.



5. - Excellent: the provisions or conditions are extensive and are
functioning excellently.

4. - lameacd.:*

a. the provisions or conditions are extensive and are .1

functioning well, or

b. the provisions or conditions are moderately extensive but
are functioning excellently.

3. - Good: the provisions or conditions are moderately extensive
and are functioning well.

Elk:*

a. the provisions or conditions are moderately extensive but
are functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and
functioning poorly; or they are entirely missing but needed.

M. - Missing: the provisions or condition2 are missing but their
need is questioned. This question might arise in relation to
the philosophy and objectives of the school, the needs of the
students, or because of differences of opinion of evaluators.
Items marked ql" do not affect the graphic summary for the
school. The visiting committee should discuss in the written
report any evaluations marked NM" which the school should
consider further.

N. - Does not pay: the provisions or conditions are missing but
do not apply, or they are not desirable for the youth of this
school or cammaatty, or they do not conform to the school's
philosophy and objectives.

*If in making the self-evaluati.on members of the school staff wish to
indicate which of the alternatives given for evaluations "4" of "2"
applies, they may use "4a" and "2a" or "2b".



I. oPacilvELEIBLImpLaggpm

The philosophy of Vocational-Technical Education is amply defined in
Bulletin 30. It is however a broad one, and applies to Vocational-
Technical Education as a whole. In order for the shops to function
within the framework of the stated philosophy, they must function
within certain minimum guidelines whose objectives are defined as
follows:

1. The program should develop in the students those skills,
understandings to ensure a satisfactory degree of
proficiency and potential in their chosen field.

2. The program should develop in the students the ability to
work independently as well as with others.

3. The program should develop in the students the ability to
think rationally and to solve problems in their trade area.

4. The program should develop in the students the qualities of
leadership within their abilities.

5. The program should be designed so that it can, with assistance
of craft and advisory committees, be flexible enough to
assimilate new trends and changes in any given trade area.



DEPARTMENT

II. FACILITIES

CHECKLIST

( )

( )

( )

1. The facilities for the storage of tools and other shop
maintenance equipment are available and in use.

I

Facilities for storage of textbooks, reference books and
visual aids are available and in use.

3. Files for storing departmental student records are
available and in order.

( ) 4. Storage for students' personal belongings is available.

( ) 5. The shop area meets industrial safety standards.

( ) 6. The entire department is kept clean.

( ) 7. First aid kits are available and are well stocked.

( ) 8. The shop is well lighted and ventilated.

( ) 9. A student schedule for shop maintenance is in evidence.

( ) 10. Adequate storage provisions are made to handle production
job prints, inventories, purchase orders, etc.

EVALUATIONS

( ) a. Are storage facilities being utilized to their fullest?

( ) b. Are there any health hazards evident in the washrooms,
lockers and the shop?

( ) c. Is the equipment in the shop in good working condition?

( ) d. Is there a maintenance schedule in force and how do
students participate in it?

COPIERS.



DEPARTMENT
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1,4
III. INSTRUCTIONAL EQUIP1ENT SUPPLIES

CHECKLIST

( ) 1. All major and minor equipment is in good condition and
is functioning.

( ) 2. The equipment and tools in the shop are representative
of that currently in use in industry.

( ) 3. Tool storage is so organized as to allow for free flow
and for use by the students.

( ) 4. Safety guards of various sorts are in evidence where
needed.

( ) 5. The shop adheres to laws concerned with safety glasses.

( ) 6. There are sufficient work stations for class size.

( ) 7. Efforts are being made to purchase equipment, texts, etc.
recommended by the curriculum committee.

pITALUAT;ON

( ) a. In what condition are the shop equipment and tools?

( ) b. How well is the tool crib organized?

( ) c. How clean is the equipment?
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DEPARTMENT

IV. INSTRUCTION

CHECKLIST

( ) 1. The instructional program contributesto the objectives of the
philosophy of Vocational Education in Connecticut.

( ) 2. The instructional program meets the states objectives for
shop courses.

( ) 3. Course Outlines are available and are adhered to.

( ) 4. As nearly as possible the shop program integrates the
subject matter taught in the related and general education
departments.

( ) 5. There is evidence of careful preparation for instruction.

( ) 6. There are provisions in the curriculum to assimilate
changes and advancements of the trade as they develop in
industry.

( ) 7. Field trips and resource people are planned into the program.

( ) E. An adequate quantity of production work is in evidence.

( ) 9. Provisions are made to allow for individual student differences.

( ) 10. There is evidence of audio-visual instructional aids.

( ) 11. Audio-visual aids are in ease.

( ) 12. Students always work from blueprints, or sketches and parts.

( ) 13. Students are encouraged to plan and carry jobs or projects to
completion.

( ) 14. When students are assigned to "outside production jobs" they
are never left unsupervised.

( ) 15. A formal theory program is in evidence.

( ) 16. At least one textbook per student is available in use.

( ) 17. Daily lesson plans for theory classes are available.

( ) 18. Approved theory outlines are being followed.

( ) 19. A technical reference library is available.

( ) 20. Students have free access to the reference library.

( ) 21. Approved checking levels are used as defined by the course
outlines. ,(continued on next page)



IV. INSTRtCTION (continued)

EVALUATIONS

( ) a. How adequate is the instructional material?

( ) b. To what extent are visual aids used?

( ) c. Is there evidence of planning?

( ) d. How are the related and general education phases of the
program integrated with the shop instruction?

( ) e. How are the objectives of trade education met?

( ) f. To what extent do the instructional activities approximate
the conditions in industry?

COMENTS
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DEPARTMENT

CHECKLIST.

V. SUPERVISION AND ADMINISTRATION

( ) 1. The policies as defined in Bulletin 30 are being followed.

( ) 2. Administrative policies as defined by Bulletin 40 are
being followed.

( ) 3. This shop is familiar with other State policy Bulletins.

( ) 4. Periodic meetings are held by the staff members.

( ) 5. Students are given an opportunity to contribute to the
operation of the shop.

( ) 6. Membelrs of craft or advisory committees are invited to
observe the instructional program.

( ) 7. Student progress records are kept up to date.

( ) 8. Records of graduate placement and progress are in evidenco,

( ) 9. An established disciplinary procedure is in evidence.

An adequate shop clothing program is in evidence.

Adequate supervision is provided by the school administration
and central office.

Adequate supervision is provided by the department head.

The department head supplies leadership.

The department head delegates work and authority.

Students are delegated responsibilities.

The shop inventory is kept up to date.

A record of instructional needs is kept on hand.

( ) 10.

( ) 11.

( ) 12.

( ) 13.

( ) 14.

( ) 15.

( ) 16.

( ) 17.



EVALUATION

(

( )

()

CaDIZE..

a. Is there a clear understanding of the policy bulletins?

b. Is there adequate supervision?

c. How are changing industrial techniques incorporated into
the program?

d. ghat is the condition of the shop records?





Checklists

The. checklists consist of provisions, conditions, or characteristics found

in good, vocational-technical schools. Some may not be necessary, or even

applicable, in every school. If any important features or procedures are

omitted in the printed materials, they should be added in the appropriate places.

The checklists shoUld accurately and completely portray the program, facilities,

and practices of the school,, thus providing .the factual .baokground for the

evaluations.

The use oftbe,checklists requires five letters;

Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.

L Provision or condition. is very limited or missing but needed.

14 Provision or condition is missing but its need is questioned.
This question might arise in relation to the philosophy and
objectives oftbe school, the needs of the students, or
because of differences of opinion of evaluators.

N .Provision or condition is not desirable or (foes not apply.

Evaluations

Evaluations are the best judgments of the staff in the self-evaluation and

normal]; are reviewed by the members of the review committee. These judgments

are made after Consideration of such evidence as (1) the local staff members'

Observation and analysis of the work of the school, discussions of faculty

committees, study of relationships with the community, and (2) the visiting

committee's 'Observations, conferences with students, consultations with, staff

members, discussions within the visiting committee.

When one.makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his whole

experience how well the school is fulfilling its objectives and the needs of

the students.



1.

5.

4. - V.m.gclod:*
.

- Deponent: the provisions or conditions are extensive and are furictioang
excellently.

.

a. the provisions or conditions are Extensive and are functioning'
wells, or

b*
. .

the provisions, or conditions are moderately extensive but are
functioning excellent3z.

3. - Good: the provisions or conditions are moderately extensive and are
functioning wen. .

2. - Pair:*

a. the provisions or conditions
functioning poorly, or

b. the provisions or conditions
functioning well.

are notierately extensive but are

.

are limited in extent but are

1. - Poor: the provisions or conditions are limited in- extent And -functioning
poorly; or they are entirely missing but needed.

. .. .
..; ': . .

M. 1s; the provisions or conditions are missing but 'their need is
questioned." This question might arise in relation to the philosophy and
objectives of the school, the needs of the students,- or because. of
differences of opinion of evaluators. Items_ marked Illn do not affect
the graphic. summary for the school.. The visiting. committee should
discuss in the written report any evaluations marked tlin whiell the
school should consider further. . . ,.

. ,

N. - Does not auply: the provisions or conditions, are missing but do not
apply, or they are not desirable for the youth of this school. or
community, or they do not conform to the school's philosophy and.
objectives.

*If in making the self-evaluation members of the school staff' wish to indicate
which of the alternatives given for evaluations 0411- of -112" applies, they ii .
use tilian and "2a" or 112bn.
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SCHOOL PLANT

GUIDING PRINCIPLES

The school plant, consisting of the site, buildings, equipment, and services,
is a major factor in the functioning of a good educational]. program. The plant,.
as planned and equipped, is during the schcol time the physical environments
which assists or limits student.aohievemertt of desirable learning experiences.

.0 .
<

.9

The school plant must .piovide'the.physical..facilities to conduct a program
designed to meet the eduiaatOnanieeds, to provide the learner' with a marketable
degree of skill and to provide industry with workers who have the basic
of their trade and necessary trade knowledge so as to better serve the coimnunity
in which they live.

The plant must provide water, heat and ventilatiOn.l.illumination., and sanitation
services which contribute `-to the ,educational plan and the health of its '-occupagits.
The plant must also be.tlesigned, -.equipped and maintained so, as to minimize the
possibility of accidents and fired- involving .its occupants.

; -
1.":6

The site is and will continite to be satisfactory for 'educational, purposes fOr..
the foreseeable future and will allow for expansion of its -educational .facilities
when the need arise. The planning of the building has taken advantage of
important features of the site.

The interior and exterior of the building is attractive and $13PrOP#007
design so that esthetic quality. is evident. The grounds about the building 'are
well-kept and include lawns and shrubbery. - '7 .
The school plant is an integral part of the community planning.program...Thei
entire plant does stimulate the students to use its edwOationel4aoilities
effectively.

4,

El

99
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OBJECTIVES

The philou'ophy of the State's Vocational-Technical Edimition pidgriiiis that the
school plant must provide the physical facilities to conduct a program designed
to meet the educational needs, to provide the learner with a marketable degree
of skill and to provide industry withimkers who have the basic skills of
their trade and necessary trade knowledge so as to better serve the :community
in which they live.

1. The plant which includes the site, building (or buildings) is situated
in the center of the community it is to serve.

2. The site; its size: and shape does accommodate all of the necessary
buildings and facilities to house a good Industrial Vocational
Educational program.

3. The site as provided is ample to carry out a good outdoor athletic
program.

4.. The building or buildingslare so designed architeCtUrally.that they are
siiple, economical and of modern up-todate design,,,tre'fancticnal and
provides all of the necessary facilities to carry out kgOOd Industrial
Vocational Educational program.

5. The plant which includes the site and bUildinits has bein planned and
designed for future e;Tension when the need arises.

6. The plant has the rucesstw utilities: ilecti4citi, water, fire
protection, gas, telephone services, sewage disposal, etc.'

.,, T. The plant is remote from any places having undesirable influences on

.

. .

irouth.

8. The site is above the level of the land adjacent to it so as to permit
good drainage; the soil is poroUs enough to permit rapid seepage, yet
with enough body to minimize dust and nourish grass and shubbery; there
are no obstacles that will impair its usefulness forluture site develop-
ment and school plant expansion.



CHECKLIST

1. Accessil and It

) 1. .The.:schoal is ready accessible to the OudezAts wLt in the proposed
center of the populatiOn served.'

) 2. The school does fit into a logical distribution of all the schools. in
the .comnity.... .,4

C) 4.

Is easily reached by Mechanized transportation and i3 readily accessible
to public transportation lines.

,...
. .. . . ...

.

Is easily' reached by good highWitys, hard-sUrfaced roads .and walks and
is free from traffic and transportation dangers.

5. gleCtricity, water'for domestic purposes and for fire ,proteiction, sewage
disposal, gas and telephone services are available at a reasonable cost.

.4 . . ...44

The-Site is and will continue to be Satisfactory for school; purposes
for the fOreseeable futuie, as indicated by careful studies of pop-
ulati,on trends, zoning developments, highwiy.plan4ndp and 'other factors.

) 7,

)

).

) 10. Streets .about the. school are treelined, and the general area is

&check has been made of, the availability and for the acquisition of
adjacent land for future expansion..

;Ths use and :value of the school is not impaired by industrial smoke,
obnoxious odors, noises, dirst,..fog,, 0 other hazardis:

Is located in .a residential or park district,, and not in or adj*cent
to a bustles:1er' industrial' area that is slated fOr redevelopment.

.attiactivelyAindsCapod and well *aintairied,
,.

The skyline on all, sides .of'Vki.-a building is not more,:than' 0 degrees
and "ii 'free from obstructions-to light and air:.
Is remote from taverns and other places having undesirable influences
on youth.



Surface 2(3a...tures, Soil Conditions , Shane and Size

( ) a3. The general level of the site is above the level, of the land adjacent
to it so as to permit good drainage..

There are no streams, deep ravines, or swamps which will have to be
filled or drained or which. divide the site. so as to impair its use
fUlness for fOture site development and school plant expansion.

The soil is pOrOUs enough to permit rapid seepage yet with enough body
to minimize dust and nourish grass. and'shUbbery.

. .
Little or no topsoil will have to be hauled in for upkeep of the
athletic fields and lawns.

( ) 14.

( ) 15.

( ) 16.

( ) 17.

( ) 18.

( ) 19.

( ) 20.

( ) 21.

The site requires little or no expensive sodding to prevent erosion of
any steep inclines.

The water table is sufficiently below the surface at all seasons of the
year.

The subsoil does permit rapid percolation of water from septic tanks
if a sewer is not available.

The site is in accord with desirable functions and accented standards
that is--.40 acres minimum plus one acre for every 100 students.

The size and shape of the site is approximately rectangular with the
length not more than four times the width.

Inmyements. Arrangements and Landscapim

22. The building, the athletic fields and facilities, drives, walks, trees,
and shurbs are arranged with due heed to aesthetic appearance.

Proper amount of space has been devoted to the athletic fields and
where necessary properly fenced.

) 23.

24. Parking space for faculty, students, visitors, for community use of
buildings, and for attendance at athletic contests has been provided.

25. Space for loading and unloading buses, space for walks and driveways
including front entrance driveway, service entrance driveway, and walks
to all entrances has been provided.



EVAWATICNS

C. ). a: How accesoibie is the Site to the students seried?
( ) b. To what extent is the site favorable to health?,

:

To what extent 'does the site provide for safety?

How satisfactory are the educational. and atiltural chitraCteristics of
the envirorrment?

11

7-21,77,,M,

C )

) S.

'161W-site sufficio41,7 elevated to avoid drainage frOm'nearby ground,
and adequately pitched to shed. its on surface water. quickly?

Hive proirisiona been bade ft*. appropriate landscaping of grounclia?

Are there adequate surfaced driveways and concrete walks and is :there
adequate motor vehicle parking areas for staff, students . and victors?
Is the site large enough to facilitate expansion of the main building
housing the administration, clatsrboms, laboratories.and library alsothe. Story vocational. school shop wing .or an additional shop
wing .when the need arises.

. . :

74
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11. THE: BUILDINGS'

CHECKLIST

, .

1. Placementaldwatioal:Flan and Utilization
( ) I. The buildinijOr buildings lriiaced on the site so as to provide for

efficient use of the total area.

( ) 2. The building isplaced on the site so as to provide an attractive
appearance.

( ) orientated so as to provide. adequate natural light:for all educational
functions.

): 44 The arrangement of driveways, .doorways, and floor laVelsfacilitates
truelvdeliveriee with a riniiuum of interference with whool activities.

( ) 5. The building is free of all concealed or "DEAD" spaces (hollow spaces
between. partitions and under floOra),.where dangerous:gases may accumulate
and through which fire may spread.

( ) 6. The heating plant is centrally located so as to provide efficient
,operation at a. miniinwn cost.'

( ) 7. The heating plant has a direct outside entrance.

( ) S. The heating plant is maintained in a clean,. orderly condition.

11. Gross St eture e of Constructica and Materials, Form and Architecture,
and Foundations.

1.
( ) 9., The balding is free from ornamentation and architectural features which

may deteriorate rapidly.

( ) 10. The building is situated and planned so as to meet
needs..

O The gross structure of the building is of durable,
material.

future expansion

fire-resistant

( ) 12. It is structuralli sound and enduring, with best possible materials and
competent workmanship.

( ) 13. The interior materials and workmanship contribute to an attractive
appearance.

() 14. The Architecture is attractive and pleasing, well suited to its locale.

) 15. The Architecture is practical and efficient, both operationally and
educationally.

) 16. The..foundations appear to.be strong and stable.

) 17. The foundations are properly waterproofed and drained.



111, Roe Wall and Floor Construction ".. ...

( ) 18. The roof is durable, weatherproof and has a 20 year bend.

( ) 19. The roof iSproperly'fiashed and drained also in good afxicii*JAM,

( ) 20. Exterior' walls are sufficiently strong, Airtiihts'and perfectly water-
tight.

Interior bearing walls are sufficinet4 'strong, and located so as not
to interfere with.the function of the ,building.. Non-bearing walls are
light and durable. "

.

C) 21.

'). 22.
. .

Ceilings are strong, :Safe, Jitiritctrive;-:.41,ee...fisiim...Craki,.ai..id holes, and
with suitable light reflective value. . . ,

Floors are well laid, free. from,marks, humps and holes,, worn spots and
splinters. They are attractive, of proper tire and.with.smooth even
finish and in good shape. , , . .

lv. Entrances and "Matt Condition and prance AcCustics and
11111Mnallk
Fenestration.

( ) 240 Entrances and exits are adequate in number., size and type; exits should
open with the direction of travel; are properly located, and in%good
condition. . .

(..) 25.* Doors and frames Oe strong and durable.
. .

) . 26. Doors operate easily and efficiently have suitable hardware, .automa.04
locks,, panic ^bars, door checks and kick piates'''(where'needed), arid
are in good operating condition.

( ) 27. The building is kept clean, well-painted, aiid is in good repair.

( ) 28. The building is properly..d.esigned, constructed., and equipped for control
of sound ^(ACCUSTICS).

( ) '29. Wlndows are adequate in size and number; of proper type. and design,:
and suitable located (41 wide window 'modular center to center) and .

must equal at least 213 of the floor area.

V. Internal Structure ii,airwe(.idors and lobbies):
( ) 30. Stairways are 3:41rclYand. safe in all respects. Both stairwell an

staircases are fireproOf."

.) 31. Stairways arefglequat, number and size are properly located and 'of
suitable
Stairway.

. .

( ) 32. Corridor's` and lobbies are properly ^designed and locateel,to accommodate
and control traffic flow; (Where desirable), have accommodated pupil
lockers.

. .

( ) 33. Corridors and lobbies are welltaighted, sage, quite attractive, and
easily mainiained.

t-1



EVALUATIONS

) a The (or. 1;14 s) is .aon th lite soai 4o2piovicie for
efficient lite of 'thei'tOtal area. -z-' ,

( ) .,,--b,.,:, .:16'."the.'biiildiiiii planned and liitiatieSO'si to Meet future nsion'
needs?

( ) c. Is the gross structure of the building durable, fire-ree.istallt ma. teriale?
Is the building free from all hazards under all.coriditicirief----"-''"

, . .

( ) d. Are entritiii Ara :exiti-pioperWearitstricted arid eciniiipett far' safety;
. . f , t k y , 0

are exits so designed so as to open with the direction. of tr.3aval?,, f .,

harmony portrayst- a

arionsi coznponents the1164'611f Vita:Laity' in dedign, reflectirge1-,m, in, its v
most recent advancements of proven merit.

44 ;4 4 r It , .'"
'4;' 3 , 4 ", , , , .1.

rk. 4- r . f:;:.

Vetil:erre or. eastern
Stift that classrooms have preferably a( -- lentatiOn-Of the building is

exposure

Widient,

CHECKLIST

1 ""'Ileat

) 1. The heating plant is, centrally located, so as to be practicable, and
reditoe the sizes of .heatiriePiPes'and: ducts...

) 2. It provides continous and automatically controlled heat of proper,
as r,ir4xiz.ed"hy Canditione of 'climate.

(,),; 3; 'The heating Plait provides 0.4eqUate swig,* Of clean, 4103*Otif-,aii of
proper humidity withoUi;ereating draftEi.

) 4. Special ventilation is provided where needed (e.g. shops, kitchens,
science laboratories etc.).

) 5. The heating and ventilating system is in a proper working order, and in
clean, neat condition.

) 6. Air ducts and ventilating units are not built of combustible materials
but free from hazards under all conditi.ons.

) 7. Air ducts and veal:111A1% units.. are eqpped with thermostatically
controlled dampers.



\

CHECKLIST

1. HealWasand Ventilation (continued)

( , The heating agd...veAtilation sy$tem Is efficAsenti ,easy, .,.
operate, economical, and capable of ;meet

, e. heating and. ventilation system4s capable or .expappions to serve
building additions.

4."

Artifica taw i;g7.044 ori.t

54er' ,111:449. .912PAPKekr,r,
;

.:

órCsCent1jthtjné furee are louvered Or translucent shielded type
. ArAVP.re furniohed Vith agh_power factorAxasat,. , TherLartAlso,equli.ppedwllit filter fcir tb ventibo4io4 fail/Lei:on interference.

;';' : 'ty.'"0 ."The following mininauflight 'intensity in the shop bing has been
4.4.84nt,51:. .40 foot-candlektor shops. and; shop,olaseTqa$2.45 foot*:catd1es for corridors aiid serviie, areas., , In the ma building thefollowing light intensity has beeniiintained: irdiain. 'Office, Classrooms,Blu,eprint Reading Room, l*oratortee and ',library, 40 footr-candleg. t t."

) 3.3. In the Main building the following' light intensity has been maintained:
,,Dra;ting Room 40 footr.oandlesi, Corridor and. toilet rooms..1.5Lfootes;In storeroom and Janitor Closets .094T: qoPrrfction. oflight in the Beauty CultUre'Shoplias beenproVidid.

water...:fizr...vice

Adequate supply of hot and cold water to all pints of use .has beenprovided.
()14.

Pare cold water for drinking, and with all eqpi.pment:de.Aisned,jPr;conk-!;*plete sanitation has been provided.
-;nal equa,patent e,ng.r4tures, ark conveijentLy located, arettof properdesign, efficient, and eate'tii- use.

Drinking fountaintrate receeseit iiith e streaward.mquiti guard.
) 18. Suitable, adequate handwashingfacilitiee are re*yidgc!.;,.*ther.4re in good

Iand itatili -Mtti r led

El

9



1V. Toilet and Sewer

( 19. Toilets are conveniently located on each floor for each sex, .and for
public use as needed,

( ) 20. Toilets and washing facilities have been provided in the shop areas,.
,,,r,,,I-,, ,..:. ,. y . . ,..,,,.-, .,:. . i .,.. .

C Y
,

-,Toilets havebeen provided:ea neldett in COnneCtiOn With Health and Office
Suites, Custodian's Quarters, ',Instruetorls' ROOM and Cafeteria-Kitchen.

.;( )- 22...Toilets are .adeqttate in' the number of Watins'*closets urinals, andlavatories.

) 23.

( ) 24.

) 25.

Drinking fountains sztnot eat are iiot located in toilet'

Toilet equipment and fixtUrei are strong; .'safe, sanitary, efficient;
economical in use, and resistant to damage.

Sewer systems should be and are adequate`for all .dehands, safe-and
sanitary, in good condition, and accessible for repair and maintenance.

CHECKLIST

V. Fire Protection

( ) 26. Construction is fireproof or extremely fire-resistant,
( ) 27. Construction does provide absolute safety for all travel passages, bothvertical and horizontal; does give. complete adequate 'protection around

spaces involving special fiie haiards.-
) 2g. a system provided two separate 'means of egres from laboratories and

any area where students gather, also permits em rthe buildi,nR inless than three minutes

Apparatus does provide positive and fool-proof alarm, system.( ) 29.

EVALUATIONS

() a Is the heating plant simple' and`centrally located, as far as -practicable,so as to reduce the sizes of heating pipes and ducts?
b. Has zone heating been provided so that independent =its' Or segments ofthe building such as the auditorium, offices, and gpreasium, cafeteria,

etc. may be used without heating the entire-building?

Is artificial' light the primary source of ilitunination, supplemented "bynatural lighting? Has light intensities ati specified in the Illuminating
Engineerm Standards been maintained?

O d, Has the minimum number .of toilet, laVatory, Winking 'fountain,and other fixtures needed to meet code 'or publiC regulatoiy requirementsfor planned student enrollment been provided?

COMMENTS

( )
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CHEcKusT
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1, t aiWL

1V. ELECTRICAL SYS1216

1

4

( ) 1: Proper current wherever needed, with suitable controls, safety devices,
.,,auxiliary.systemkand circuits, and.' efficient arrangement of outlets,
iiiitches and panels have been: provided

( ) 2. Has conformed to all controlling codes, legal require:sort sy' and insurance
standards. , ..: ... .7... . . z7,

,..

3. equipment, .and devices are reasonably moderri;.iafe to -ale,
in good -Working, condition; sand easily' repaired and maintained,

System can ,be expansible withadditions to building.-

U. Clocks and Pro ram SUmals

*CV* 14 .47System does provide accuracy of timing, reliability, service, durability
with minimum care, suitable audibility, automaticity, and efficiency
with economy,

(, ) . 6. .System can be exp. ansible-with additions to building..

U. Fire Alarm System
to

?' ptovicte. for positive alarm from suitably convenient stations by
-"automatic or Maple manual operation. "H.

) . Is connected, to .municipal system), with cut-off- for tests and drals,',

1V. TeleacatezEstem

( ) 9. A tsci' trunk (minimum) S.N.E. telephone system with PBX (18 or more
stations) in the Main Office has been provided. ,

( ) 10. Telephone conduit for this intercommunidating "systeni from the PBX Board
in the ,Main Office to various extensions has been prodded,

( ) 11, Adequate number of coin telephones for student and for 'public use has
been provided.

V. Public Address .and.Audio-Vieuai .S 'stems
11.

12, Public Address System hac) been properly installed, flexible, selective,
in good condition, and easily supervised.

) 33. Audio-Visual systems and equipment has been provided adequately for the
proper function in teaching wherever needed, and is reasonably modern
and in good working order.
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V. Public Address and Audio-Visua3., Systems (continued)

()14. Conduit and wiring for projector speaker extension cord including the
polarized outlets in the front and rear of the rooms should be and are
provided, to facilitate audio-visual projection, in all Classrooms,
Blueprint Reading Boom, Mechanical Drafting Room, Science Laboratories
in the Classroom Building, Trade Technical Information Classrooms in the
heavy Trade Shop Building, also in the Cafeteria and in the Combination
Gymnasium, Assethly.

Other Services

Compressed air connection to designated locations in shops and in
Laboratories have been provided.

Gas in Shops, Laboratories, Kitchen, Health Service Unit etc. has been
provided.

( ) 15.

( ) 16.

( ) 17.

( ) 18.

( ) 19.

( ) 20.

( ) 21.

Carbon- monoxide exhaust system (underfloor type) for both the Auto
Repair Area and the Auto Laboratory has been provided.

A one ton capacity including a trolley hoist in the Auto Repair Area
and a floor drain trench has been provided.

A Levelator and a two ton Capacity monorail including a trolley hoist to
facilitate the handling of heavy equipment has been provided in the
Machine Shop.

Incinerator has been provided.

Auxiliary lighting systems where needed have been provided.

EVALUAT/ONS

How adequate are the provisions for illumination?

How adequate is the Communication, Time and Program System?

How adequate is the Fire Alarm System?

Has adequate 1204/208 volt, 3 phase, 4 wire been provided?



EVALUATIVE CRITF2.1A FOR THE RELATED DEPARTMENT



Checklists
011811~...NommosarimINSWIMO

The checklists consist of provisions, conditions, or characteristics found
;

in good vocational-technical schools. Some may not be necessary, or even

applicable, in every school. If any important features or procedures are

mated in the printed.znaterials,
. they should be added in the appropriate places*

.

The checklists should accurately and completely portray the program, facilities,

and practices of the school, thus providing the factual background.' for tie

evaluations,

The We of the checklists. requires =five letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.'

L Provision or condition is very limited or miSsing`but needed.

14 Provision or condition is missing but its need is questioned.
This question' might arise' in relation to the philosopl)fand
...objectives of .the school, the needs of the students, -or
because of differences of. opinion of evaluators.

N Provision or condition is not desirable or does not apply.

Evaluations

Evaluations are the best judgments of the staff in the Self-evaluation and

normally are reviewed by 'the members of the review committee. These judgments

are made after consideration of such evidence as (1) the local staff members!

observation and analysis of the work of the school, discussions of faculty

comittoes, study of relationships with the community., and (2) the visiting

committee's observations, conferences with students, consultations with staff

members, discussions within the visiting committee.

When one makes a judgment upon what is included in gn evaluation item,

using the ratings defined below, he should consider in the light of his whole

experience how well the school is fulfilling its objectives and the needs of
the students.
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50 - becfplent: the provisions or conditions are extensive and are tiniCtionizig
excellently.

4. Yersr good:*

3.

fl
a. the provisions or conditions are extensive and are functioning

,or o.

the provisions, or conditirms, are moderate4 extensive but are
functioning excellently. .

.

- Good: the provisions or conditions are moderately extensive and are
functioning ,well:

2. - Fair:*

a. the provisions or conditionLare moderately 'exterisivErbut Aite
ikraotioning poorly, or .

b. the provisions or conditions are limited in extent but are
functioning wells - 4

le Poort. the :provisions or conditions areaimited in extent :iind ,functioning
poorly; or they are entirely missing but needed.

H. - Missing: bhe ..provisions.: or conditions are missing but their 'need is
questioned. This question.- might arise in relation: to --the philosophy and
objectives of the.school, the nesds....ot:the..students, or because of
differences of opinion of evaluators. Items marked nMn do Snot affect
the graphic su,mmary for the .,school._ The visiting.,committet'v,shOull
discuss in the written report any evaluations marked nkin which the
school should consider further.

the provisions or conditions' . are . missing, but do 'notapply, or they are not desirable for the youth of this school or
comnrunity, or they do not conform to he school's philosophy and
objectives.

, [1]*If in making the self-evaluation members of the school staff wish to indicate
which of the alternatives given for evaluations "4" of ."2" applies, they
use n4an and "2a" or "2b".

. .

;

.!
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INFORNATI61

I A.

tf

The committee doing this selfimleyalUatioit may be" olio group

evaluating the entire Related Progiam or three "eub=groups

representing each 'of the areas. I

School size and the number of faculty members would determine

your use of this evaluative instrument.
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STANDARDS FOR .ifl;REATEli PROGRAM

The Related Program in the Connecticut Vocational-Technical Schools consists

of classroom and laboratory courses designed to increase knowledge, under-

standing, and the ability to solve technical and theoretical problems concerned

with a particular trade.

The related subjects are mathematics, science, and blueprint reading, related

art, etc. They are organized to achieve the following objectives:

1. To meet the specific needs of the trade areas-.

2. To develop in students an understanding of the fundamental mathe-

matical and scientific principles and processes..
1...,<

To interpret and express ideas through blueprints and schematics.

4. To be able to think and organize effectively in the changing

technology of our times.

5. To develop individUal abilities beyond minimum standards.

N

r---



Course offering by grades;

Grade Science Math.

9

10

lersammomsp

ORGANIZATICN to

Blue rint

41..0.111=111101111MO.1.1

0.4..1.--41.11.4....111=lwill=4,14.4.01111.441**44.

Check list:

M Bp
( CS) C )

( ) ( ) ( )

1. Approved outlines are in use.

2. Previsions are made for teachers to help special groups and
irngyidllepwspriOng on .related projects.

3. A three-tract program is in operation.

) ) )

( ) ( ) ( )
( ) ( ) ( )

( ) ( ) ( )

Evaluations:

( ) ( ) ( )

( ( ) )

) ) )

Comments:

-,The related program is organized with emphasis on trade
applications.

4

Time is provided in the teachers' daily schedule for the
preparation of classroom demonstrations. and shop visitation.

There is evidence of good rapport between shop and related
personnel.

Shop personnel are utilized in specialized instructional areas.

8. Advanced work is provided for students of exceptional, abiliti.

9. Time is provided for remedial work.

1. Is the program organized to be functionally related?

2. Is there enough time in the instructors' schedule to meet the
demands of the outline?

3. Are the trade needs of the students being met?
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II NATURZ'OF OFFERINGS

Check list:

14

(')

S Bp.
( ) ( ) 3.

,. -.;*"

Attention is given to developing definitions and understanding

(.) C ) () $ 2... The .cOntent of, the. COU113..4.4 clearly _applicable., to. the _mateials
and procedures of a basic trade.

3. Facts, figures, and concepts are.inter-related in the fields
science, mathematics,. and. blueprint.

( ( ) ( ) 4. Skill is developed in using equipment and instruments.,

( ) ( ) ) 5. Opportunity is provided for project work.

) (r)
(

6. Students are presented with recent development. ;

7. Practice is provided for Problem 'saving in the classroom or
laboratory situation.

) ( ) 8. There is an appreciation of the significant contributions of
.-kr the subject matter to =',our cultural advancements.

, :

( ) ( ) ( ) 9. The courses develop in a logical sequence.

.) (- ) ,10. Emphasit is placed on accuracy, oiderliness, aztd creativeness.

evaluations t, -

) ) 3.

Comments:

3;
To what extent do the offerings provide for applications in a

$trade? 4.

To what: extent dothe offerings prepare students for fdithor
study?

To what extent do the offerings provide for stud,* and
discussion of recent developments?

S.;

(-3

t.-



Check list:

M S Bp
( ) (

) ( )

wrstc,Ai nexitints

.

Seating, lighting, and ventilation are conducive tonlcarning.

There is adequate storage space for equipment, suppliis; and

materials.
. . .

. .

Prov*ions are made for,,the use of audio.visual equipment.

( ) ( ) ( ) ClaSSroom-space is available for discussions, experimentation;
and drawing.

( ) ( )
Evaluations:.,

7.

Proper utilities (gas; water, etc.)

Chemicals and combustible materials
and stored.

are provided:

,' :

are properly distributed

There is evidence of first-aWand safetrequiPment.

-1

'How-adequately are -classroom and laboratories furnished for
related instruction?

I.

Haw adequate are space provisions for existing class Sizes?

Comments:

i.

,e.

How adequate are the storage facilities for equipment and
supplies?



IV DIRECTIONS OF LEARNING

A. Instructional Activities

Check list:

M S' Bp

)

)

Evaluations:

) H
) ()

( ) ( ) (
Comments:

A

Instruction is directed toward the objectives of related
eduCation.

There is evidence of careful planning and preparation by
daily lesson plans and lOng range bbjeeitives.-

InstruCtion is different foi the slow; the average, and the
advanced student. yy

4. laboratory methods and techniques Or investigation are used
when appropriate.

.s4

5. Use is made of models, charts, and.other'instructional aids.

6. Atdio-visual aids are used.

Proirision is.made for both individual and group instruction." .

8. PrOjects are developed beyond claes requirements;

9. Instructional materials are geared to various ability groups.

10. Field trips and outside resources are utilized to supplement
learnicvs.

11. Student use of instructional material is closely supervised.

1. How effective is the teaching?

2. How adequate is the planning and preparation for instruction?

3. How adequate are provisions made for individual differences?

1)



B. Instructional Materials

Check list:

S Bp
) ( ) ( )

) ( (

Textbooks are available for each student.

2. Textbooks are selected andissued according to learning
abilities.

( ) (.) ( )

( ) ( ) ( ) 5. Course outlines, approved book lists, and supplementary
materials are provided.

6. Professional and student veriodicali are'on hand.

( ) ( ) ( ) 7. Teacher or student-made Projects or models are' used inHinstruc-
tion. .

( ) ( ) ( ) 8. Appropriate audio-visual materials are available and in use.

( O ( ) (1'': 9. A list of equipme4and supply needs is maintained.

Equipment and materials for ,classroom demonstration are
available.

Equipment and materials for individual and group laboratory
'work and projects:are available. :

( ) ( ) ( ) 10. Catalogues, price lists, and current contracts are on file.

Evaluations:

) ( ) ( ) 1.

) (

O ( ) 3.

( ) ( ) 4.

Comments:

How adequate is the aneWs.et of instructional materials?

HoW adequate is the quantity Of instructional materials?

ifimiadecgate is the quality of instructional materials?

How adequate is the provision for storage of instructional
materials?



C. Methods of Evaluation

Check list:

CS) (p) 1. PrOgrai is reviewed and discussed with shop general edtication
:department.

2. Appropriate levels of achievement are used for various trades.

)

Appropriate criteria is used for marking different ability
levels.

. .. . .e , .4.
.'

Infoi:nial evaluation, of .inti.totica is carried out through
conversation with itudente, clais diecission and observation,
:Ara interviews lidath..parents

5. Student reports and class participatiOn are considered in

grading StAidentse-

I

) ,C. ) A variety of tests. are used,.

()C) C)

( ) ( ) ( ).

Evaluation:

)

)

7. Homework and notebooks are considered in the total evaluation
.'of the student:,

Teachers and students understand that tests are an integral
part of teaching-learning activity.

Individual PrOiresti is recorded.

To what extent do teachers use evaluation results to
analyze the effectiveness ,of their teaching?

To what extent does.inter-departmental discussions help to
improve the programs

To what extent are evalutive results used in the diagnosis
of difficulties and the identification of areas requiring
remedial instruction?

) ) ( ) 4.. To what extent does evaluation identify students with
particular promise in their trade?

Comments:

6...

.



Evaluation:

To what degree do students:

Exhibit an understanding of fundamental principles?

Possess skill in interpreting related information?

Possess skill in using materials and equipment?

( ) ( ) Exhibit ability to apply related methods in solving problems?

( ) ( ) ( ) 5. Possess a knowledge of vocational opportunities available in
these fields?

M
( ) (

S Bp
) ( ) 1.

( ) ( ) ( ) 2.

( ) ( ) ( ) 3.

V OUTCOMES

( ) ( ) ( ) 6. Continue their study of related subjects in postsecondary
schools?



SELF-EVALUATION

for

AUDIO-VISUAL SERVICES

I. Statement

II. Organization

Equipment & Materials Chart

III. Equipment & Facilities

IV. Materials

1
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Checklists

The checklists consist of provisions, conditions, or characteristics found

in good vocational- technical schools. Some may not be necessary, or even

applicable, in every school. I! *any important features or'prodedures are

omitted in the printed materials, they shouid.be addel in the appropriate places*

The checklists should accurately and completely portray the program, facilities,

and practices of the School, thus providing the factual background for 'the.

evaluations.

The use of the. Checklists requires five :Letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate:, extent.

L Provision or condition is very limited or miseini but neede4
14 Provision or condition is missing but its need is questioned.

This .qitetition. might arise in relation to the "philosophy and
objectives of the eehool, the needs of the students, or
because of differthces of opinion of evaluators,.

N ProVision or Condition is not &arable or does not applyi

Evaluations

Evaluations are the best Iiidgments of the staff in the self-evaluation and

normally are reviewed by. the members of the review committee. These judgMents

are made after consideration of such evidence as (1) the local staff members:

observation, and analysis of the work of the school, discussions of faculty
con1oi4m,es, study of relationships with the comniunity, and ,(2) the 'visiting

committee s observations, conferences with students, consultations with staff
members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his whole
experience how well the school, is toltilling its _objectives and the needs Qf
the students.
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,ar
5. - Peel lent: the provisions or conditions are extensive and are functioning

excellently.

- Very
.-..:, . ,. .. ::: -:',-,-. ., ... ' ..... .

a. the provisions. or
,

conditions are extensive and are functioning
-well, -or - ,;

the:. pro /7145;one ,or- conditions are moderately, extensive ,but are
functioning excellently.

.

- Good: the provisions or conditions are moderately extensive and are
fuliCtioningwen...0

2. -
a. the provisions or conditions. are moderetelzr extensive but are

functioning poorly, or
7.

117

b. the provisions or conditions are limited in extent but are
functioning. well., ."

1. - Poort% provision or conditions are aimited in extent and .functiOning
poorly; or they are entirely missing but needed.

His sins: *e''IrovieiOns or conditions are -missing.but their need is
questioned.* This -question might. arise in. relation to the phi3.osophy and
objectives of the school, the neede,of the students, or because of
differences of opinion of evaluators.' Items marked "Mn do.not affect
the graphic summary for :the ,schooI. The visiting .should
discuss in the written report any evaluations marked "H" which the
school should consider further.

14.

Doea not apply: the. provisions or conditions are missing but do nbt
apply, or they are not desirable for the youth of this school or
community, or they do not conform to. the school's philosophy. and
oVjectites.

*If in raking the self-evaluatiommembers of the school staff wish to indicate
which 9t, the alternatives given for evaluations- nio of 0211 applies, they-mayuse "4a" and 112.en or "21511.
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AUDIO-VISUAL SERVICES

Statement of Objectives -

Audio-visual aids are intended to enhance and supplement

daily program of study by: - providing experiences otherwise un-

N**.m.farl*.mmitc141t.t!!:

available or impractical, enriching an areawith additional experiences,

eraphasUing important points increasininterest and ,aiding comprehension

through one or more of the several,
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II. Orgnaization: -
A. Checklist: -
( ) 1. Audio-visual equipment and materials are located in an easily

accessible tom

( Facilities are provided for previewing, preparing and producing
audio-visual materials in that roan.

( ) 3. There is an audio- visual coordinator, who meets certification
requirements, in charge of the service.

( ) 4. Additional perSonnel is providedto. assist the coordinator.
( ) 5. Distribution of audio-visual equipment is organized efficiently.

( ) 6. Procurement and diStribution oilaudiOArisual materials is organized
efficiently.

( ) 7. Sufficient time is allotted to the coordinator for his audio-visual
duties.

( ). S. Instructors,:,aeWellAnfOinned`onAlietiMonnt7aiiiilable, the method
of procurement, and the operation of equipment and for facilities.

- - -
( ) 9. In-service training is provided for both instructors and students

that each knows how' to operate =arid 'use Care in Operating equipment.

10. 'AcOurate record; `is throUghOUV'the build-
ing, avoiding unnecessary work, expenditures and duplication.

, .

Small items of equipment-i.e. paper cutter, tee square, scissors,
etc. - are provided in the audio-visual roam.

B. Evaluation: -
( ) 1. How well are the audio-visual services organized?

( ) 2. How well is the coordinator trained in procurement, production, and
maintenance of el/olio-visual equipment and materials?

( ) 3. How adequate is the time allotted to the coordinator for performing
audio-visual duties?

C. Comments: -



Wit, .I cased intt for
Eciiiitterit 1 Materials

Last. years . Last year

Motion Picture
Projectors

Opaque
Projectors

Transparency
Projectors

Slide or Strip-
film Projeetors

Charts, Maps,
Posters

Tape Recorders

Phonographs

Television Sets

Screens

Portable Tables

Free Materials
Books
.



III. Equipment and facilities: -
A. Checklist: -

Adequate audipftvlsual-equiipment-is available or-efficient-and
time

,

Motion piature

) b. Opaque projectors

(-4- e.. -0,erhead- or projectors-
( ) d. Slide and stripfilm projectors:

( ) e. Television sets

-(- )- 1., Each- room- is equipped .with- at least-one blackboard' and-one
bulletin board.

)- g. Charts-, maps- and posters-are in evidence throughout ,ther,
building.

( h. -- Tape recorders

-( Phonographs

( Screens

( ) k Portable equipment -tables

( ) 2. Adequate funds are provided for -purchase-0,qm equipment and
repair of older equipment.

( ) 3. Equipment on hand is well maintained and operable.

( ) 4. Facilities are adequate and accessible to`instructors fortheir efficient use.

( ) 5. New equipment and developments are examined for their possible
adaptation to the program.

( ) 6. Consideration is given to rental of equipment were it
would be more feasible and economical than purchase.

( ) 7. Funds are available for rental of equipment.

( ) 8. Closed cirnuit T.V. is available or contemplated in the near
future.

11



III. Equipment and Facilities: - (Con't)
B. Evaluation:

( ) 1. How adequate are the facilities?
). 2, How adequately area they equipped ?.

) 3. How adequately are the services funded?

) 4. How well are the services attuned to the times?
C. Comments: -



Iv. Materials: -

A. Checklist: -

1. Adequate funds are provided for the purchase of audio-visual
materials.

( ) 2. Adequate funds are provide&for the; of,audioTvisual
materials.

3. Instructor produced materials are in evidence.

" .

4. Adequate source lists of free or inexpensive materials are
available to instructors at all times. 4 .

( ) 5. Adequate funds are provided for supplies and materials for
production of aids.

6. Materials and supplies on hand are used to advantage by
the staff.

B. Evaluation: -

()

0 1. How adequate are the materials and supplies for efficient
instructor use?

( ) 2. How adequate are the source lists of materials?

) 3. How well-informed is the staff on materials available?

( ) 4. How well-formed is the staff on production of materials or
aids?

5. Hbw well are these materials and services utilized?

( ) 6. How adequately are funds provided for materials and supplies?

C. Comments.: -

L.
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Checklists
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The checklists consist of provisions, conditions, or characteristics found

in good vocational-technical schools. Some may not be necessary, or even

applicable, in every school. If any important features or procedures are

omitted in the printed materials, they should be added in the appropriate places.

The checklists should accurately and completely portray the program, facilities,

and practices of the school, thus providing the factual background for the

evaluations,

The use of the checklists requires five letters;
E

S

L

Provision or condition is made extensively.

Provision or condition is made to a moderate extent.

Provision or condition is

Provision or condition is
This question might arise
objectives of the school,
because of differences of

N Provision or condition is

very limited' or missing but needed.

missing but its need is questioned.
in relation to the philosophy and
the needs of the students, or
opinion of evaluators.

not desirable or does not apply.
Evaluations

Evaluations are the best judgments of the staff in the self-evaluation and
normally are reviewed by the members of the review committee. These jukiginents

are made after consideration of such evidence an (1) the local staff members'

observation and analysis of the work of the school, discussions of faculty

committees, study of relationships with the community, and (2) the visiting
committee's observations, conferences with students, consultations with staff
members, discussions within the visiting committee.

When one makes a judgraent upon what is included in an evaluation item,
using the ratings defined below, he should consider in the light of his whole
experience haw well the sfthciral. a ettiliMink ;yenta vas. Alld, the needs of

the students,



5. - &cell:ant: the provisions or conditions are extensive and are functioning
excellently.

4. - Very ood:*

a. the provisions or conditions are extensive and are functioning
well, or,'

.b.... the prqvisions or conditions are moderately extensive but re
functioning excellently.

,
'

3. - Good: the provisions or conditions are moderately extensive and are
functioning well..

2. Fair:*

a. the provisions or conditions are noderately.extensiVe but are
functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limite4 in extent and functioning
poorly; or they are entirely missing but needed.

M. - Missing: the provisions or conditions are missing but their need is
questioned. This question might arise in relation to the philosophy and
objectives of the school, the needs of the students, or because. of
differences of opinion of evaluators. Items marked "H" do not affect
the graphic summary for the school. The visiting, committee should
discuss in the written report any evaluations marked "Mn which the
school should consider further.

N. - Does not apply: the provisions or conditions are missing but do not
apply, or they are not desirable for the youth of this school or

...community, or they .do not conform to the school's philosophy and
objectives.

*If in' making the self-evaluation. members of the school staff wish to indicate
which, of the alternatives given for evaluations n411 of 112n applies, they' may '
use n4au and. "2a" or u2b".

El

11

Li
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I. ObJectives:

School libraries are concerned with generating understanding of American
freedoms and with the preservation/of-theme freedoms through the devalopment
of informed and responsible citizens. To this end the Connecticut Vocational
Technical School libraries endorse the Library Bill of Rights of the American
Library Association and asserts that the responsibility of the school library
is:

1. To provide materials that will enrich and support the curriculum of
the school,. taking into consideration the varied .interests, abilities,
and maturity leveli of the students.

2. To provide materials that will stimulate growth in factual knowledge,
literary sPPreclAtton, aesthetic values and ethical standards.

3. To provide a background of information which will.enable students to
make intelligent judgments in their daily life.

4. To provide materials on opposing sides of controversial issues so that
young citizens, may develop, under guidance, the practice of critical
reading and thinking.

5. To provide materials representative of the many religious ethnic, and
cultural groups and.their contribution to our Amsrican heritage.

6. To place principle above personal opinion and reason above prejudice
in the selection of materials of the highest quality in order to assure
a comprehensive collection appropriate for the use of the library.



LIBRARY EVALUATION

II. PERSONNEL

CHE04ST:

( ) 1. The library has a full tip Librarian:

( ) 2. The library has a part time Librarian-Teacher.

( ).-3. The following Pupil-Librarian ratios are adhered to:

Schools 500 or more-Full time Librarian.

Schools,300.to 500-Librarian- Teacher scheduled not -more than
two teaching periods a day. Provision to-be made for the
supervision _of the library at all times.

. . .

Schools under 300-Librarian4eacher to be scheduled not less
than halftime:In the library.- Provision to be made for the
supervision of the library at all times.

.

Students assist the Librarian on a voluntary part.tine basis.

Students assist the Librarian on a paid part time basis.

The Librarian has equal faculty to that of other faculty members
of equivalent education, experience, and responsibility*.

EVALUATION:

( ) A. How adequately is the library staffed?

( ) B. How adequately is the provision for student assistants?

COMIENTS:

I.1



LIBRARY EVALUATION

III. FACILITIES AND EQUIPPISNT

CHECKLIST:

( ) 1. The library is centrally located and easily accessible to all students.

( ) 2. Seating capacity and tables are adequate. (Seating for at least 40
to 45 students =or Wof enrollment) . ,

( ) 3. A conference room and'separate work room are provided.

( ) 4. The work rocs has asink and running water.

( ) 5 Thematic room has sufficient storage facilities.

( ) 6. A section of the library is'reserved for the professional improvement
of the staff.

( ) The library is adequately lighted and venglated.

The following general equipment needs are adequate:

( ) 8. Adjustable shelving
( ) 9. Magazine dhelliing'
( ) 10. Newspaper rack
( ) 11. Charging desk and chair ;

( ) 12. Dictionary stand and unabridged dictionary
( ) 13. Atlas stand
( ) 14. Card catalogue case
( ) 15. Vertical-file cabinets
( ) 16. Bulletin boards.
( ) 17. Display case
( ) 18. Book trucks
( ) 19. Librarian's desk and chair
( ) 20. Typewriter and stand
( ) 21. Step stools or shelf ladders
( ) 22. Book repair materials and equipment

) 23. Floor covering is attractive, hygenic, and sound absorbing



LIBRARY EVALUATION

III. FACILITIES...Ak.PMEN'r MU_ JR)

EVALUATION:

) A. How adequate is the location and accessibility ot,the library?

( ) B. How sdOquati are the provision for the work. room and 'its' facilities?

( C. How adequate are the space 'needs and seating capacity- of the library?

) D. How adequate,is the shelving?
.

) E. How adequate are the general equiptent needs of the library?

) i F. How adequate is the &mai decor of the library?.



LIBRARY EVALUATION

IV. ai r MATERIAL'S

CMCXLIST:

) 1. The book collection reflects every area of the school curriculum -
trade, related, and -general,education.

) 2, Materials for the cultural.growth of the,.students are provided.

( ) 3. Materials that *supplement the 4exts but offering more breadth,
and variety are provided.

selection cof 'books for different(...) 4. is made in the
levels of reading ability..

) 5. Materials include information and assistance in all areas of learning
which affect young people.

( ) 6. Books are provided that assist growing youth in the solution of taie#
personal problems in home, family living, and social adjustments..

) 7. Reading materials are provided for the recreational leisure time
interests of the students.

( ) 8. Materials are provided and kept up-to-date for the professional
improvement of the stiff.

) 9. Periodicals pertaining to the various trade areas are provided.
Daily newspapers are provided.

Periodicals are provided which reflect various areas of the general
curriculum, world scene, and other items of general interest.
A pamphlet file, properly catalogued, is maintained containing topicsof interest and use to the students and staff.
Books are catalogued according to the Dewey Decimal System and thecard file is kept up-to-date.

Encyclopedias and other essential references are replaced every twoyears.

Multiple copies of material in heavy circulation are maintained.

Circulation statistics are .kept and used to interpret library usage
and needs.

( ) 10.

)

( ) 12.

( ) 13.

) 14.

( ) 15.

( ) 16,



IV

LIMARY EVALUATION.

L3BRART MATER CONTINUED

SUPPLEMENATRY DATA:

F13.1 in the following data and. checklist:

Classification Number of Number of No. of Titles
Different Titles Volumes Copyrighted

Within 5 Years

000 General

100 Philosophy

200 Religion

300 Social Science

400 PhilologY

500 Science -

510 NAth,natics

600 Useful arts
,and tivades

700 Fine arts,
recreation

800 Literature

900 History

910 Travel

920 Biography

F Fiction

Total

Check the following periodicals

Agriculture
___American Scene
Aviation & Space

Book Reviews
Business & Economics
Dance
Drama & Theater

Family & Consumer Ed.
Fashion & Beauty Aids
Geography & Travel.
Handcrafts

covered:

Health & Safety
Homemaking
Mathematics
trade areas
Music
National and
World affairs
Nature Study
Occupations
Outdoor Life
Photography

Checklist

( )

Physical Ed.
Radio &
Religion
SSchool & Club

Activities
Science
Social Problems
Sports
Trade & Industry
Vocational Ed.
Others



EVALUATION:

( )

()

( )

()

LIBRA& EVALUATION

LIBRAWL,MAtEliCONTINUED)

A. How adequately does the book collection
general education curriculum?

B. How adequately:does the boOk collection
school?

C. How adequately does the book collection
of reading ability?

How adequately does the book collection
interests of the students?

serve the-school related and

serve:the trade areas of the

provide for different levels

serve the general reading

E. How adequate are book organized for effective use?

F. How adequate are periodicals, pamphlets, and similar materials
organized for effective use?

( ) G. How adequate and up-to -date is the card catalogue file?

( ) H. Haw adequate is the replacement provision of encyclopedias, essential
texts, and worn out books?

-Him adequate is the system of replacing returned books-to the shelves?()

COMMITS:

C

C,



CHECKLIST:

LIBRARY EVALUATION

LIBRARY PROGRAM

) 1. Classes are conducted, for the students in cooperation with the
English department, in the use of the library facilities.

( ) 2. Provision is made to acquaint the staff and .students with new materials
acquired by the library.

( ) 3. Students and faculty are made aware of the availability of materials

that supplement and enrich the school curriculum.

( ) 4. Bulletin boards:are changed often and kept-up-to-date.

( ) 5. Display cabinets are maintained and changed often.

( ) 6. The library program provides materials:to supplemint and enrich the
school curriculum, stimulate growth, and encourage literary appreciation
and ethical standards.

( ) 7. The library assists instructors in the enrichment of their areas by
providing professional as well as subject content materials.

( ) 8. Books that are used in group work and special class projects are put
on reserve.

( ) 9. The library assist in the reading improvement program of the school.

Pupils are encouraged to use the library for leisure reading as well
as for required work.

Library hours are such that all students have ample opportunity to
avail themselves of its services.

A book fair or similar activity is held annually to encourage interest
in reading.

( ) 13. Provision is made to obtain books, on loan, from other libraries.

( ) 144 The library is recognized as.an essential segment of the instructional
program.

( ) 10.

( ) 11.

( ) 12.
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LIBRARY EVALUATION

V. mint dogirniiE

EVALUATION:

( ) A. How adequate is the training*of the students in the -use of the library
facilities?

O.

()E.

How Well are .the students and faculty made aware of the availability
of new materials?

How well are the display cabinets and halt:tin boards,maintained?

How welldoes the library assist 3,n. the reading improvement of the ..
students?

How adequately 'does'the library serve to enrich the overall school
program and.;eading interests of the students?.

Y F. How well tie schc;ol staff .cooperats:in encouraging student use of
the library?

( ) G. Are the library. hours adequate?

03124EN

Cl



CHECKLIST:

LIBRARY EVAWATION.

VI. FINANCIAL PROVISIONS

minimum collection of 5,000, books or a- ratiii of 3.6 books per tptudent
is maintained.

An annual budget for, satisfactory maintenance of growth is: .provided
on a ratio of $3.00 to $4.00 per student.

Provision is made in the budget to replace or update essenti al=- reference:
such as encyclopedias, handbooks, etc. approximately every two years.

General library subscriptions for trade and general library periodical
subscriptions are provided for in the annual budget.

A supply budget of $80.00 annually is provided for general library
supplies.

EgatIMENLIELAVAI:

Enter expenditures for the past three years:

Purchase of materials

Books
Periodicals
Newspapers
Pamphlets
Repair and Rebinding
Equipment Purchase
Equipment Revdr
Profeszional Literature
Institutional MembAnshii,-
Mibee.14aneous

Totals

Year rear

111011111111010

Year

EVALUATION:

( ) A. How adequate are the funds for the purchase of printed materials?

( ) B. Haw adequate are the funds for equipment purchase and repair?

( ) C. To what extent do the budgetary procedures contribute to effective
service?

COMMENTS.:



LIBRARY EVALUATION

Sint?
7optiona'slr

This section of the evaluation criteria should alert the instructor to a number
Of desirable objectives he should be pursning to enhance his professional growth.

After the instructor evaluates himself in terms of the checklist below, he is
free to- discuss7this With the review committee if he sa`ehoosei..-

Since this section is optional, the members of the review committee, will not be
involved with it unless they are requested, by the staff member involved- to do
80.

CHECKLIST:

( ) 1. I participate in program for Professional imprOvement::

( ) 2. I keep abreast of technological changes in my area.

( ) 3. I participate in school activities outside of my reaular assignme.nts.

4. I participate in community 'affairs.
( ) 5. I belong to professional organizations.

() 6. I meet with instructora of other departments and I understand the need

S

frie;14 Waal a program in a Vocational-Technical School.

( ) 7. I occasionally solicit student opinions of my work as a teacher.

EVALUATION:

( ) A. How does the staff member improve professionally?

) B. How does the staff member keep abreast of changes in his area?

( ) C. How deeply is he involved in extra curricular activities?

( ) D. How did he follow up on past evaluations?

COMERS:



LIBRARY EVALUATTCN

VIII. `. EVALUATIVE SUMMARY

This section of the evaluation will allow the self evaluation committee to briefly
summarize its findings and to make recommendations for improving the instructional
program.

In addition, this section will also give the self evaluating committee the
opportunity to reflect on past evaluations and the significant changes which have
since taken place.

DATA OF SELF EVALUATION:

MEMBERS OF SELF EVALUATING COMMITTEE, :

NAME
1.

2.

3.

4.

5.

SUMMAKI SECTION II.

SUMMARY SECTION III.

SUMMARY SECTION IV.

SUMMARY SECTION V.

SUMMARY SECTION VI.

SUMMARY SECTION VII.

SUMMARY SECTION VII/.

POSITION

4.



LIBRARY MAMMON

VIII. EVALUATIiit SUMMARY (CON MUED)

SUMMARY. OF PRECEDING EVALUATIONS:

DATE:

MEMBEiS OF REVIEW COMMITTEE:

NAME

1.

2.

3.

4.

5.

SUMMARY OF RECOMMENDATIONS:

POSITICO

RECOMMENDATIONS FOR IMPROVEMENT AND HIGHLIGHTS OF PRESENT SELF EVALUATICN:

MEMBERS OF REVIEW TEAM PRESENT EVALUATION:

NAME POSTIION

1.

2.

3

4.





Checklists

-

The checklists consist of provisions, conditions, or characteristics found

in good vocational-technical schools. Some may not be necessary, or even

applicable, in every school, If any important features or procedures are

omitted in the printed materials, they should be added 'in the appropriate place's.,

The checklists should accurately and completely portray the program, facilitieS,

and practices of the school, thus providing the factual background for the

evaluations.

The use of the checklists requires five letters;
E Provision or condition is made extensively.

.

S Provision or condition is made to a moderate extent.

L Provision or condition is 'very liMited or missing but needed..'

Provision or cOndition is missing but its need is questioned.
This question mig,ht.arise'in relation to the philosophy* and
objectives-of the school, the needs of the students, -or
because of differences of opinion of evaluators. c,. .

N Provision or condition is not desirable or does not apply.:.
Evaluations .

Evaluations are the best judgments of the staff in the self-elialuation and
normally are reviewed by the members of the review conmittee. These judgments

are made after consideration of such evidence as (1) the local staff members'

observation and analysis of the work of the school, discussions of faculty

comnitttees study of relationships with the community-, and (2) the visiting

committee's observations, conferences with students, consultations with staff
members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his whole
experience how veil the, needs of

the students,



5. - Ekcellent: .the provisions or conditions are extensive and are functioning
excellently.

4. Very good:*

a. the provf.sions or conditions are extensive and are functioning
well, or

the provisions or conditions are moderately extensive but are
functioning excellently.

34 - Good: the provisions or conditiong are moderately extensive and are
functionimmmal.

2. - Fair:*

a. the provisions or conditions are moderately extensive but are
functioning poorly, or

b. the provisions or conditions axe limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and functioning
poorly; or they are entirely missing but needed.

M. - Missing: the provisions or conditions are missing but their need is
questioned. This question might arise in relation to the philosophy and
*sjectives of the school, the needs of the students, or because of
differences of opinion of evaluators. Items marked 'IP do not affect
the graphic summary for the school. The visiting committee should
discuss in the written report any evaluations marked Igiu which the
school should consider further.

N. - Does not avtiv the provisions or conditions are missing but do not
apply, or they.are not desirable for the youth of this school or
community, or they do not conform to the school's philosophy and
objectives.

*If in making the self-evaluation. members of the -school staff .wish to indicate
which of the alternatives given for evaluations 11411 of '12" applies, they may
use Man and "tan or "2b".
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LUNCH PROGRAM

I PHILOSOPHY

Health and efficiency of an: indiiidual are principally dependent upon

good nutrition and meals should be adjUsted.tO'ieetAhe needs .of the Student.

Good nutrition is baied upoi will:bilanCed meals. When tell planned

lunch programs are provided, student participation is encouraged.

OBJECTIVES of the school lunch program are:

1. To develop better general health by supgying a lunCh which in-

cluded approximately one-third of the studentis .ditly food needs

and additional nourishment where needed.

2. To improve eating habits by helping students tolikemost foods.

3. To be available to all students regardless of their ability to

Pay.

4. To enrich and vitalize the school program.

GUIDING PRINCIPLES of a good school lunch are:
1. The lunch is nutritionally adequate and conforms basically to the

food customs of the group.

2. The food is of high quality, well prepared and attractively
served.

3. The lunch is eaten in pleasant, informal surroundings.

4. Sufficient time is allowed to enjoy the meal.

5. The price is kept low in an effort to exclude no one.



II ORGANIZATION

Lunch program should considartime. allotment, menus,- seating, and

service.

CHECK LIST "

( ) 1. Sufficient time is allowed for lunch periods.

( ) 2. Wadies menu is posted in advance.

) 3. Seating accommodations are sufficient to include, those whotadqr

their lunches.

() 4.

EVALUATION

There are sewing counters of sufficient size and design to give

speedy and efficient service.

( ) 1. To what degree does planning encourage students: to participate in

the lunch program?

() 2.

COMMENTS:

How satisfactory are service and, seating accommodations in the school

lunch program?



III FACILITIES

Operating `:space of lunch iicioni Y aid.kitchei-is adequate school

population.

A. LUNCH ROOM SPACE

CHECK LIST

( ) 1. It is of sufficient size:

2. It Is centrally' located.

) 3. It is well ventilated.

( '4; It is well lighted.

() 5. It is clean and neat.

( ) 6. It is properly heated.

( ) It is bright and cheerful.

e.

EVALUATION

( ) 1. How adequate is the lunch room as to size' and. location?

( ) 2. To what degree is lighting, heating, ventilation and cleanliness

maintained?

Is un instructor's dining, area provided?

It is provided with an instructor's dining area.

) 3.

CateNTS:



III FACILITIES (continued)

B. KITCHEN SPACE

CHECK LIST

( ) 1. It is of adequate size.

( ) .2. It is conveniently located.

( ) 3. It is well lighted.

( ) 4. It is well ventilated.

( ) 5. It is clean and neat.

EVALUATION

( ) 1. How adequate is the kitchen. as to size and location?

( ) 2. To what degree is lighting, heating, ventilation, and cleanliness

COMMENTS:



IV ECIMPMENT

It is essential that seating, serving and sanitation meet the needs

of the lunch program and health code.

A. =CH ROOM

) '1. Suitable chairs and tables are provided to care fdr the school

population.

( ) 2. There are serving counters and containers (steam tables, show cases,

silverware dispensers, etc.) in number,- condition and arrangement

sufficient for speedy and efficient service for the school population

) 3. Paper napkins are provided.

0 4. Sufficient silverware, dishes and trays in good condition are

provided and properly stored.

) 5. Containers for refuse and garbage are conveniently located and

properly used.

() 6. Sufficient sanitary drinking fountains are provided.

) 7. There are enough cashiers on duty to facilitate handling of monsy.

EVALUATION

1.

) 2.

) 3.

)

To what degree are safety and sanitation maintained?

To that degree are lunch room services supplied?

To that degree are chairs, tables, silverware, dishes, napkins

and drinking fountains provided?

Are there enough cashiers?

Li



ve_avalvemze.

CHECK LIST

) l.. Enough refrigerator and freezer space is provided for perishable

foods.

( ) 2. Storage cabinets or shelves are provided for all canned goods.

( ) 3. Suffloient dust and vermin proof containers are provided for staple

foods (flour, sugar, cereal, etc.,)

( ) 4. road and supplies are kept in their proper places.

( ) 5. Safe effibient modern cooking facilities are provided.

( ) 6. Cooking utensils are sufficient, efficient and satisfactory.
.

( ) 7. Provision is made for proper care and storage'of cooking implements

and utensils.

( ) 8. Work tables are of sufficient size and number and well arranged.

( ) 9. Dish sterilizing unit is provided.

( ) 10. plenty of water sufficiently hot is available.

( ) 11. Suitable linen of sufficient quantity is available:

( ) 12. An efficient slicing machine is provided.

( ) 13. All. equipment is kept in good condition.

EVALUATION

( ) 1. To what degree is proper refrigeration of perishable foods

maintained?

( ) 2. To what degree is food protected from vermin and contamination?

( ) 3. Homradequate is focal storage space?

( ) 4. How adequate is sterilizing and storage of utensils.and equipment?

( ) 5. To what degree are satisfactory sanitation standards maintained?

( ) 6. How adequate is the equipment?



.r.,

V SUPERVISION AND MANAGE.=

Responsibility of supervision in the school lunch program is for

meal pluming, budgeting, records and prices. The conduct of a well operated

lunch program requires staff of clean, couriesus, properly attired people in

good health, free form communicable disease.

GENERAL .

PIECK LIST.

) 1. Entire program is under the direction of the school. director.

) 2. Responsibility in fulfilling the various parts of the program is

3.

04.
0. 5.

EVALUATION

) 1.

COR4ENTS:

defizitely.assigned, t

Proper supervision of the 1unch.room is maintained during the

pez4od..
3#

Are arrangements made for periodic health examinations?

Are arrangements made fOr periodic inspection of facilities?

To that degret: is the responsibility for gener4 supervision and

managmaer#.properly

t

LI

Li



V SUPERVISION AND MAN

B. HEAL "-PLANN/NG:,
CHECK LIST

,

(continued)

(3' Henut. Make use of abinidants in 'season fruits and vegetablea.

( 2. Ianches are wall :irratged by a

nampetect cafeteria manager with consideration given to a hot;

) 3.

EVALUATICV

nutrituous, well 'balanced meal.

The servings are prepared. in such a manner'
7

palatable.

() 1. How satisfatory*are the meals in the iiiimittl Lindh -Program?

COMMITS:

FINANCES

CHECK LIST
-

( ) 1. Accurate c!.aily records are kept.

0,

( ) 2. Record are audited at least once a year.

( ) 3: Lynches are priced within the of all students.

( ) 4. Profits, if any,. are Used to provide better lunches or lower cost

lunches to the students.

( ) 5. Food is purchased economically and in quantities to prevent

spoilage and loss.

..( ) 6. A budget is well planned carried out.

EVALUATION

( ) 1. How well is the financial management of the school lunch program
. yr. .

COMENTS:

condUcted?



VI SAPETI AND SANITATICK .

Safety and sanitation require the coliectin&indeterilising of

dishes and utensils and proper cleaning of area to avoid incidence of

First 44dt ;heal.* an fire, safety' *alb reqUiresk,s44 a4 /1024-.11P4Weasiat should

Insure stall 9074417 feellitAtfe be *4.tiiald .,-

CHECK UT

( ) 1. Kitchen aid lunch roakare,cleansdAailr,and-..kept. ttfie of dust.

.) Garbs>. ..se i trakiso, CaZ'Ot. prmptly

) 3. 'liners, walls and furniture is free from vermi. .1:4d ing cracks.

) 4. Refrigerators and other food storage units are cleaned daili.C"
) 5. .SULtp proviltion is 'mad* for.:colOctint.soitilai Odium attar lunch.

) 6. Dishes and cooking utensils are thoroughly sterilised after"use.
( ) 7. Al], sewage lines and grease traps are fUnctioning properly.

() 8. Flush toilets, wash basins with hct and cold water, soap and towels
are within easy access to the kitchen and lunchrcrslf,

( ) 9. Refuse containers are strategically located.

( ) 10. Adequate provision is made to c'*nbat pests (bugs, insects, rodents)

) 11. Satisfactory fire equivalent is provided and kept in goad condition.
. T.;

12. Firs escapes re adequate and kept clear at ell times.
Z...

AFirst aid equiplent: is available.

)14. Facilities tor caring for outer clothifilg and rain footwear are

provided.
t.

15. food 4M health regulations are complied with.

EVALUATION

. . *4-:1

) 1. How extensive are provisions made for hen:Ili:1g cleanliness in the.
school lunch program?

a( ) 2. How adeqtate are sanitation facilities of the program?

( ) 3. How adequate aee provisions for fire Ge..4.1,ety ad fir3t aid?

CCIMITS:.
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Checklists

The checklists consist of provisions, conditions, or characteristics found

in good vocational»technical schools. Some may not be necessary, or even

applicable, in every school. If any important features or procedures are

omitted in the printed Materials,.they should be added in the appropriate places.

The checklists should accurately and completely portray the program, facilities,

and practices of the school, thus providing the factual background for the

evaluations.

The use of.the checklists requires five letters;

E Provision or condition is made extensively.

S Provision or condition is made to a moderate extent.

L Provision'or condition is very limited or missing but needed.

)1 Ftovision or condition is missing but its need is questioned.
Ti tz question might arise in relation,to the philosophy and
Objectives of the school, the needs of the students, or
because of differences of opinion of evaluators.

N Provision or condition is not desirable or does not apply.,

Evaluations

Evaluations are the best judgments of the staff in the set-evaluation and

normally are reviewed by the members of the review committee. These judgments

are made after consideration of such evidence as (1) the local staff members!

observation and analysis of the work of the schooll discussions of faculty

coMmittees, study of relationships with the community, and (2) the visiting

committee's Observations, conferences with students, consultations with staff

members, discussions within the visiting committee.

When one makes a judgment upon what is included in an evaluation item,

using the ratings defined below, he should consider in the light of his whole

experience how well the-schtettalaittuA)bjectixes...ancLthe.,needs of
the students,
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5. EXcellent: the provisions or conditions are extensive and are functioning

excellently.

- Very good:*

a. the provisions or conditions are extensive and are functioning

well, or

,b4, the provisions.or conditions are moderately extensive but are

functioning excellently.

- Good: the provisions or conditions are moderately extensive and are

functioning well., '

2. - Fair:*

a. the provisions -or conditions are moderately extensive but are
functioning poorly, or

. .

b. the provisions or conditions are limited in extent but are
functionimelmale'

1. - Poor::_thaprovisions or conditions are limited in extent and functioning
poorly; or they entirely missing but needed.

.
. . .

M. - Missing: the provisions or conditions are missing but their need is
questioned. _ThisAuestion might ariee,in-relation to thephilosophy and
Objectives of the school, the needs of the. students, or because of
differences of opinion of evaluators. Items marked "M" do not affect

the graphic summary,. for the school. The visiting committee should
discuss in the'written report any evaluations marked 4111 which the
school should consider further.

- Does :not. spar: the proVisions.orconditions:are missing but do not

apply, or they are not desirable for the youth of this school or
community,- or they do not-conform to the.schoolls philosophy and
objectives.

*If in making the self-evalus.tion,meraber of the-school-staff wish to indicate
which, c:of. the alternatives- gilFert for evaluations 11411 of 112n applies, they Mae.
use' "4a" "and 112au or "2b".





StIROOL DATE:

rP.ARTMENT

STRUCTORS -

Aims and Objectives of the Social Studies Pro

The basic objective of the Social Studies Program course for vocational-

technical schools is to give the students an understanding of the problems

confronting the world at the present time through a familiarity with the
historical facts which have contributed to their development.

In order to accomplish this objective it is necessary that the
students acquire:

1. A knowledge of the geography of the world and of the nations,
and the effect it has on peoples' lives, culture and behaviors.

2. An understanding of the impact of recent history upon the
peoples' and their problems.

3. A skill in analyzing a world problem in terms of history,
geography and the cultural surroundings of the peoples'
involved.

Tice Industrial Economics course is designed for the fourth year
students of the Connecticut State Technical Schools. It is an outgrowth
of two separate courses (Business Organization and Social Legislation)
which have heretofore been given. The new course has been written out

of a desire to standardize, to some extent, the fourth year social studies
program, and to give our staff a definite guide to follow.
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It is felt that our students should be familiar with business

practices and with legislation designed to protect the worker, but at

the same time, seniors should leave the technical schools with an

appreciation or the essential unity and interdependence of our American

economy.

Accordingly, the objectives of the Industrial Economics Course are

listed. below:

1. To give the student appreciation and an understanding of the
benefits of the American economic system, and a knowledge of
the contributions of all the major segments.of that economy --
capital, labor, management, and the consumer,

2. To give the student the knowledge that our standard of living
is a result of the cooperative efforts of all these segments,
and to prepare them to make their future contributions as members
of the system.

Guiding Principles

The Social Studies consists of courses to prepare youth (1) for

effective American citizenship and (2) for understanding the organization

and institutions of society and man's behavior in ito The purpose of

these courses, drawing their content from the discipline of history,

geography and economics, is to provide insights into the operation and

results of various kinds of social, economics, and political systems.

The social studies program helps students to acquire knowledge and

skills essential for good. citizenship, as well, as attitudes which lead to

sound democratic behavior. /t seeks to develop in each student an

appreciation of our American heritage and our democratic way of life, and

of the moral and spiritual values inherent in the practice of American

Democracy.

dn. .
0



Check List:

Organization

1. Social Studies courses are required of all regular students.

2. Elective courses are available for (some, all) students.

3. Courses in Social Studies are planned to provide for sequential
development from grade to grade.

4. Courses in Social Studies are planned to provide coordination
with instructional activities of other areas for the same student.

) 5.

()

Provisions are made by the Bureau of Vocational-Technical Schools
for periodic evaluation of the courses in Social Studies and for
revision as necessary.

6. Community groups and agencies are consulted in the development
of the Social Studies program.

7. Each Social Studies teacher has a preparation period each day.

( ) 8. Teacher load is such that necessary attention to criticism
of work of individual students can be given.

Evaluation:

A. Bow adequately do Social' Studies courses meet the needs of all
Students?

Comments:
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Check List:

II. Nature of Offerings

( ) Course content is designed to acquaint students with significant
elements of our social, political, and economic heritage.

2. Courses are organized to challenge the abilities of all students.

3. Courses emphasize factors of geography which bear upon local,
national, and international, problems.,

40 Courses aid students in understanding inter-relationships among
political, social, and economic problems and issues.:

5. Students are encouraged to assume responsibility for democratic
action in the conduct of school activities.

6. Efforts are made to help students recognize and deal with
propaganda.

Evaluations:

( ) A. To what extent are social, political, and economic problems and,
issues carefully investigated?

To what extent do the offerings challenge the abilities of all
the students enrolled in the social studies?

Comments:

roor10.1.1i



In; AvisaJnitiavai

Check List:

( ) 1. The-Social Studies classroom facilities are adequately arranged.

) 2. Bookshelves, magazine rack, filing cabinets are provided.

3 Classroom is equipped. for effective use of audio-visual aids.

( ). 4. .Audio- Visual equipment is Available.

Evaluation:

( ) A. How adequate is space for instructional activities?

( ) B. How adequate is provision for storage? .

Consents:

4



Check List:

IV. Instructional Staff

Have preparation in subject that we are teaching.

Have preparation in the methods of teaching Social Studies.

Have experience in non-school activities which contribute to the

understanding of social prOblems, such as travel, research, and

experience in industry.

( ) 4e Assist in such activities as the preparation of'course of study,

selection of texts and reference material and library materials.

( ) 5. Active in professional organizations.

( ) 6. Continuing their studies.

Evaluation:

( ) A.. How adequate is the staff preparation?

( ) B. To what extent do staff members show continued interest in

professional growth?

Comments:



V. Instructional Activities

Check List:

1. There is evidence of careful planning and preparation for
instructional activities.,

( ) 2. Instruction is plannin6 in keeping with the abilities of the
students.

( ) 3. Opportunity for experience in democratic procedures is provided
in the classroom.

CommUnity resources are used to enrich learning activities.

Current events materials are used.

Classwork in social. studies, when appropriate, is related to
work in other fields.

Evaluation:

A. How adequately do the teachers plan instructional activities?

B. To what.extent does" the staff use appropriate teaching prIcedures?

C. How effective is the teaching?

Comments:

0101111111t3



VI. Instructional Materials

Check List:

( ) 1. Reading material, suds as textbooks, pamphlets, magazines,
newspapers, are provided.

) 2. Reading materials are selected to meet a variety of reading levels
of students.

( ) 3. Maps, films, charts, models, globes, and similar instructional
materials are available.

( ) 4. Study guides and assignment sheets are available to student.

Evaluation:

) A. How adequate is the variety' of instructional material?

B. How adequate is the quality of instructional materials?

Comments:
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SCHOOL DAM:

teRterrana.

INSTRUCTORS -

Alms and Objectives of English

To develop skills in thinking, reading, writing, and speaking.

Te organize effective and logical oral and written expression.

To learn the effective use of study aids such is dictionaries,
reference books, bibliographies, and guides to periodical
literature.

To develop skill. in reading different types of material with
speed, and understanding.

5. To learn and use the accepted forms of punctuation, spelling,
abbreviation, paragraphing, and letter forms.

To develop a creative and responsible use of language.

To delielop an interest in reading worthwhile books, newspapers,
PhalliPletso, and magazines.

To develop and apply critical standards for the ,evaluation. of
What is'heard, read, or said,.

To recognize and understsaad the significance of some of the
outstanding figures and works of our literary and national heritage.

10 To provide for, diagnosis and remedial instruction.

*WHY STUD'i.LIZERATURE?

To gain social and civic competency through:

A. Knowledge of literary forms



B. Better citizenship values

C. learning to get .,alon& with,people

D. 'At:411ring critical judgment

E. Knowledge of people and places

E. Making other studies more.me,aningitl*.

G. Better oral and written communication

H. Achieving a sense of social and moral values and ideals

I. Solving personal problems 42,11.0

J. Achieving international understanding

K:1-Acquiririt a- sense of ptireoria worth and the dignity 'Of man

L. 'Acitietuiderstaiiding of `social; .3.t ca3: aged} industrial.
trends

Fostfiring desirable ittitUdes and sonal:traiti

II. To improve the.mechmics of reading thr

'A. 'Increasing spend of reading.

B. Increasing comprehension

C. Increasing powers of concentration .anci ixidustz7.in all fields

D. Increasing the technical and 'general. iocabulary

E. -Facilitatint 'reading iiphe 'literature of the technical world

F. Acquir4nLselectivity: and discrimination in reading materials
_ .

G.. Improving 'ora and 'written

H« .AbiLiti-trouping .fOr meeting' /timing' levels Of ability

To develop enjoyment and Appreciation through:

A. ?mooting broad avenuvi.4 of interest

B. Stimulating interest and good taste

C. Better Use of leisure time

D. Raising the cultural level in hone life

[11



E. Promoting the desire to read more and more widely

F. Providing a knowledge of the,background of American Industry

G. Promoting a better understanding of our American heritage

H. Acquiring a better understanding of one self

Check List:

( ) 1.

( ) 2,

( ) 3.

Organization

English courses are required of all students.

iehAdial reading activities are available,

IndivIdUalt within a single class are grouped or identified for
differentation of teaching.

( ) 4. English courses are organized to provide for sequential development.

) 5. Each English teacher has a preparation period each day.

( ) 6. Teacher load is such that necessary attention to criticism of
work of individual students can be given.

() 7. Have remedial instruction (special classes) for slow learners
(or something like, that)

Evaluation:

( ) A. How adequate are English courses organized to meet the needs
of all students?

Comments:



Check List:

) 1. The teaching of grammar is in agreement with current research
findings.

Students are encouraged to do self initiated or creative. writing.

Writing and apeak(ng activities use content material from other
subject areas. ,

Spelling is stressed in group and individual instruction.
f 4

II. Nature or' Offering

A. 'Granmar

) 2.

C 3

5 Students are taught to 'build their writing, speaking, and reading
vocabularies.

Evaluation:

). A. How well do the offeringsprovide for the development of the_
language process?

) B. How adequate is the quality of offerings in speech?

) C. How adequate is the quality of offerings in writing?

Comments:

Ii
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Literature

Check

( ) 19 Students are taught skills essential to reading both as a att.*
procedure and as a literary experience.

( ) 2. Opportunities are provided to develop an Understanding of factors
important in the selection and criticism of reading material.

( ) 3. Students are encouraged (and provision is made) to read a number
of books written for and about adolescents.

( ) 4. Literature selected for study contains examples of a variety of
types of, writing.

( ), 5, School booklists are available to help the student make a wise
choice of reading materials.

( ) 6. Some reading selections are chosen for their emphasis upon moral
and spiritual values.

( ) 7. Some reading selections are chosen for their emphasis on trade
training and application.

Evaluation:

( ) A. How extensive is the variety of literature to meet the needs of
all students?

) B. How adequate is the content in literature to meet the needs of
all students?

Comments:



Cheek List:

Classrooms are equipped with moveable furniture which can, be,
4 ;adapted. 'to group 'actririties..-:'1

. .
Bookshelves are provided in &ill: English classrooms.,
English clasrobins are eqUipped for efficient use of aUdio-visual
aids.

( ) Testing equipment for diagnosis of speedh* is ivailitble.

( : 5. Testing equipment- -for 'diagnO04. of readina ProbleMs 'is available.

6. Public address equipment is available for student use,.
7. Storage space available.

Evaluation:

( ) A. Hew adequate are the physical facilities to meet instructional
needs in English? '

Comments:

Row well is equipment maintained for efficient use?

-19-
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Cheek List:

IV. Instructional Staff

All members of the English Staff.

1. Have for teaching preparation in literature for adolescents.
2. Have preparation in method. of teaching English.

3. Are acquainted with diagnostic techniques and remedial instruction
methods.

( ), 4. Assist the Librarian in the selection of English reading materials
and with the problem of distribution of these materials.

5. Have training in the use, of audio-visual equipment and material.

6. Maintain active participation in in-service education through'
formal study or other professional activity.

7. Are active in professional organizations of English teachers.

Evaluation:

( ) A. How adequate is the staff's (background) preparation in English.

Comments:

-20-



Check List:

)
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V. Instructional Activities

1. Instruction is directed toward clearly formdlated comprdhens ve
objectives of the English Program.

2. There's evidence for careful planning'and preparation for instruction.

3. Instruction is readily .adapted ,to new or changing classroan conditions.

4. Instruction is individualized through such techniques as grouping
of students with particular needs and through differential
assignments.

( ) 5. Instruction provides for extensive use of the library.

(- ) 6. Attention is given to'imprOve study skills through course construction.

Evaluqtion:

How adequate is the planning end preparation for instruction?

To what degree is instruction adapted to needs Of indivichal.
students?

) C. To what extent are materials fran the library used in English
instruction?

) D. How effective is the English program?

Comments:



VI. Instructicaal Material

The following instructional materials are. provided and accessible.

Check List:

) 1. Variety of texts

) 2. Variety of library books

() 3. Pamphlets

() 4. Newspapers

) 5. Dictionaries

) 6. Class sets of good literature

) 7. Class sets of Grammar texts

) 8. Radio

) 9. T.V.

0 10. Films

) 11. Filmstrips

0 12. Recordings

( ) 13. Maps

0 14. Charts

) 15. Up to date reeding Lists

( ) 16. Reading Cacao

( ) 17. Tachistoscopes agnostic tools for reading

( ) 18. Tachometers

( ) 19. Telebinacular

( ) 20. Audiometer



Evaluation:

O A. How adequate is the variety of 'instructional materials?'

B. How adequate is the quality of instructional materials?
C How adequate is the quantitr of.instructional E9ateriale?

Comments:
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V. PHYSICAL EDUCATION



41.1,1,,..

SCHOOL - DATE:

bEPARDIENT

INSTRUCTORS

Aims and Objectives in Physical Education

A. To develop physical and organic vigor in terms of strength and
endurance.

B. To provide neuro-muscular training thus securing coordination, agility,
and balance.

C. To develop correct body mechanics and to promote physical, mental and
emotional poise and alertness.

D. To provide for activities which contribute to social, emotional, and
leisure time education.

Check List:

( ) 1.

( ) 2.

( ) 3.

( ) 4.

( ) 5.

I. Organization

P. E. classes meet ( ) periods per week.

Time provided for showers and dressing is minutes.

Class size is such as to permit effective teaching.

Medical examinations are required of all students,

Consideration is given in teachers schedules for planning:organiza-
tion, and supervising intramural and inter-school athletics.

( ) 6. Provision is made for insurance coverage of all students.



Supplementary Data

1. Number excused from P.. E q4sses.

2 .Deacribe procedure for excusing .sttulents from. class.
, . .

Evaluation

( ) A. Do time allotments of the program meet instructional needs
satisfactorily/

( ) B. How satisfactory are the controls and safeguards for all athletics
activities?

Comments:

II. Nature of Offering.

Check List:

( ) 1. Activities are seleCted and taught in terms of individual needs,
interests, and ability4of boys .and girls.

( 1:, Individual :activities such as ,apparatus work, archery, tumbling,
and golf are provided.

( ) 3. Opportunities in a variety of intramural spOrti are provided.

( ) 4. The curriculum in Physical EducatiOn is carefully planned to
provide for sequential,development.

Experiences are provided to develop leadership.C) 3



Evaluation

( ) A. How adequate is the variety of experiences to meet the Physical
Education needs of all students? --'

) B. How adequately does the program provideffor desirable adtivities
in terms of Physical Education needs?

Comments:

III. Physical Facilities

Check List:

( ) 1. The outdoor area provides adequate space for conducting a modern
program of outdoor Physical Education activities.

( ) 2. The indoor area is equipped:with:

adequate lighting

adequate heating

safety measures

=.11. sanitary toilets, and lavatory facilities

adequate shower facilities

towel service

The Gymnasium is equipped. with:

Ropes

Rings

Bars

Mats

EJ



) 3.

Check List:

alOMINIumpft

.; ;!'.1

..........V..-.

Horses

Ladders

Springboards

'Trampoline

Storage space
. ,

Tackboards

The outdoor area is:

Chalkboards

First-aid equipment

Other

Readily accessible

Enclosed

Free from safety hazards

Marked for a variety of activities

Well adjusted lockers; ::showers; and drying:' areas, with adequate

space for peak loads.

ussoNOD.11=4.=0"

Lockers in sufficient quantity to meet
enrollment needs.

:Drying rooms

.11

At least one shower head for every (5)

boys (4) girls in largest class.

.01.

Hot and cold water with temperature
control
Floors constructed to facilitate main-
tenance of sanitary conditions and safety

Lockers and shower facilities for visiting
teams
Soap and Towels

Benches in locker room aisles

Mirrors

Private shower and dressing room
facilities for girls



Check List:

( 4. Public address system provided

( ) 5. Score board provided

( ) 6. Scoring table provided

Evaluation:

,-.......1.1.1101.01011,~11111100111111111111111110r,

( ) A. How adequate is facilitielfoi-indoOr PhylifCeil Education?

.( ) B. How adequate is facilities for outddir Ph 01681 'Education?
".'

( ) C. How adequate is the cpantfty of permanent equipment?

Comments:

IV. Instructional Staff

Check List:

( ) 1. Keep informed of current developments in the professional field

( ) 2. Maintain active participation in in service education through
formal study and other: professional activity.

Evaluation:

) A How adequate is .the preparation of the staff for teaching Physiml
Education?

iJ



VI. Instructional Meteri P 18

Check List:

( ) 1. Reference materiel for Health and safety is provided.

) 2. Official Rule books are provided.

) 3. Equipment necessary for an adequate testing program is
provided.

Evaluation:

) A, How adequate are the reading and reference material?

Crnmnents:



Comments:

Check List:

Instruction in Physical Education contributes to school objectives.

There is evidence of careful planning of instructional activities.

Instructional activities are integrated to cover legal aspects of
Health.

( ) 4. Visual aids are used.

( ) 1.

( ) 2.

( ) 3.

V. Instructional Activities

Evaluation:

( ) A. How adequate is the planning and preparation for instructional
activities?

( ) B. How effective is the teaching?

Comments:



VI. DRIVER EDUCATION



SCHOOL -

DEPARTMENT -

INSTRUCTORS

DATE:

Aims and Objectives in Driver Education

Driver education involves all those learning experiences provided

for the purpose of helping pupils learn to use motor vehicles safely

and efficiently. This purpose is achieved through sequences of

interrelated involving both classroom and practice driving instruction.

Classroom instruction deals with driver attitudes and physical

characteristics, the motor vehicle in modern life, rules of the road,

laws of physics relating to driving, the automobile and its maintenance,

good pedestrian practices, and the development of driving skills.

I. Organization

Check List:

( ) 1. Driver education is scheduled in the same manner as classes in
other subjects.

( ) 2. Provisions are made for both classroom and practice driving
instruction.

( ) 3. Provisions are made for staff members to plan the instruction
program cooperatively.



Check List:

) 4. Instruction is offered to students who have reached legal driving
age or are closely approaching it. (Students are eligible for
instruction at years of age or in grade, and
for licensing at years of age).

) 5. The program is so organized that all eligible students can en-
roll,and receive instruction.

( 1 6. Practice driving instruction is given only to, students who have
had, or are currently receiving classroom. instruction.

( ) 7. The classroom and practice driving instruction are carefully
correlated.' .

( ) 8. Classes in driver education meet a sufficient number of periods
per week for classroom instruction and ,practice driving
instruction. The number of periods_ per week is p for
classroom, and is .for practice driving._

(Recommended minimum time stand.ards are 30,hours of classroce
instruction, .and an average of 6, hours of practice, driving
instruction per student).

Eval.uations:

( ) A. To what extent is driver education available to all students
who need the instruction?

.the time' allotment for driver education adequate.for
thorough instruction?

I

( ) C. How satisfactory are the reCords ana reports?

a

Comment's:



Check- List:

It Nature of Offerings

Classroom instruction' driver' education:

( ) 1.

)' 2.

Emphasizes goals of.safe and efficient use ofmotar 'vehicles.

Gives' students opportunity to litudy, .test, `and discuss their,'

own'physical andimmlailcharacterietics as -these relate to
driving.
f,

Contributes to An,understanding of the relationship of the motor
vehicle:to modern life.

Oppier%nities' fOr students to`'develip:know3edge and
understanding lawS and regulations':affeidting the use ot
motor-Vehiclet.

DevelOpd.tiie students, 'understanding and appreciation of efforts
Alw:PrOmote'traffid saket3iIhrough modern highway design and
traffic engineering, traffic lemr "enforcement by police and
courts, education and public information, motor vehicle
registration and inspection, and driver licensing.

( ) 6. Develops and uses studies of accidents in .the school and
community;

( ) 7. 44mtributes to the students, knowledge and understanding of
accidents0heir extent, cost, types, causes, and their
ectmcmic'exidsodiOlogical implications;

. , v

( ) 8. Emphasizes the importanCe of personal responsibility and the
4eVelopment attitudeS of courtesy and donSideretion toward
others, of respect for law and law erifereeient officers, and
of pride in sound driving.

( ) 9. Indicates such economic aspects of driving as insurance
coverage, driver liability, and car ownership and maintenance.

Practice driving instruction:

( ) 10.

( ) 11.

( ) 12.

Provides for the development of basic manipulative skills.

Emphasizes the development of poise, smoothness, and confidence
in driving.

Includes opportunities for students to apply the principles
learned and discussed in the classroom.

0
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Check List:

( ) 13. Develops in pupils driving habits and patterns that conform
both to traffic laws and ordinances and to sound. driving
practices.

( ) 14. Encourages a cooperative attitude toward other drivers,
pedestrians, and other occupants of the vehicle.

.( ) 15. Includes driving in urban and suburban traffic, in rural areas,
and on the highway.

Evaluations:

( ) A. amradequate-are.the provisions for students, to acquire needed
knowledge of good practices in driver education?

( ) B. How adequate are provisions for practice in driving?

( ) C. Howsatisfactory is the correlation. of the classroom instruction
with practical applications, including practice in driving?

Comments:

IIIIJOalcuLIMAlities

Check List:

( ) 1. The school owns a sufficient number of automobiles for giving
practice driving instruction to all eligible pupils.

) 2. Where vehicles are not owned by the school a satisfactory written
agreement has been reached with the owner specifying at lea,4t
the purpose for which the vehicles may be used, the personnel
responlible for their operation and maintenance, and the plan
for their replacement in a manner that will not interrupt
continuity of program.



Check List:

( ) 3. Vehicles used for practice driving instruction are apprcpriately
equipped.

Dual control clutch and brake pedals for the
instructor's use (or dual control brake pedal if the
vehicle has no-clutch pedal).

Outside rearview mirrors on both the left and right.

Safety equipment for all weather conditiora, such as
defrosters and chains or snow tires.

( ) 4. Vehicles used for practice driving instruction are appropriately
insured.

( ) 5. Vehicles are maintained in safe operating condition through
periodic inspection and servicing by qualified mechanics.

( ) 6. When such vehicles are used for purposes other than driver
education, all identification with the driver education program
is covered, removed, or otherwise hidden from view.

( ) 7. Necessary forms for reporting accidents are kept in the vehicles
at all times.

( ) 8. A conveniently located off-street practice driving area is
available.

( ) 9. The rooms provided for driver education are equipped with move-
able furniture suitable to the nature of the course.

( ) 10. Facilities are provided for use of audio - visual materials.

( ) 11. Testing equipment to diagnose and study visual functions,
reaction time, and other personal characteristics is available.

Evaluations:

( ) A. How adequate are the physical facilities and equipment to meet
instructional needs in driver education?

( ) B. How well do the physical facilities for driver education exemplify
approved safety practices?

( ) C. How adequate are the storage facilities for cars, testing
equipment, and instructional materials?



Comments:

jatructional Staff

Check List:

AU staff members who have responsibility for teaching driver ethication:

1. Possess valid teacher certificates or the equivalent.

2. Have preparation in professional driver education.

3. Have preparation in general safety education.

4. Keep informed about current developments in teaching driver
education.

5: Have valid driver licenses.

6. Have satisfactory driving records as verified, by official state
and local driver files.

7. Have had driving experience in cities and on open highways under
varied traffic, weather, and road conditions.

8. Maintain active participation in in-service education through
formal study and other professional activity.

9. Maintain an active interest in professional advancement, in-
cluding participation in educational organizations.

Evaluations:

( ) A. How adequate is the staff's background in driyer education?

( ) B. How extensive and varied is the driving experience of the staff?

Comments:



V. Instructional Activities

Cheek List:

( ) 1. Instruction in driver education is planned in terms of school
objectives.

( ) 2. Specific learning activities are directed toward clearly formu-
lated and comprehensive objectives in driver education.

( ) 3. There is evidence of careful planning and preparation for
instruction.

( ) 4.. Instruction centers around practical problems.

( ) 5. Demonstrations are used in instruction.

( ) 6. Audio-Visual materials selected in terms of the objectives of
driver education are used in instruction.

Evaluations:

4

(

(

(

)

)

)

A.

B.

C.

How adequate are the planning and preparation for instruction?

To what extent are the learning experiences centered around
practical problems?

How effective is the teaching?

11,

Comments:

V/. Instructional Materials

Check List:

( ) 1. Up-to-date textbooks and basic reference materials are available.

,



Supplementary teaching materials related to driver education
are available.

Audio-Visual materials in driver education are provided.

Materials developed by teachers and students are provided, such
as study guides, diagneJtic and achievement tests, class-
developed and accepted patterns of conduct related to driving.

Evaluations:

( ) A. How adequate is the variety of instructional materials?

( ) B. How adequate is the quality of instructional materials?

Comments:





Checklists

The checklists consist of provisions, conditions, Or characteristics found

.n good vocational-technical schools. Some may not be necessary., or even

applicable, in. every school. If any important features or -procedures are

omitted in the printed. Materials, .. they shoUld be added in the appropriate place..

The checklists should accurately and completely portray the program, facilities,
and practices of the school, thus providing the factual background for the
evaluations.

:The use of thec-checklists requires five letters;
E Provision or condition is made extensively.
S Provision or condition is made to a moderate extent.
L ',Prevision or condition is very limited or missing but needed.
X Provision or condition is missing but its need is questioned*

-This question might arise in relation to the philosophy and
objectives of the school, the. needs of the students, or
because of differences of opinion of evaluators.

N Provision or condition is not' desirable or does not apply.
Evaluations

Evaluations are the best judgments of the staff in the ,self-evaluation and
normally are reviewed by the members of the review committee. These Judgments

are made after consideration of such evidence as (1) the local staff members'
observation and analysis of the work of the school, discussions of faculty
counittees, stud of relationships with the Community, and (2) the visiting
committee's observations, conferences with students, consultations with staff
members, discussions within, the visiting committee.

When one makes a judgment upon what is included in an evaluation item,
using the ratings defined below, he should consider in the light of his whole
experience how wen, the schoral_i_aftlfillixut ita kaljedmtives...1\13d, the.. ,needs of

the students.

ITMOwOmm.,,-* AAA..^1MMAidiaaJM
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5. - Excellent: the provisions or conditions are extensive and are functioning
excellently.

- Very. good:*

a. the provisions or conditions are extensive and are functioning
Well, or

the ProviSions'or conditions .are moderately.extensive' ,,but are
functioning excellently.

Good; the provisions or conditions are moderately extensive and are
ftmationing.well,

2. - Fair:*

a, the provisions or conditions are moderately extensive but are
functioning poorly, or

e

b. the provisions or conditions are limited in extent but arefunctioning -well. -

1. - Poor:, .the :provisions
or conditions are limited in extent ::and functioning

poorly; or they are entirely missing but needed.
M. - Missing: .the provisions.

or conditions. are missing but their need is
questioned, This question.. might arise in relation to the:philosophy and
objectives of the .school, the needs of "the, students, or because of
differences of opinion' of. evaluators. Items marked Mil do not affect
the graphic summary for the school. The visiting committee. should
discuis in the written report any evaluations marked ""Me which the
school should consider further.

-Does not Imply:
are

provisions or conditions are missing but do not
apply, or they are not desirable for the youth of this school or
corcpmmity, or.they do .not conform to the school's philosophy and
Objectives.

*If in making the Self-evaluation_members of the -schoolstaff wish to indicatewhich of the ,alternatives. given for evablations NO 4 of.. 0211 applies, 'they mayuse 04aft and "2a ox' H2bu.



EVALUATION OF THE PROGRAM
FOR HEALTH SERVICES

The State Board of Education, in recognition of -the state's responsibility

for the health of its pupils, includes ti*' Variety of finictions. in its school

. .health services. These functions require the coordinated efforts of administrator,

teachers, clunselors, physicians, dentists, nurses, and students to meet the
:

following specific objectives:

1. To review the health status of the student.-'

2. To counsel students, parents and the staff personnel:in heath matters.
3. To recommend correction of the remediable defects.

4. To provide first aid treatment for students and staff and to See that

serious cases are referred' for appropriate attention.

T6 inculcate good safety habits by education of a forma. and informal

nature.

6. To inculcate good health habits by education of a formal and infoimal

nature.

7. To provide care for students. 'who are ill while at school and those wiio-

return to school after illness.

All health service activities should be carried out so as to increase

students' understanding of health, to develop more favorable attitudes toward

health, and to produce more desirable health practices.

This self-evaluation will be made by a team consisting of: School. Nurse,

Physical Education Instructor, Director or his Appointee, Selected Students, and

Medical Advisor, if possible.



MA* APPRAisiAl,

Appraisal procedures identify.,pupils;*o have health needs. or handicaps

that necessitate adaptation of the school program.

Checklist*

( ) 1. Physical ,examintatitths. are provided by school physician, for all new

() 2.
students.

Physical examinations are,provicied

in *eir 1:410.1-7ear.

school. physician for. all students

O,

3. Physical examinations are proi4ded. by school.. physician for new employees.

) 4.. The sclrolmedical advisor inspects monthly the kitchen, 'dining area,

shower rooms .and .medical examination _room.

) .5 .Phrlio9:1 examinations are...provided by the school physician for Varsity

and Junior-Varsity teams.

6 Vision teat are given to all new students and seniors.

) 7. Color blindness is tested for, in all freshmen and other new .students.

Hearing tests are given to new students and when needed.

Evaluation

Comments

-

How satisfactory are the health appraisal. procedures?

an .4
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II. CARE OF EMERGENCY 'ILLNESS OR INJURY
4

Planned procedures to provide emergency care (first aid) for students who

become ill or injured at school are an important part of school health services.

Checklist

()

( )

1. School first aid boxes are maintained in the shops, science laboratory,

medical examination. room and school vehicles.

2.

r
Health records are accurately maintained on each student.

3. First aid supplies are or, hand in medical supply area.

4. There is a written plan to handle emergencies that occur in the absence

of 'school nurse and medical advisor. As noted in Bulletin #22.

5. All staff members have a copy of the emergency plan.

6. There is an active school health and safety council..

7. There is an eye protection program operating in accordance with Bulletin

#30.

( ) 8. All major accidents are reported within forty-eight hours to the Bureau

( )

Chief. (Through the school directors)

9. There are planned procedures for periodic evaluation of the school health

( ) 1
services.

".,

There are written standing orders prescribed by the school physician for

the school nurse.

Evaluation

) How well are emergencies involving illness or injury met?

Comments



III. GENERAL NATURE AND ORGANIZATION

Organization for school health services will vary according to state
. e f``

legislation, the W3 of the school, available resources in personnel and e

meat, and administrative provisions.

Checklist

()

Pas

1. In-service provisions are made for teachers to review their duties and
. :

responsibilities.

( ) 2. The functions and responsibilities of teachers, administrators and other

staff personnel are clearly defined and understood.

( ) 3. Appropriate programs are cooperatively planned for students who have had

severe illnesses or who are otherwise physically handicapped.

( ) 4. School health services include appraisal of the health of school personnel.

() 5. Letters are sent to parents concerning physcial defects of students.

( ) 6. School health services offer assistance in the identification and

education of handicapped students including those who are =Italy

retarded or emotionally disturbed.
V a

Evaluation

( ) Haw adequate is the school staff's concept of the purposes of the school
. .

health services program?

( ) Haar extensive are the provisions for school health services?

Comments

?



Special Characteristics of Health Services

1. What are the best elements of the school health serviees?

2. In what respects are health services least adequate?

3. Mat improvements are planned for the immediate future?

4. What studies of the problems of school health services has the school made

within the past two years?

5. In what respects has school health services been improved within the last
1.

two years?





DIRECTIONS

Definitions and explanations of terms used

DIVISION: Areas of evaluation and are identified as follows:

III SCHOOL EVALUATION

1. Program of Studies

a. Trade Areas

b. Related Areas

a. General Education

2. Student Activity Programs

3. Health Services

4. Guidance Services

50 Library Services

6. Audio-Visual Instructional Materials

7. Lunch Program

8. School Buildings and Grounds

9. School Staff

10. Administration

11. Student Evaluation

SUBJECT FIELDS: Courses by name in the Program of Studies identified as Shop,
Related or General Education.

Subject matter data in the evaluation of the Program of Studies
will require a statistical summary form for each of the Sub-
ject Fields being evaluated.

SECTION: Parts of Division. This may include sub-sections to permit evaluation
of: a. Organization; b. Nature of Offering; co Physical Facilities;
d. Instructional Facilities; etc.

INSTRUCTIONS:

Summary Form A is to be used for transferring the Average evaluation from
Subject Matter Field and other Divisions.

Form B may be used by the Review Committee to organize comments, commendations
and recommendations for reference to be used when drafting the written report.

It is suggested to the review committee that recommendations be placed in one
of the following categories:

Au.,-**-

4.
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I
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1. Recommendations that can be carried out immediately.

2. Recommendations that can be carried out in the near

3. Recommendations that need to be carried out through

f t

IP 1

future.

long planning.

F.
.4
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SUMMARY MID CONCTIJSION

PH/LOSOPRY AND OBJECTIVES PCB SELF-EVALUATION OF THE VOCATIONAL-TECHNICAL
EDUCATION PRWRAM

The philosophy of vocational education is to provide programs which prepare
the individual for specific a_reas of occupational life. .The principles of
operation are threefold:

1. Development of good. citizenship; and

2.. A reasonable degree of social competency; and

3 A marketable degree of skill in an apprenticeable occupation.

This instrument has endeavored to answer the question -- How effective is
the local vocational education program and how may it be improved?

The ability of the instructor to reflect on the efficiency of the program
of vocational education and of the possibilities for improvement is,generally
recognized as a desirable attribUte of the truly professional person. Self-
evaluation is a valuable tool to accomplish this goal.

GUIDING PRINCIPLES FOR SELF-EVALUATION:

1. Evaluation is concerned. with the growth of individuals in the
direction of the objectives of the program.

2. The purpaEo of vo.cational education is to help individuals
equip themselves for an occupational career.

3. In a sense all instructional program plans and approaches are
only hypotheses which need to be tested.

4. Evidence of the progress of programs, its strengths and weak-
nesses is needed.

5. Evaluation serves In providing information about the success
. of the vocational education program to the public -- clientele
who employ the students, the parents, Congress and laymen.

6a. Evaluation is needed to provide quantitative data to show to
what extent vocational education is meeting the Industrial needs
of the community and area; in the instance of this evaluation, to
what extent it is reaching into all apprenticeable occupations
where need has been established.

6b. This evaluation can help to achieve this objective by indic-
ating to what extent the existing program meets this need.

7. Evaluation is needed to provide qualitative evidence of the
effectiveness of programs in operation in the area school.

8. The evaluation should reflect the principles of operation of
the school by indicating:



.

a. The degree of training that is offered on real jobs.,

b. The effectiveness of the related program being offered.

0. 'The extent that the general education phase of instruction
meets the common needs of young people.

d. How well the Physiaal Education reciuireients are met.

e. The availability and use of the follOving services and aids to
instruction; Health; Guidance; Lunch; Audio-Visual aids and
materials; Library; Student Activity and Social Programs;
and the suitability and maintenance of the school building,

.

and site.

f. Student reactions to the programs offered.

g. Staffing and Administration oi the school.

P t

El

El
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Division

Section

Subject Field

FORM B SUMMARY AND CONCLUSION

This form may be used by the Review Committee to organize comments,

commendations and recommendations for reference to be used when

drafting the written report.

COMETS:

COMMENDATIONS:

REC(1621EDATIONS:



SCHOOL PLANS .FOR, PROGRAM CHANGES
BASED ON FINDING OF EVALUATION

School Department a Date

Identify its of weaknesses as pointed out by the evaluation.

1.

2.

3.

4.

5.

State what action will. be taken to improve each item stated above.

1.

2.

3.

4.

5
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- Over all statement, ot area rievieyoe

Commendation of ares reviewed

III. Identify areas of weakness

IV. Recommendation for improvement





Checklists

The checklists consist of provisions, conditions, or characteristics found
in good vocational-technical schools. Some may not be necessary, cr even

applicable, in every school. If any important features or procedures are

omitted in the printed materials, they should be added in the appropriate plaoell
The checklists should accurately and completely portray the program, facilities,
and practices of the school, thus providing the factual background gbr the

evaluations.

The use of the 'checklists requires flie letters;
E Provision or condition is
$ Provision or condition is

L Provisim or condition is

Provision or condition is
This question might arise
objectives of the school,
because of differences of

N

made extensively.

made to a moderate extent.

very limited or missing but needed.

missing but its need is questioned.
in relation to the philosophy and
the needs of the students, or
opinion of evaluators.

Provision or condition is not desirable or.does not apply.
Evaluations

Evaluations are the beat judgments 'of the staff in the self-evluation and
normally are reviewed by thi members of the review committee. These judgments

are made after consideration of such evidence as (1) the local staff members'
observation. and analysis of the work of the school, discussions of faculty
committees, study-of relationships with the comet city; and (2) the visiting
committee's observations, conferences with students, consultations with staff
members, discussions Atiithin the visiting committee.

When one makes a judgment upon what is included in an evaluation item,
using the ratings defined below, he should consider in the light of his whole
experience how well the -mhoca, is -Z3U313.5334. 3±A..otideetiveta._and the. AaaCIS Qf

the students.



5. - Fame Llent: the provisions or conditions are extensive and are functiOning
excellently.

- Very good:*

a. the provisions or conditions are extensive and are functioning
well, or

the provisions or .conditions are moderately extensive but are
functioning excellently.

- Good: the provisions or conditions are moderately extensive and are
functioning well.

2. - Fair:*

a the provisions or conditions are moderately,extansive but are
functioning poorly, or

b. the provisions or conditions are limited in extent but are
functioning well.

1. - Poor: the provisions or conditions are limited in extent and functioning
poorly; or they are entirely missing but needed.

M. - Missing: the provisions or conditions are missing but their need is
questioned. This question might arise in relation to the, philosophy and
objectives of the school, the needs of the students, or because of
differences of opinion of evaluators. Items marked "M" do not aiTect
the graphic summary for the school. The visiting committee. should
discuss in the written report any evaluations marked IV which the
school should consider ftuther.

N. Does not wok: the. provisions or conditions are missing but do not
_apply, or they are not desirable for the youth of this school or
community, or they do not conform to the school's philosophy and
objectives.

*If in making the self-evaluatimmembers of the -school .staff wish to indicate
which of the 0.1ternatives given for evaluations 1141rof "2" applies, they mayuse "4a" and "2a" or 112bn.
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Guiding Principles

Section I

Section II

Section III

Section IV

Section V

Section VI

Section VII

Section VIII

Section IX

Section X

Section XI

SELF EVALUATION

OF

STUDENT ACTIVITY' PROGRAM

.General ,Nature end Organization of the Program.

A. General Nature of the Program

B. ,General .Organization

Student Participation in School Government

Dramatics, Speech, and Music Activities

The School. Assembly

School Publications.

School Clubs

Social Life and Activities

Extra-Class Physical Activities

Finances of Student Activities

Homeroom

Special Characteristics of the Student Activity Program



Student Activity Program

Guiding Principles

In addition to teaching in the vocational school shop, laboratory
and classroom, most instructors will work with- students outside of the
shop or classroom and must develop the techniques of conducting worthwhile
activities in student clubs, assemblies and student government. No School
can expect to maintain student interest in the usual curriculum program
unless it balances this side of its offering with a less formal, more
relaxing group of student activities usually regarded as. extra-curricular
or co-curricular.

The recognized objectives of the school, those pertaining to the
development of social competence and citizenship responsibility, can best
be achieved through the program of student government and its related
activities.

Schools oftenerroneOully fdel that 'the heart, of their programi,the
course of study, .-..comes first and if there is any time or interest left,
a program of student tctivities *should be organized. The.student activity
program should not be 7 !:.ft to chance. It is an integral part of the
educational experience provided by the school and probably the sole method
for developing desirable social traits, good fellowship, and the ability
to participate in the democratic processes.

Nature of Program

1. Provides activities to meet the needs. end' interests of all'.
students.

2. Membership in groups Is open to all. =.

3. Attempts are made to acquaint parents with the purpose of
student activity program,and.to encourage participation of
their sons or daughters.

Organization of Program

1. Students help in planning and management.
2. School recognizes its responsibility to guide students into

desirable activities.
3. The student's interest in his trade program is used to

encourage participation in related student activities.
4. Faculty members elect to guide program in line with their,

capabilities.
5. Faculty understands purposes and cooperates with programs.
6. Financing of activities is a responsibility of the student

government.



General Nature and. Organization

A. General Nature of the Program
Checklist
The. Student. activity program:

Supplements and is integrated with the 'regular curriculum.
Gives students opportunities for experiences in .leadership
and toq3articipate under this leadership.
Gives students opportunities to use initiative.
Provides students with opportunities to accept responsibilities.
Enables the student to coordinate activities of the schoOl,
home, and community. :

Gives students opportunities to assist in solving sChOol problems.

Helps to develop in students good citizenship traits.
Allows for the development and perpetuatim of desirable school

traditions.
Trys to instill the feeling that the student and teacher are each

an active part of:. school life. . .

Attempts to make everyone feel responsible for the welfare of the

school.

Is democratic in that membership opportunity is provided to all.
Are organized in such a way that cliques are preveated, from
being developed.
Is supported actively and receives encouragement from the staff
meMbers.
Is varied so that the wide interests of the students are taken
into consideration.
Allows for new activities to be organized to take into account
changing interests and needs of the students.
Allows for the revitalization of failing activities or
discontinuance of poor ones.
,Provides opportunities for orienting all students to the programs.
Takes in account the economic level of the students.

Evaluations:

To what degree is the student activity program, based on a
study of student interests and needs?
How successful is the activity program in training the
students to function democratically?
To what extent does the student activity program supplement
the regular curriculum?

Comments..'



IL General Organization of the Prograth

Checklist:

( ) 1. The general objectives of the student activity program have been
formulated by the proper authorities takinginto'considertam
the interests, desires, and the needs of the'students.

( ) 2. A coordinating committee unifies the' entire program without causing
the loss ofidihtity or responsibility of the individual activities.

( ) 3. A regular time and place of meeting are aVailable to each organization.

( ) 4. The schedule of activities is'eitherproninently'displayed or made
available to the students:

O

5. All activities have an advisor who has ability and interest in the
activity.

6. Advisors provide proper guidance and supervision to participating
students'

7. The amount of participation in the activity prograt is properly
adjusted through guidance.

8. Monopolization of offices 'by é small dumber of students is 'preVented.

9. Advisors encourage usage of democratic .processes' in the pleb:ling of
activities.

(,) 10. Officers of student activities are trained t Imaltaml properly in
their positions.

( ) 11. Evaluation of activities by the students is encouraged.

( ) 12. Each student's participation in activities is recorded on:his
permanent record.

( ) 13. Appropriate records of meetings and paeOgrams are kept.

( ) 14. Evaluatiotm*and iMprOvementa of the activity program are kept
on record.

Evaluations:

How adequate is the faculty guidance and supervision of activities
program?

How satisfactory is the student activities program in providing
opportunities to students to manage the activities?

To what extent are evaluations and improvements of the activity
program made anal= well kept are the records of these evaluations
and improvements?

( ) d. How well distributed are the officer positions of the student
organizations?

ll



II. Student Participation in

Checklist
The Student Council:

( ) 1. Gives an opportunity to all s
government.

)

( )

( ) 4. Student participants
proper functioning.

FUnetions under a constitu
by the administration.

Faculty advisor is avai
accomplish its clearly

( ) 5. Faculty participant
tions proper functioning.

,...,,r-EVTRW.11,1%

School Government

tudents to participate in representative

ion and bylaws with the, authority delegated

ble to provide guidance enabling it to
defined functions.

realize their responsibilities to the organizations

s realize their responsibilities to the organize-

( ) 6. Is given assistance by administrators who realize their responsibilities
to the organizations proper functioning.

7. Allows any student who qualifies according to the constitution and

() 8.

bylaws, to run

Officers are

for office.

elected either 'by the entire student body of represent-
atives of the entire student body.

Elections are supervised.

Helps the administration and staff develop school policies pertaining
to student conduct.

( ) 11. Conce

( ) 12. Concerns itself with other student organizations and activities.

) 13. Concerns itself with student publications.

( ) 14.

( ) 15.

( ) 16

( ) 17. Meets at an appropriate time and place periodically.

( ) 18. Governs the student court, which serves as it's judicial branch.

( ) 19. Concerns itself with the student patrol by encouraging respect to and
by the petrol.

) 20. Encourages the student patrol to accept it's responsibilities and
fulfill it's duties.

rns itself with care and protection of property.

lays a part in the awarding of nonacademic honors.

Assists new students in adjusting to school life and activities.

Assists in operating the intramural program.
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II. Student Participation in School Government (continued)

( ) 21. Has responsibilities concerning the individual classes.

Evaluations:

( ) a. How adequately are provisions for student participation in school
government made?

( ) b. .How successful is the student council as a functioning example of
democracy in action?

( ) c. To what extent do the students understand and accept their school
responsibilities?

( ) d. .How effective are the student patrol and student court?

( ) e. To what extent does the student council govern student activities?

Comments:

. 4



II Dramatics,' Speech, and' Music Activities

Checklist:

( ) 1. Drimatics, speech, and music activities are a part*qf the school
program.

) 2. Students have an opportunity to write and produce their own plays or
skits.

( ) 3. Opportunity for students to participate in a variety of Stagecraft
activites.

( ) 4. Participation in and attendance at community dramatic activities is
encouraged.

( ) 5. Students have opportunities to participate in such presentations as
addresses, debates, radio programs and television programs.

( ) 6. Formal and extemporaneous speech opportunities are provided to the
students.

( ) 7. Students lacking ability or confidence to express themselves are
provided speech training opportunites.

( ) 8. Dramatic and speech activities supplement and are coordinated with the
regular English curriculum.

( ) 9. Equipment and facilities are provided for speech and dramatic endeavors.

( ) 10.

( ) 11.

( ) 12.

( ) 13.

( ) 14.

Educational values are not subordinate to financial returns.

A variety of musical opportunities are available to the students.

The musical activities program provides for different levels of ability.

The out-of-school musical interest of the students is coordinated with
the in-School musical program.

Interest is expressed by the nonparticipants and participants in the
musical activities of the school.

Supplementary data:

1. Submit a list of programs or activities. which are available for
students in music, drama, and speech areas.

Evaluations:

(

(

(

) a. How adequate are the dramatic activities?

) b. How adequate are the music activities?

) c. How adequate are the speech activites?



III. Dramatics Speech, and Music Activites (continued)

How satisfactory is the quality and quantity of
drama, and music activities?

How great is the interest and enthusiasm of.all
activites?

To what extent, do the students participate?

Comments:

materials for speech,

students for these



Checklist:

N. The school Assembly

( ) 1. The development and organization of school assemblies is charged to

a school assembly committee.

2. Faculty, students, and administration are represented on the

committee.

)

3. A faculty advisor coordinates the assembly program in order that

continuity,; quality,. , and appropriateness is considered.

4. The wide interests and needs of the students are considered in'the

planning of assembly prograns.

5. Students and student organizations play a major part in the present-

ation of assembly programs.

6. Students are given opportunities to preside at assembly programs.

( ) 7. Audience participation is encouraged by such means as group singing

and open discussion.

( ) 8. The students have acquired courteous behavior patterns for assembly

programs.

( ) 9. Assembly program records are kept.

( ) 10. All assembly programs are carefully rehearsed.

Assembly programs include the following:

11. Lectures, presented on a variety of subjects by qualified visitors.

12. Student participation in musical programs.

13. Community groups and musical artists.

14. Motion pictures satisfying the needs and interests of the students.

15. Debates, panel discussions, and forums.

16. Recognition assemblies, patriotic programs, and other formal

ceremonies.

17. Student Council activities.

18. Student exhibits or demonstrations.

19. "Pep" meetings or rallies.

294 Discussion of school policies.

21. Discussion of such problems as accidents, fires, vandalism, law

enforcement, etc.



IV. The School Assembly (Continued)

Supplementary data:

1. List the assemblies presented the previous year by title, topic, or
'Aber appropriate identification.

Evaluations:

). a. How effective educationally and how inspirational are the assembly
programs?

) b. To what extent 'do the. students participate adtively in the pre-
sentation of programs?

) c. How variable are the .assembly. programs In terins of content?

Comments:



V. School Publications

School publications maybe any of the following; yearbook,

school newspaper, handout sheet by the students.

Checklist:

)
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1. Faculty advisors supervise all work, by the students, pertaining

to publications.

2. Students have a sense of responsibility concerning the content and

presentation of matertals.

3. Offensive and false statements are avoided in all publications.

4. Publications provide opportunities to the students to be creative.

5. Publication activities supplement the regular curriculum.

6. Outstanding student achievements are reported in publications.

7. Publications are used to aid the entire student activity program.

8. Student publication staff members are selected after carefully

considering such factors as ability, interests, and desirable

attitudes.

( ) 9. Publication staffs are organized in an efficient manner.

Publication activities encompass a wide range of student interests

and needs in order to obtain general participation.

Publications are exchanged with other schools in order topresent the

school to others.

Publications are widely circulated in the school.

Expenses for publications are hept to a reasonable level.

Publications are supported by the school in terms of material and

equipment.

An in-the school location is provided for student publications.

Schooltime is allowed for students to work on publications.

(
) ?,. A library of past publications is kept.

( ) 10.

( ) 11.

( ) 12.

( ) 13.

( ) 14.

( ) 15.

( ) 16.

Supplementary data:

1. List the school publications and the number of active student

participants.

2. Submit the last two successive issues of each publication.



Evaluations:

V. School Publications (continued)

( ) a. How adequate is the frequency of appearance of school publications.

) b0.. To what extent do students participate in the planning and pre-
paration of each pub3tication.

( ) c. How mm ueh interest and enthusiasm do all the students have in the
PublitcatignsT-:

Connents:



VI. Sehool Clubs

Checklist:

.N1

4

( ) 1. Whenever there is sufficient student interest and need, appropriate
clubs are organized.

( ) 2. Provisions are made to reorganize:or discontinue clubs if they are
not meeting needs or interests of the students.

C) 3. The purposes and activities of each club are brought to the students'
attention by all available means.

( ) 4. Club membership is voluntary and open to all qualified students.

( ) 5.

) 6.

()
() 8.

()

Faculty advisors are pxovided to all clubs for guidance.

Whenever desirable, club activities supplement the regular curriculum.

Clubs meet regularly during the activity period.

Clubs are organized so that different ability levels are accounted for.

Clubs are organized which develop hobby and leisure interests of
students.

( ) 10. StUdents and faculty are provided with opportunities to periodically
evaluate club activities.

( ) 11. Clubs are operated democratically.

Supplementary data

1. List the clubs and the number of active members in each.

Evaluations:

( ) a. How extensive is student.participation in school clubs.

( ) b. How well do the club activities satisfy the interests and needs of the
Students;

) 0.

Comments:

Row well planned are the student activities.



Checklist:

VII. Social Life and Activities

1. Informal and small group social activities have available space.
. .

2. Sports banquets, dances, and. other activities have available space.

3. Social programs are carefully planned with the schooli philosophy of
its obligation in this area considered.

4. The social program is planned cooperatively by students and, staff.

:5. Students are encouraged 'to participate in the social programs.

6. Recreation and informal games are part of the social program.
.

7. Appropriate social affairs are a definite part of the school life.

8. Students are well instructed regarding appropriate dress and behavior
at the different social activities.

( ) 9. Social dancing instructions are provided when necessary.

Desirable fraternization opportunities of the two sexes are provided.

Opportunities for informal conversation in the sociar.program are
provided for.

Desirable social interests and attitudes are developed.

The social activities are all chaperoned according to school policy.

( ) 10.

( ) 11.

( ) 12.

( ) 13.

Supplementary data:

1. List all social activities the school participates in year

Evaluations:

) a lbw extensively do students partiaipate in the planning of Social
activities?

( ) b. How extensively do students participate' in the activitiesr.

( ) c. To what degree are provisions made for assisting students to par-
ticipate in social activities necessary for their development?

( ) d. How well do the students conduct themselves at social affairs?

Comments:



Checklist

( ) 1.

( ) 2.

) 3.

( ) 4.

_VIII. Extra-Class Physical Activities

Activities ftlected contribute to the students interests and needs.

The interscholastic sports and games encompass a variety of areas.

The intramural sports and games encompass a variety of areas.

Those games, sports, and activities which have value'for leisur6 time

are included.

( ) 5. The community cooperates with the schools physical activity programs.

( ) 6. Responsibility for the physical activities program are shaped by the

students.

( ) 7. Interscholastic eligibility requirements are enforced.

) 8.. Friendly, sportsman-like attitudes toward visiting teams are

developed in the students and community.

( ) 9. Provisions for teams of varying abilities, sizes, and weights are

made.

( ).10. Provisions are made for activities involving individual performances.

Physical activities are under the supervision of professionally

qualified personnel.

A doctors certificate with reconnuendation of participation is re-*

(Fired for strenuous activities.

Strenuous activities require parental consent.

Proper equipment is provided to students engaged in strenuous
activities.

Students engaged in competitive and strenuous activities are properly

insured.

Medical assistance is immediately available.

( ) 17. In conducting activities, the educational and physical welfare of

the students are considered.

All students have equal opportunity to participate the physical

activities program..

( ) 11.

( ) 12.

( ) 13.

( ) 14.

( ) 15.

( ) 16.

()i8.

Supplementary Data:

1. Attach a list of intramural physical activities and the number of
students participating in each.

2. Attach a list of interscholafiAc activities and the number of students

participating in each.



6.,,.
VIII. Mara-Class Physical Activities (Continued).

.5. Attach a copy of schedules of interscholastic activities.

4. Attach eligibility lists of the community and school.

5. Describe the intramural program.

Evaluations

)

)

a. How. adequate is the 'intramural program?

b. Row adequate is the interscholastic program?

()

How well protected are the students who engage in activities in
terms of health and' safety?

1.1

d. To what extent do the students participate in extra-class physical
activ ,ties

Comments:

In conducting physical activities' how much consideration is given to
the educational value.. of the program?
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IX. Finances of Student Activities

Checklist

( ) 1. Student activity funds are handled in the manner dictated 10.,y
state bulletins.

( ) 2. OpportUnities to manage finances are provided to students and the
faculty.

( ) 3. Prior to initiating an endeavor requiring the handling of finances,
instructors and students are given guidance of administration.

( ) 4. Students attitude toward the handling of student funds is that it
isa business experience.

) 5. Student activity funds are distributed equitably among the various
activities.

( ) 6. 'Financial reports are periodically posted or published.

( ) 7. Proper audits are made at the expiration 'of the term of each
treasurer.

( ) 8. Printing of tickets is under the control of the proper authority.

( ) 9. Student fund-raising activities are justifiable educationally.

(

(

)

)

10.

11.

Numerous fund drives are avoided.

Dues to students are reasonable as determined by student
. .organizations.

Supplementary Data

1. Submit copies of all financial forms used which are unique to the
school ( no state forms ).

2. Submit list of organizations that assess students and the amount
of assessment.

Evaluations

( ) a. To what extent do students participate in the managment of finances?

( ) b. Row much of a learning experience is handling of finances to the
student?

( ) 0. How educational are the fund-raising activities and how necessary
are they?

Comments:



Checklist:

X ,Romeroom

Adequate time is provided for. the homeroom period each. 4.70

The homeroom is organized as a unit, functioning under the student
council.

The homerooms assist administration in the disseminating of material,
explaining of policies, and gathering of information.

7.;

Homerooms are used to promote school activities.

Students are given opportunities to hold discussions under informal
conditions in the homeroom.

The regular curriculum is supplemented through the homeroom.

( ) 7. The. homeroom is used to orient new students.

Evaluations:
., .o .

( ) a. To what extent does the homeroom period serve as an educational aid/

( ) b. Bow extensively do the students participate in the homeroom?

Comments:

1
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XI. Special Characteristics of Student Activity Program

1. The best elements or characteristics of the student activity program
are what?

a.

b.

c.

2. Where is the student activity program least adequate or in greatest
need of improvement9

a.

b.

c.

3. Now has the activity program improved within the last two years?

a.

b.

c.

4. What improvements in the student activity are now being made or are
definitely planned for in the immediate future?

a.

b.

c.

General Evaluation of the Student Activity Program

Checklist:

) a. To what extent is the student activity program consistent with the
philosophy and objectives of the school?

) b. To what extent does the student activity program meet the needs of
the students?

a. To whet extent is the school identifying problems in the student
activity program and seeking their solution?



GOAL

FORMAT FOR AN EVALUATION OF THE

VOcATIONAL-TECHNICAL SCHOOL 9BYTHE STUDENTS

The improvement of the student's relationship to the

overall Vocational-Technical Program.

OBJECTIVES
". TJ'e.,k;

`, e

1. To permit the faculty and administration to gain an

insight into student problems and points of pride regarding

their school.

2. To determine student morale.

' 5. To deermine the effectiveness of the Vocdtional-;

Technical. School's commu. nication with the public:.

METHOD

Interviews with members of the .student bod,tbymembes

of the'reVieW-te6. The interviews shciulcilie'condUctedboth"

formally and informally. The formal inierviewld.be conducted

by thicieVieif tearti-meelneiith a preselected-sampling of the '

strident dui-ihrthe sohcia day. iharineihia interview period,

the members of the review team would qiieetionhe'Sfuden6 with

questions pertaining to the objectives stated above. The inIformal

interviews can be conducted by the members of the review,eam. by

questions directed at individual students as the team is in the

process of evaluating the other phases of the program, (i.e.,;;v.

questioning students during passing of classes or while the

review team is in the shop or cafeteria areas).
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Student sampling for the formal eveluatign aho4d comprise at

least. 10% of the student population, and should have, both good and

lass desirable students as part of the group. The group should
:r " ,,iJ

contain class offic .from eicivelass (Freahluin, Soithomore, Junior

and Senior),-problem students Min. each class,. and stUdents

representing each shop. The selection of the student group"iihotild-
Ir. 1"be done by a group of ihree, representing the Administration, the

Guidance Officii, and the Constiitant assisting. in the evaluation.
, .

CHECK LIST (To be used by .reviewietua-

1.. frStudents libel that-00yr participation in the. school life

is welcome...

2. Students appear happy and content.

.,Studeits are proud of their -echool.

) 4. ,Proyiei, is ,made for: student, desires to be made known

to the idmin.i.etration

( ) 'bu4ente JAM the program attractive and ,ehallenging.

). -6.. Parents and the. .general public understand the Vocational-

Ter./mica' 30404 Mgram

EVALOAill
-4,

( i. To what extent are the students eitisfied with their

school.

OEM


