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"Criteria for Evaluation of Vocational Technical Schools of Connecticut."
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I.

EVALUAT ION

A,

B.

C.

THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE

PERSON OR ORGANIZATION ORIGINATING 17. POINTS OF VIEW OR OPINIONS
STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION

Statement of Purpose - e POSITION OR POLICY.

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

()Lﬂ.ht ‘I

Connecticut is to improve-the overall program. De. t"l .

Guim Principles AE focl T :‘;" da i

-

1. The goals and philoaoxﬁfy ‘of the Connecticut Vocational—*l‘ec%nioai

Schéols,

2. Achievement levels as set-up by the Curriculum Committees.

3. Self-evaluation.

L. Recognition of strong and weak points.

5. Recommendations for improving the program.
Procedures

" l. There will be two co-chairmen

a. Consultant assigned by the bureau chlef.
b. ' The dirsctor oy 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) e:
Self-

the evaluation in detail and reviews past evaluations.

evaluation forms will be passed out at this stal? moeting 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 thelr area making thein-
‘selves available to help the instructors by offering consulting

service,

L. Self-evaluation period should take place from Septexber to January.

The evaluatior wili be completed within one uu. .. year.
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5.

Te

9.

10.

AT

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
agsist in the overall schogl evaluation. Ti:e ﬁeparhment head will
serve as chairman of the self-evaluation committee for each department.
All members of the depq,ptm?nt g_n;__m_‘_b_ participate.

The Review Committee should be recommended by the school evaluation
co-chairman, subject to the approval and am;ndment by the bureau
chief. The members. of the Review Ccmnittee will be the Central

Office Staff members of the Division of Voca’oiona:l -Technical Education.
Subject area specialists from the following may be a.dded to the

Review Canni'tteo:, Gentral Office Staff, school directoru s 8chool
assistant directors, and department heads. Ifrqfeagimal educators
mts;de of t.l_l‘? Cormecf;icut voca't;ional system and members of advisory
comittees may be called upon tb serve as evaluators.

Review \ -nmittee should vieit school sometime after the second week
in Jenuary and not leter than the end of February.

Members of the Review Committeo should arrange a conference with
aach instructer they cbserve,

Review Committee will meet with the school's administration at the
end of the last day of the review and give oral reports.

A written summary of the review will be presented to the aschool
director within one month after the review, Sufficient copies will
be supplied and the director is to gee that each :mstructor receives

a copy of the review of his section.
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Central Office consultants will review the evaluations with
instructors in their areas upon request of the local school director.
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 evelved 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.

A continuing follow-up will be carried on by the school administratior
and the Central Office consulting staff,

Philosophy of Vocational-Technical Schools

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 rart 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,

Goals of Connecticut Vocational~Technical Schools

A. Tv Develop Marketable Degree of Skill in Trade and Technical Ares.

Some areas fop measuring this goal are:

1.

2.
3.
be

Placement of graduates

Results of graduate surveys

Student working to skill, theory, and related Standards

A testing program to test the attainment of achievement levels
Facilities, equipment, and materials comparable to those of industry
Training for employers demands

Reactions of employers




-l -

B. To Develop Reasonable Degree of Social Competency.
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
L. Assenbly program
C. Io 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 mind, the youth of Connecticut attending our Vocational-Technical schools
should benefit from this evsluation and its review.
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Checklists

o

The checklists consist of provisions, conditions, or characteristics
found in good vocatiohal-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 Provislon or condition is made to a mcderate extent.

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

M - Provision or condition is missing but itz nced is quastioned.

Tils question might arise in relzstion to the pnilosophy end
objectives of the school, the neads of the siudents, or because

of difisrences 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 commiltee. These
Judgments are made after comsideration 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 commnity, and (2) the
visiting commitiee's observations, conferences with students, consultations
with staff membsrs, discussioas 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

needa of ‘the students.,




5.

b.

2.

1.

M.

N.

- 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

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

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

- Faip:%

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.

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

- Missing: the provisions or conditions are missing but their
need ls questioned. This question might arise in relation to
the philosophy and objJectives 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
conslder further.

- Does_not _apply: +the provisions or conditions are missing bub

do not epply, or they are not desirable for the youth of this
school or commnity, 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 "% of "2
applles, they may use '"ja' and "2a" or "2b",
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I.

II.

ADMINISTRATION

Philosophy

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 commmity, industrial, and
labor relations, and in management and maintenance of plant and equipment.
I.’:{;d mst be particularly sensitive to trends in education as well as in
vstry.

Administration is the process of integrating the efforts of personnel
and of utilizing appropriate methods and materdals in such a way as to
promote effectively the development of desirable human gualities. 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 schocl 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 will be improved because of it.
Supervision aims at the growth of not only pupil and teacher but also
of the administrative staff itself.

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 educatiomal program to meet the needs
and interests of the pupils.

2. To orgenize and plan for a coopsrative program of supervision
and Improvement of instruction.

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

4o To organize and plan adequate services to supplement end enxdch
the educational program.

5. Tobsucure desirgble relations with the community, industry and
laber.

6, To organize and administer effective recording and ascounting
procedures,

7. To orgenize and plan for student placement and follow-up studies.

8., To organize and plan a program of management and maintenance ol
the school plant, facllitlies and equipment.,




IIT. Comments

The school administrator should entér 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, Administraticn and School Staff -
A. EdncationaitLéadership

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 iustructional
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 commnications with staff.
( ) 7. Encourages professional growth of the instructional staff.
() 8. Encourages visitation between shop and related insiructors.

() 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? i

( ) b. To what exient do the staff members participate in
. administration?

Comments:




.
~ B. Instructional Staff

Administration and School. 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:

() L
() 2
() 3.
() &4
( ) s.
( ) 6.
Evaluation
() 1.
() 2
() 3.

Comment:.s:

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

Provides opportunities for instructors to try new
practices and techniques.

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

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

Encourages the staff to be active in professional
organizations.

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

How adequate is the supervision of the staff?

How adequate are the methods used to promote staff
growth?

To what depth do the instructors understand their
duties and responsibilities?

o
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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. Formlates 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. Formmlates 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 persomnel for the operation of the lunch
program,

() 7. Directs the health and medieal 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.

Bvaluation:

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

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

() e. How adeguate is the supervision performed by the custodial
staff?

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

Comments: L : E
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ERIC

Aruitoxt provided by Eic:

Organization and Maintenance of the Educational Program

The organization of an educational program should be concerned with the . 9
development of an effective teaching-learning environment.

Checklist: ;g

The Administration:

()

()

()

()
()

()
()
()

()

1.
2.

3.

L
Se

6.

7

8.

9.

() lo.
() 1.

()12

()13.

() L.

() 1s.

() 1e6.
() 17.

Evaluation:

()

1.

Maintaine a program of instruction as outlined in Bulletin No. 30. :

Adjusts teaching loads of supervisors to provide for supervisory
activities,

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

Maintains an up~to-date record of all students.

Prepares individual student and staff schedules before the
opening of school.

=9

wrTirrmm

Considers roaom capacities and the type of instruction when
scheduling class loads.

I

-
e T

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

Maintains a reasomable distribution of co-curricular staff
assignments,

Uses an approved formule in determining the adequacy and variety o
of textbooks.

‘ 2
[T

Has an effective policy on homework.

Agsists 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 cammensurate to the school's needs.

How adequate is the school's educational program?




( ) 2. How adequate is the ancillary services?

() 3. How adequate and efficient is the maintenance of student records?
(') L. How effective is the scheduling program?

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

( ) 6. How adequate are the guidance services?

t Comnents :




VI. SCHOOL PLACEMENT AND FOLLOW-UP STUDIES -y

The school should assist students and graduates to gain employment.
Checklist: '

The administration:

( ) 1. Involves the staff in follow-up studies of graduates and
drop~outs.

() 2. Maintains close relationship with the local state
empl.oyment office. '

() 3. Has latest employment surveys.

( ) 4. Encourages the alwmi association to participate in
graduate placements and follow-up studies.

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

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

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




VII Supervision of Instruction

Supervision is a planned program for the improvement of instruction.

Checklist:
() 1
() =2
() 3.
() &
() 5.
() 6.
() 7
() s
() 9.
( ) 10.
o
( ) 12
Evaluation:
() -
() b
() e

Corments:

The Administration:

Is familiar with policies and procedures as outlined in
State Department of Education bulletins.

Directs Staff Members to develop lesson plans.

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

Has all course outlines on file in the office.

. Encourages the instructional staff to carry on a

continuing program of self evaluation and a resultant
program of improvement.

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

Makes decisions in accordance with recommendations of
the Central Office.

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

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

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

Acts as a general coordinator for all activities
relative to thé improvement 6f the instructional -
program.

Schedules visits to shops, classrooms and outside
Jjobs.

How acdequate is the prograr of supervision?

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

Are State Department of Educabion policies and procedures

followed?




VIII.

Public Relations Activities -
Commnity - Industrial and Lebor Relations

Administration should initiate public relations program and encourages
his staff to foster school ~ cammmnity relations.

Checklist:

The Administration:

()
()

()
()

()
()

()

()
()

1.
2.

3.

Lo

5.
6.

7.

8.
9.

() 0.
() 1.

() 1z

()i3.

Makes use of a varlety of news media.

Is active in professional organizations, both vocational and
academic,

Promotes a program of visitations between the staff and
industrial personnel.

Reelizes the importance of the student and his parents
in the publlice relatlons program.

Is aware of the needs and trends of the industrial comuunity.

Involves the staff in disseminating information sbout the
school..

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 committes.

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

Has an organized program designed to develop and maintain
close relationship with area boards of educatlion, superintendents
and administrators.

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




VILI.

Public Relations Activities - |
Commmity - Industrial and Labor Relations - (Continued)

Bvaluation:

() 1.
() =

() 3.

() &

Conmments:

How effective is the public relations program?

To what extent is the staff involved in the public
relations program?

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

Does the school utllize adequate communications?




" IX,

Sound administrative procedures must be followed to promote

Follows procedures outlined in Bulletin 11.
Follows procedures outlined in Bulletin 13.
Reviews departmental record-keeping procedures.

Processes all forms as Production Orders, Sales
S51lips, Purchase Orders, etc., efficiently.

Counsels the staff in proper accounting procedures.
Has organized an effective filing system.
Involves the staff in the preparation of budgetary

Supports all budgetary requests with a statement
Maintains an accounting system containing all

HMaintains 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

How effective is the business management of the school?
How efficlent is the filing system and record keeping?

How accurate are the inventory records?
How efficient are the accounting procedures?

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

ORGANIZATION AND MANAGEMENT
Statement:
an efficient school operation.
Checklist:
The Administration:
() 1
() a
() 3.
() &4
() 5.
() 6.
() 7.
requests.
() s
of needs.
() 9.
pertinent data.
( ) 1o0.
() 1.
() 1z
( ) 13.
() .
priorities.
Evaluation
) 1.
) 2
) 3.
) L
) 5.
) 6.

How adequate are the methods of determining needs and

granting priorities?




X OPERATION AND MAINTENANCE OF THE SCHOOQL PLANT

Statement:

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

Checklist

The administration:

()
( )
()
( )
()
()
()
( )
()
()
()
Evaluation

)
)
)
)
)
)

1.
2.
3.
L.

1.
2.
3.
ke
5.

Schedules fire drills for all school personnel.

Requires fire regulations to be observed at all times.

Requires the inspection of fire fighting equipment.

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

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

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

v

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

Ha organized and opersti::g a program of student
traffic control within the bullding to avoid
congestion and insure safety.

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

Provides ample funds to carry on an effective
majntenance and repair progranm.

Organizes and plans a school safety program for
the entire school population,

How adequate is the program of fire prevention?
How adequate is the maintenance program?

How adequate are the inspection procedures?

How acceptable is the appearance of the plant and grounds?

How effective are the traffic control measures?

How effective is the safety program?
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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 importan£ 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.

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 comittee.

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 hiow well the echonl is £n1fil] ing ite objectives and the

needs of the students.




9. = Excellent: the provisions or conditions are extensive and are J
functioning excellently. :

L. - Yery good:#

a. ‘the provisions or conditions are extensive and are 3
functioning well, or

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

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

2. = Faip:¥%

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.

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

M. - Misging: 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. - Doeg not anply: the provisions or conditions are missing but
do not apply, or they are not desirsble for the youth of this
school or commnity, 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 AP of n2u
applies, they may use "4a" and "2a" or "2b',
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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 aspects“of 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-evaluatio?
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
resuvlt of his self-evaluation.,

Objectives of the Staff

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 coopsrating 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.

ERIC
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WEEKLY SCHEDULE -l

Indicate, in the space below, classes and activities regularly assgigned .

or carried out in each period (include such activities as homeroom, .
lunch, study hall, supervision, library, clubs , and conferences.)

WEEK #1 1

.

Time of

Period  Room/#  Monday Tuesday Wednesday  Thursday Friday Saturday :

b

WEEK #2




l w
IC

I. PERSONAL ELEMENTS

A. Appearance
() 1. I always appear well groomed before my classes —-

clean shaven, hair combed, clothes neat, clean and
pressed, |

() 2. I wear protective clothing in the shop,

() 3. 1 have my shop coat or shop apron or lab coat
laundered regularly, ‘

() L. I stand erect and appear alert when talking to my
classes,

Evaluetion:

() l. My appearance is conductive to good learning.

() 2. My appearance is a standard which T would waent ny students
to emulate,

() 3« My appearance commends the respect of the students.

COMMENTS ¢

B. Personal Manner

() 1. I maintain a well-poised manner in the face of pretty annoyanees.

() 2« I feel and shov a sincere Interest in my students.

() 3+ I inject occasional humor into nmy teaching.

() L. I dieplay confidence vwhen presenting and handling new materials.

() o« I feel and act enthusiastic about my work.

() 6. I am as courteous o students, co-workers, and to my superiors
as I expect them to be to me.

() Te I em free from menuerisms which may be annoying or irritating

| to students and eo-workers,
Evaluation:

() l. Are my personal mammers 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 may be heard clearly and B
easily by the whole class, B
() 2. I speak fimly without raising my volce unpleasently. &
() 3. I speak unnecessarily loud when talking to my classes. | g
() he My volce is well modulated and of gooyd quality.
() 5« I sometimes speek in a voice that is tense or "‘I’eécherish". “j
Evaluation:
() 1. Is my volce conducive to learning? |
COMMENTS :
D.Initiative 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 organizatien and teaching methods
to my immediate superior.
() b+ I initiate and sponsor extracurricular activities.
() o« I assume my full share of school chores and responsibilitles.
Evaluatien | | |
() 1. Do I persenelly demonstrate Inttiative and industry?
COMMENTS ; |
RELIABILITY
() 1. In presenting information to my students, I make sure that it
1s abselutely correct.,
() 2. I meet responsibilities, both those connected with my teaching
area and these given me as s member of the school staff.
() 3. I practice regular and punctual attendance.
() b, I make advance preparation for each teaching task.
() 2. I conduct my school activities in such a way that co-workers
can depend upon me,
() 6. I follow orders without repeated instructions.




P
S

Te

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 adhﬁﬁ.with reasoneble ease to the various personalities among
my students and cclleagues.
() 10. I have an open mind to new méthods and techniques.
() 11. I am able to solve my own teaching problems.
Evaluation:
() 1. Cen I be relied upon to adapt quickly and efficiently to changing
class and administrative conditions?
() 2. Do my superiors view me as relisble?
() 3. Do my students view me as rellable?
CCMMENTS
F. Cooperation
() 1. T 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 projects without undue concern as td
who gets the credit.
() 5. I participate in community activities.
Evaluation:
() 1. Is my willingness to cooperate generally recognized?
() 2. AMm I active in school activities?
COMMENTS
G. Quality of English
() 1. I can write reports or shop instruction sheets without undue
concern for thelr grammatlcal 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

()

b

level 1n my class.

I glve directions ‘that arxe readily understood.




() 5. Inave an adequate general vocabulary.

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

() T. In my teaching I use technical terms of my speclal field readily
and correct’ .,

Evaluation:

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

COMMENTS :
II. PROFESSIONAL ELEMENTS
A, Bubject Mattqg

() 1. I have sufficlent mastery of the manipulative skills conuected with
ny teaching,

() 2. I possess adequate information relating to the area which I am
asslgned to teach.

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

Evaluation:

() 1. AnT sufficlently skilled to do an effective Job of tsaching

() 2. AmI sufficlently informed to do an effective job of teaching?
COMMENTS ¢

B. Techniques of Tnstruction

() l. I have a well planned but flexible plan of study.
() 2. Ihave my instructional wnits logleally arranged for teaching.

() 3. I make adequato use of ‘teaching devices when demonsirating or
Jecturing Yo ny classes,

() ho I give adequeie place for thinking in the learning pincess.

() 5. I encourage all students to adequately plan all exciguments before
actusliy doiag Hhem.

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

() To I meke use of studeut expmriences in class discussion.




() 8.

I conduct planned reviews of the previous lessons.
I use class progress charts to maintain student interest.

I make adequéte 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 plsn and supervise field trips and group tours.

I practice adequately before demonstrating new te hnigues and skills.

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?

() 9.
() 1o
() 1.
() 12,
() 1s.
() a1k,
() 1.
Evalué,ﬁion:
() 1.
() =2
() 3.
COMMENTS

C. Management of the Shop or 01assrocm

() 1.
() e
() 3.
() k.,
() 5.
() 6.
() 7.
() 8.
() o9
() 1o.
() 1.
() 12

I encourage student participation in class organization and
menagement .

I arrange‘for proper lighting at all work stations.

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

I glve adequete attention to ventilation.

I try to eliminate all fire hazards.

I plan and meintain an adequate safety program.

I have a definite system for the reportlng of accidents.
I have an effective and efficient tool checking system.

I prepare for requisition time by ordering equipment and supplies
as the need arises.,

i
-

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

I have an efficlent system for distributing materials to students.

I provide for orxderly shorage_of materials.
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() 13. I keep a consistent and accurate record of student attendanee and
grades ' ‘

() 1. I prepare directions for substitute teachers.
() 15. I take pride in maintaining a clean and orderly room.
Evaluation: |

() 1. 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?
( ) . 3. 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 Hablts

() 1. I impress the students with the value of neatness, speed and
aeecuracy,

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

classroonm.
() 3. I see that all projects that are started are followed to completion.
() L. I show students time saving procedures.

() 2+ I make it possible for all students to keep profitably at work at
all times.

() 6. I encourage and demsnd that students wear appropriate safety clothes
and protectlon all ‘the time.

() T. I encourage careful student estimating and planning prior to start-
ing &1l 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 menner.

Evaluation:

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

COMMENTS ¢

E. Teacher-Student Pelationships

P




Comments:

Q

N NN S T

()

()

13.
1k,
15.

16.
1T.
18.

19.

Evaluation:

1.

2.

() 3.

T am impartial in all dealings with my students,
T take part in extra curricular activities with my students.

I ereate an atmosphere in which students feel free to talk over
thelr problems with nme.

T set stendards by my own actions, of standards which ghould
follow in personal tralts, attitudes and habits.

I feel that students in my clesses like and respect me.
Students in my classes have a feeling of status and belonging.
I gulde students in their plans rather than dominate them.

In matters of diseipline I strive to develop individual self
control rather than lmposed control.

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

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-
attractlve or troublesome.

I note and make adjustmente for the handicaps of my students.
I welcome constructive eritlcism and comsider it eritically.
I make an effort to get advise and suggestions frem my supervisors.

I keep informed on and make contributions to civic and general
commnity affairs,

I subserlbe to and read magazines in my professienal field.
I engage in summer experlences designed to enrich my teaching.

I vislt other shops and classreoms in an effort to find ways of
Improving my teaching.

I frequently check my teaching results against industrial objectives
and genersl education aims.

Are my student teacher relationships conductiveto rapid and effective
learning?

Have I a set of adequate prefessional aims as seen by my results
with students?

Am T contlnually striving to Jmprove myself professionally?
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DEPARTMENT HEAD SELF EVALUATION

THIS EVALUATION IS TO REMAIN EXACTLY AS I® HAS IN THE PAST. THIS IS ACCORDING
TO THE REQUEST OF MR. WALTER BIALORBRESKI, Instructor.




CRITERIA FOR THE EVALUATION OF THE
VOCATIONAL-TECHNICAL SCHOOL

a GUIDANCE PROGRAM

e
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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 importanﬁ features or procedures

are omitted in the printed materials, they should be added in the appropriate
places. The checklists should accuraﬁely 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
Jjudgments 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 committes.

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 woll the achonl 4a MIEI115ng it objeétivee and the

needa of the students.,




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

L. - Very good:#*

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. = Falp:%

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.

L. - 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.
ITtems marked "M" do not affect the graphic sumary for the
school. The visiting committee should discuss in the written
report any evaluations marked "M" which the school should
consider further, :

N. - Does not apply: +he provisions or conditions are missing but
do not apply, or they are not desirsble for the youth of this
achool or commmity, 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 "La" and "2a" or "2b'.
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" "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
development and maintenance of a superior program of pupil personnel and guidance
services in each of its schools because of the position of educational leader-
ship which it maintains in the state. Unless it can point with pride to out-
standing practices in the schools under its operational control, it is more
difficult to encourage continuous improvement of pupll persénnel’and guidance
services rendered by local communities, The purpose of the standards adopted
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

( ) 1. Guidance services are organized to help the student make adequate
cholces 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.,
8. 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

V” Y N s’ N’ 4 S

(
(
(
(
(
(
(

() &, How extensive are the provisions for guidance services?
g ) b. How adequate is the concept of guidance services held by staff members?
) c. To what extent.is the woordinator invalved with non-guldance activities?

Comments




Guidance Staff

A, Personnel

Checklist

() 1. A full-time certified guidance coordinator is responsible for student
personnel services.

( ) 2. There is, in addition, an equivalent of one half-time certified
counselor for each 250 pupils over the initial 250 students. .

( ) 3. Other pupil personnel services, such as a psychologist or social worker,
are made available,

( ) 4. 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. Personal qualifications which aid in the development of desirable
vworking relationships in school and community.

( ) 2. Deasirable professional attitudes with respect to guidance services and
confidential information. . ‘

3. Membership in professinnal and educational organizations.

L. Preparation in principles of guidance. .

5. At least three years of successful teaching experience.

6. At least one year of occupational experience other than teaching.

7. Kngx%edge of tests, their uses, limitations, and interpretations of

results.

8. Preparation in counseling techniques.

9. Preparation in guidance techniques.

Knowledge of occupational requirements and opportunities particularly

in the area served. .

1l. Knowledge of postsecondary educational opportunities and requirements.

12. Preparation meeting the appropriate certification requirements.

13. The abillty to recognize mental health problems.

1. - An luterest in assisting students with personal problems.

Evaluations

PN~
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() a. How aa?i;factony are the personal qualifications of the guidance
person(s).

( ) b. How adequate is the preporation of the guidance psrson(s).

( ) c. How adequate is the experience of the guidance person(s).

Comments

]
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Guidance Services
A. Selection & Admissions

Checklist
The selection & admission services:

( ) 1. Maintain rapport with sending school personnel.

( ) 2. Supply adequate literature to sending schools and other interested
persons.

( ) 3. Inform prospective students, and other interested perscns, of vocational-
technical school opportunities. '

( ) 4. Base the selection of candidates on all information supplied on the
application form and admission test results. |

() 5. Require each accepted student to have a camplete physical examination.

( ) 6. Evaluate transcripts from previous schools attended for possible trans-
fer credit. -

() 7. Adhere to the minimum standards of admission.

() 8. Extend acceptance of students to October lst when satisfactory

arrangemants for transfer can be made.

Evaluation

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

Comments

Checklist
The orlentation 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 school newspaper, the student handbook,
bulletins and group meetings.

() 3. Acquaint #1l professicnal staff members, particularly new staff members,
with the guidance program.

é ; L. Hae available ocurrent orientation literature for distributien .

5. Ccoperates with the administration in fostering visitations of student

groups, area counselors and other interested persons.

B. Orientation
}

Evaluations

( ) a. How adequate are the provisions for orientation?
( ) b. How informative a~s the orientation practices?

Comments




Checklist
The coordinator:

N’
=

Schedules sufficient time for student counseling.

2. Prepares for each interview by studying all data pertinent to the
counseling problem.

3. Conducts all interviews in private.

4. Is professional in handling confidential information.

2. Encourages freedom of expression during the counseling interview,

6. Avoids dominating the counseling session. o

7. MAims at assisting students in becoming increasingly self-reliant.

Counsels discipliné cases only when adjustment problems are involved.

9.  Cooperates with the staff in the promotion of counseling activities.

10. Makes provision for follow-up interviews when warranted. ‘

1l. Attempts to counsel early school leavers. .

12. Refers individusls when additional assistance 4s indicated.

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

Corment s e

D. Cumulative Records, Testing & Evaluation
Checklist

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

() 1. Mainteins current significant information about each student on a

CR card.
() 2. Insures the accuracy, validity and appropriateness of all informstion.
( ) 3. Notes referrals and interviews on the CR card. .

() 4 Insures that information contained in the student regord is &&nsidered

confidential, W -
() 5. Makes available pertinent data which will assist in understanding a
students' prohlem.
6. Maintains individual folders in addition to the cumulative record., -
7. Has available sufficient funds to operate the tesiing prcgram,

8. Has available special purpose tests for counseling individual cases.
9. Has suitable physizal facllities necessary for the testing programi
10. Bases test selection on careful. review of the most recent reiated re-

gsearch in the area.
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Supplementary data

1. Describe the testing program,

TS R B




Evaluations

()
()
()

()

Comments

Qe
b,
Ce
d.

How extensive is the information contained in the cumilative record?
How available is cumulative record information to staff members?
How efficient are test selection procedures?

How adequate is the testing program?

E. Occupational Information & Flacement

Checklist

The occupaticnal & placement servises:

()

()
()

()
()
()

omment s

1.

2.
3.

kL.
5.

c,
d.
e.

Provide career information to assist students.make valid vocational and

educational cholces., - '

Have available facilities for displaying occupational literature.

Accumilate information relative to Connecticut industry in general and

occupations for which the school trains in particular.

Have sufficient funds available for the purchase of occupational

information.

Aas%st students who withdraw from school to obtain additional education

or tr .

Collaborate with the department heads in the placement of graduates in

full-~time employment.

Assist students in obtaining part-time employment.

Cooperate with the C.S.E.S. in registering students for possible

placement,

Cooperate with local industry in the placement of students.

Egéommgndlchanges in placement of students for better adjustment within
@ school.

Conduct orientation meetings concerning opportunities with the Armed

Forces, industry, and future educational possibilities.
Provide acholarsﬁip information for intefgsted gtudents.

Hew adequate is the occupational information service?

How informative are the occupational placement activiiies?
How effective is the placement service?

How adequate are the facilitles for display?

To what extent are funds avajlable?




F. Follow-up & Research

Checklist -

The follow-up and research services:

() 1. Collect information as requested from Central Office or the co- §
ordinators' group. ?

( ) 2. Secure information from students regarding reasons for withdrawal.

{ ) 3. Conduct an annual survey of all graduates and drop-outs.

( ) 4. Compile information for administrative use.

( ) 5. Conduct original research.

Evaluations

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

L o N

Comment, s

G. _Exploratory Program

Checklist
The exploratory program services: | S

() 1. Has a method of .evaluating the individual's experience in the ]
exploratory program: o
( 0 2. Make a serious attempt to acquaint the student with the intrinsic .
value of an exploratory program. | !
() 3. Inform parents of the purposes and outcomes of the exploratory program.

() 4. 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 & =quipment needs of the guidance
department.




' Enrollment

STATISTICAL

DATA

Automobile

Carpentry

Electrical

i.achine

[

TOTAL

Enrollment
Grade 10

banrolilment

Grade 11

Grade 12

Enrollment

Grade 13

Enrollment

Sp. 1

Enrocllment

Sp._2

Total
Enrollment

No. of Tradﬁ

Instructors

No. of last

years grad—
uat%s B aceq

No. of last
years grad-
uates %acec

in rel
trade area

No. of D.O.
from Sept.

to Present |

No. of T.O.
from Sept.
0 Present

Stability

Percentage
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Checklists

o~

The checkliéts consist of provisions, conditions, or characteristics
found in good vocational-technical schools. Some may not be necessary, or
even applicable, in every school. If‘ény'importanﬁ 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.

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 eyaluators.

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 eﬁidénce as (1) the local
staff members! observation and analysis of the work of the school, discussions
of faculty cammitteeé, study of relationships with the community, and (2) the
visiting committee's observations, conferences with students, consultations
with staff members, discussions within the vigiting 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 lLiow well +ho echonl..in £ul1f1114ing ite objectives and the

needs of the students.




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

h. - Very good:#*

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. H

:

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. '

l. - 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 affect the graphic summary for the
school. The visiting committee should discuss in the written

report any evaluations marked "M" which the school should
congider 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 "," of "2%
applies, they may use "4a" and "2a" or "2h".




TRADE PROGRALI

DEPARTMINT

I. OBJECTIVES OF THE TRADE PROGRAL

The philosophy of Vocational-Technical Education is amply defined in
Bulletin 30. It is however a broad one, and applies to Vocational-
Technical Lducation 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.

L. 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
asgimilate new trends and changes in any given trade area.




DEPARTMENT

CHECKLIS
() 1.

() =

() 3.

() &
() s.
() 6.
() 7.
() 8.

() o
( ) 10.

EVALUATIONS
() a
() b

() e
() qa

II. FACILITIES AND EQUIPMENT i

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

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

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

Storage for students! personal belongings is available,
The shop area meets industrial safety standards.
The entire department is kept clean.

First aid kits are available and are well stocked.
The shop is well lighted and ventilated.
A student schedule for shop maintenance is in evidence.

Adequate storage provisions are made to handle production
Jjob prints, inventories, purchase orders, etc.

Are storage facilities being utilized to their fullest?

Are there any health hazards evident in the washrooms,
lockers and the shop?

Is the equipment in the shop in good working condition?

Is there a maintenance schedule in force and how do
students participate in it?




DEPARTMENT

CHECKLIST
()

()
()
()

()
! ()
| ()

EVALUATION
()
()
()

1.

ae
b.

Ce

IXI. INSTRUCTIONAL EQUIPLENT AND SUPPLIES

All major and minor equipment is in good condition and
is functioning.

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

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

Safety guards of various sorts are in evidence where
needed.

The shop adheres to laws concerned with safety glasses.
There are sufficient work stations for class size.

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

In what condition are the shop equipment and tools?
How well is the tool crib organized?

How clean is the equipment?




DEPARTMENT

CHECKLIST

() 1.

() 2

() 3.
() &

() 5.
() 6.

() 7.
() s
() 9.
() 10.
() 1.
() 1a.
() 13.

() 1.

()15

() 16,

()17
() 1s.
()19,
() =0.

() 21.

IV. INSTRUCTION

The instructionél proéram.contfibutes;to the objectives of the
philosophy of Vocational Education in Connecticut.

The instructional program meets the states objectives for
shop courses.

Course Outlines are available and are adhered to.

As nearly as possible the shop program integrates the
subject matter taught in the related and general education
departments,

There is evidence of careful preparation for instruction.
There are provisions in the curriculum to assimilate

changes and advancements of the trade as they develop in
industry.

Field trips and resource people are planned into the program,
An adequate quantity of production work is in evidence.
Provisions are made to allow for individual student differences.
There is evidence of audio-visual instructional aids.
Audio-visual aids are in.use.

Students always work from blueprints, or sketches and parts.

Students are encouraged to plan and carry jobs or projects to
compietion.,

When students are assigned to '"outside production Jobs" they
are never left unsupervised.

A formal theory program is in evidence.

At least one textbook per student is available in use.
Daily lesson plans for theory classes are available.
Approved theory outlines are beinz followed,

A technical reference library is available.

Students have free access to the reference library.

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




EVALUATTONS
()
()
()
()

()
()

a.

b.

d.

Ce

£,

Aiihunitnt i

IV. INSTRUCTION (continued)

How adequate is the instructional material?
To what extent are visual aids used?
Is there evidence of planning?

How are the related and general education phases of the
program integrated with the shop instruction?

How are the objectives of trade education met?

Te what extent do the instructional activities approximate
the conditions in industry?

\




DEPARTMENT

CHECKLIST

()
()

()
()
()

()

()
()
()

Te
8.
9.

( ) 1o.
() 1.

()12
()13.
()L
() 1s.
( ) 16.
()7,

V. SUPERVISION AND ADMINISTRATION

The policies as defined in Bulletin 30 are being followed.

Administrative policies as defined by Bulletin 4O are
being followed, .

This shop is familiar with other State policy Bulletins,
Periodic meetings are held by the staff members,

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

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

Student progress records are kept up to date.

Records of graduate placement and progress are in evidenco.
An established disciplinary procedure is in evidence.

An adequate shop clothing program is in evidence.

Adsquate 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.




EVALUATION

COMMENTS

()
()
()

()

&
b.

C.

d.

Is there a clear understanding of the policy bulletins?
Is there adequate supervision?

How are changing industrial techniques incorporated into
the program?

What is the condition of the shop records?
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Checkjlists’

'""'The' checklists consist of provisions, conditions , or characteristics found
in good vocatioml-technical schools. Some may not be necessary, or even

applica.ble s in every school, If any important features or procedures are

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

The checklists should accurately and completely portrsy the program, facilities s
and practices of the school, thus providing the factual background for the
evaluations. | T
‘The use of ‘the. checklists requires five letters 5o -
E’ Provision or condition is made extensively.
S Provision 'or condition is made to a moderate extent o
© L Provision or condition is very 1imited or missing but needed. o
M Provision or condition is m:.ssing but 1ts need is quest:.oned. | |
This question might arise in relation to the philosophy and
objectives of the schoal, the needs of the students, or
because of differences of opim.on of evaluators. S
N .'AProvision or condition is not desirable or does not apply.

Evaluations . ',

Evaluations ere 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 Ol the work of the school, discussions of fsc\ﬂ.ty
comittees N study of relat:.onships with the connmmity, and (2) the v:l.siting
committee's observations, conferences with students, consultat:.ons with‘ staff
nembers, discussions within the visiting committee,

When one makes a Jjudgment 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. |

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

excellently.
L. - Very good:#*

e

well,, or

. - the provisioria. or éondit’ions“ are quémte]_.y exbe“nsivg ‘but are T

functioning excellently.:

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

functioning well,

2, - Fairs#

a, the plvoﬁsions- or conditions are moderately extensive but are

functioning poorly, or

b. the prov:i.sioris' or conditions \afe li.nﬁ.ted :\n extentbut- are "

functioning well.

1. - Poor: the provisions or conditions are limited in extert and functioring

poorly; or they are entirely missing but needed.

M. - Missing: the. provisions. or conditions are nissing but their need is
questioned.” This question might arise in relation to.the philosophy &nd
objectives of the school, the needs of the students,.or because of

Items marked "M" do not affect

the graphic summary for the school. The visiting committes should

discuss in the written report any evaluations marked "M" which ‘the

differences of opinion of evaluators,

school should consider further.

N. - Does not apply: the provisions or conditions are hissing but -do not
apply, or they are not desirable for the youth of this schéol or
- eommunity, or they do not conform to the school!s philosophy and -~ . =

| objectives,

#1f in ma!dns the sélf-évélué\tibn menbers of the school staff: wish to ind:l‘ ticate
which of the alternatives given for evaluations w44 of n2n applies,

use "4ah and "2a" opr u2bn,

-

woa .
.
4!

, .

8. the provisions or conditiens are extensive and are functioning

they may -

O ¢

.....

""*'4:;, e ;,r?ﬁ;; eyt , ) .
il g '
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'SCHOOL PLANT
CUIDING PRINCIPLES .

The school. plant, consisting of the site, buildings, equipment, and services,

is a major factor in the functicning of a gond educational program. The plant,
as planned and equipped, is during the scheol time the physical environment -
which assists or limits student achisvement of desirable learning experiences. -

The school plant must provideé the physical facilities to conduct a program &
designed to meet the edusatiiohal needs, to provide the learner with a marketable
degree of skill and to provide industry with workers who have the basic skills
of their trade and necessary trade knowledge so as to better serve the commmnity
in which they live. ST

The plant must provide water, heat and ventilation, illumination, and sanitation
services which contribute-%o the educational plan and the health of its occupapts.
The plant must also bs-designed, equipped and maintained so as to minimize the-
possibility of accidents and fires involving its occupants. .- SEL D

The site is and will continue to be satisfactory for educational purposes for
the foreseeable future and will silow for expansion of its educational facilities
vhen the need arises. The planning of the building has taken advantage of - -
important features of the site. Lo

The interior and exterior of the building is attractive and appropriate in -
design so that esthetic quality is evident. The grounds about the building ‘are
well-kept and include lawns and shrubbery. -~ . . = = . SO

The school plant is an integral part of the commnity planning .pwogram. The
entire plant does stimulate the students to use its educational facilities -
effectively. el O




T

[ %]

OBJECTIVES

The philocsphy of the State's Vocational-Technical Education program is 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 with workers who have the basic skills of |
their trade and necessary trade knowlodgo g0 as 'oo bet.t.or serve the community

in which they live. L

1.

2

The plant vhich 1noludes the eite, build:i.ng (or bn:lldings) is situated
in the center of the community it is %o serve. | |

The site, N its gize and shape does accommodate all of the necessary
buildings and facilities to house a good Industrial Vocational

- Educational program.

3.

. i

5.

50N
L2

&.

The site as prov:.ded is ample to carry out a good outdoor athlet.ic
program. ; |

The building or buildings are 80 designed architecturally that they are

~ gimple, econcmical and of modern up-to-date design, are functional and

provides all of the necessary fac:llities to carry out a good Industrial
Vocational Educational program.

The plant which inclwies the site and buildmgs has beon planned and
designed for future esmansion when the need arises. ;

The plant has the nacess: ry utilities. Electricity, water s Tire
protection, gas, telephone services, sewage disposal, etc.

The plant is remote from any places having undes:.rable influences on

yout.h.

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 usei‘ulness for fu"ure s:i.t.e develop-
ment and school plant expansion.
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()

()

()

)
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2.

3.
.. to public transportation dines.
be

8,
,9,9;

10.

| 'l‘he school is readily eoceesible to the etudents mthin the proposed a

(23

center of the population served. NEREE ,
The school. does fit into a log'tcal distribution of ell the schools in

. the. commnity, . ..

Is easily reached by mechanized transportation and s read:lly accessible

. m,: . .

Is easi]qr réached by good highways, hard-aurfaeed roads and walks and
is free from trafi‘ic and transportation dangers.

Eleotricity, water i‘or domestic purpoaes ‘and for fire protection, sewage
dieposal, gas and telephone gservices are available at a reasonable cost.

,. *The site is and will eontinue to be satisfactory for school purposes
- for the foreseesble future, as indicated by careful studies of pop-
ulation trends, zoning developments, highway planning, and other factors.

A .check has been made of the availability end for the aoquisition of
adjacent land. for future expansion. . .

.The use and value of the school. is not impaired by industrial smoke,
'obnoxious ‘odors, noises, dust, fog, or other hazards. PR

Is located in a recidential or park district, and not in or ad.‘jaeent

' t0 'a business o industrial darea that is slated for redevelopment.

. Streets .about the school are treelined, and the general area is.,
~ attractively landeoaped and well maintained. o

. Tha skyline on. s11 sides of ha building is not more than 30 degrees

and 18 free from obstruotions to light and air.

Is remote from taverns and other places having undesirable :lnfluenoes
on youth.




1l. Surface Feat.ures, So:Ll COnditions, Shag and Size

() 13. The general level of the site is above the level or the land adJacent
to it so as to permit good drainage.

() 14. 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 future site develorment and school plant expansion.

() 15. The soil is porous enough to permit rapid seepage, yet. with enough body
: to minimize dust and nourish grass  and’ shubbery._

( ) 16. Little or no topsoil will have to be hauled :’m for upkeep of the
'athletic fields and lawms.

( ) 17. The site requires little or no expene:i.ve sodding to prevent erosion of
- any steep inolines.

( ) "18. The water table is eufficiently below the surfaoe at all seasons of the |
o , Year . o , o Ny

( ) 19. The subsoil does perm:i;b rapid percolation of water from eeptic tanks
if a sewer is not available. .

() 20. The site is in accord with desirable functions and accepted standards
that 18——10 acres minimum plus one acre for every 100 students. .

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

111l. Improvements, Arrangements and Landscaping

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

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

( ) 2. 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.




EVALUATIONS

() a. How decessible is the -§it§ to,_v't_.pe- students éer_v’ed? . -
() b. To what extent is the site favorap]ze to health? - L [
( _)" c. Tomatextentdoes the site prm&e for é&giyje" N

() d How satisastory are the etuationsl and éuiturad chivastortatics of . ||

- the envirenmemt? @ - - I .

() . “Is thé site sufficiently elevited to -avoid drainage from nearby ground,

ard adequately pitched to shed its' own surface water quickly? L5
(") "f. Have provisions béen made for appropriate landscaping .of grounds? sk

() &g. Are there adéquate surfaced driveways and concrete walks and is .there

| adequate motor vehicle parking areas for staff, students.and vistors? ul
f’ () h. Is the site large enough to facilitate expansion of the ma.'ln building -
| ", [ /housing the administration, classrooms, laboratories and library also: -

" "'the single story vocational achool shop wing or an additional shop
wing when the need arises. " | L . o




11. THE BUILDINGS

CHECKLIST -~ . . ..

1. Placement Educetiona.l Plan and Utilization

() 1.
O =
() 3.
€). b
()-'5'.
() 6.

() 7.
() e

The building (or buildings) is laced on the site 80 as to prwide for
efficient. use of the total a.rea..

The building is placed on the site so as to provide an a.ttractive
appearance. |

-Is orientated so as to provide adequate zm.tural light for all educational
functions. .

The arrangemént of driveways, doorways, and floor levels facilitates
tmck deliveries with a ninimum of interference with *chool activities.

The building is free of all concealed or "DEAD" spaces (hollow spaces
between partiticns and under floors) where dangerous ‘gases may accumulate
and through vhich fire may spread. , :

'I‘he heating ple.nt is centrally located so as to prov'ide efficient

| operation at a minimum cost,

The heating plant has a direct outside entrance. |
The heating plant is maintained in a clean, orderly condition.

A -
-
’ ~

1l. Gross Stm cture ( mf'e of Constructica and Materials, Form and Architecture,

and Foundations.)

() 9

() 0.

().

()12

()13,

().

() 15."

()16
() 7.

The building is free *’rom ornamentation and architectural i'eatures which

- may deteriorate rapidly.

The building is situated and planned so as to ‘meet futwe expansion
needs. |

The grose structure of the building is of dure.ble ’ fire-_fresietant

‘material.

It is structura.lly sound and enduring, with best pcssible materiels and
competent, workmenship.

The interior materials and workmanship contribute to an attractive '
appearance. :

.: ...l‘t

‘The Architecture is attractive and pleasing, well suited to its locale.

.T'me Architecture is prectical and efficient, both opcrationally and
| edueationoll'/.

The -foundations appear tc be strong and stable,

The foundations are properly waterproofed and drained.
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19.

Light and durable,” *

.- with ¢ suitable light reﬂ.ective value.

N A
DR ERS SN

The roof is durable, weatherproof and has a 20 year bend, o
The roof is properly flashed and dra:l.ned also .’m good cond:l.tion.

Exterior walls are sufficiently strong, airtight, a.nd porfectly water-
t:\.ght.

" Interior bearing walls are suffloinetly strong., and 1ooated so as not

to interfere with the function of “the buildirg Non-bearing walls are

Ceilings are strong R saf“e R attraot,ive N i’ree from oracks and holes, and

LT et

Floors are well laid, free from, marks R humps ‘and holes, worn spots and
splinters. They are a.ttractm.ve 3, of proper type ,.2nd. with smooth even

' . finish'and in good shape.

()

)

()

()

()

(2

()

v,

Entrances and Exits, Condition and - Bgearanoe, Acoastics, and

. ren@stration. o

Entrances and exits are adequate in number, size and type, ‘exits should
open with the d,reotmon of travel, are properly looated, and in good

" condition,

25,

26.

29.

.31 .

33.

"’"'D“oors "and“fraimes «fe *strang’ and 'dureble.”‘“’"‘

30.

.
Je e e

,Doors cperate easily and efficiently have suitable hardware » automatic
.- locks, ‘panic ‘bars; door checks and kick plates (where needed), and
are in good operating condition.

27. "
8.

The building is kept elean;’ wéu-'paiiited}. and 1s 4n geod is'e‘bau;

‘The building is properly. designed, eonstruoted, and equ:.pped for control

of sound ‘(ACCUSTICS).

Windows are adequate in size and number, of prOper type and designy
and ‘'suitable located (4' wide window modular center to center) and
mast equal at lea.st 20% of ‘the floor area,

3

St&rways are aturdy and safe. in all reepects. ; Bot;:___. f_eteiry._egll and;s

"'staircases are fireproof.

Stairways are adequate in number and size are properly looated and of
suitable design.

32, :'Corridors and lobbies are properly designed and loca.ted to aocommoda.te

and control traffic flow; (Where desirable) , have aooomodated pupil
loclers. . g : L e AR SR YER N L

Corridors and lobbies are wellg-lighted 9 sage, quite attractive,
easily maintained. |

Lol i

L T
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() ‘a. The bu:[lding (or ‘buildings) 1s piaced on the site 8o’ as to provide for
-‘efPicient use of "thé total area.- |

( y©'by Ts'the bullding planned and situated-so as to meet. future sxpanSion
needs? Givi

() ¢. Is the gross structure of the building durable i‘irs-resistant materials‘-'
Is the building free from all hazards under all cenditions? "

() d. Ave entrifices and sxits’ properly ‘Sonstricted and equipped For safoty;
.. ..are oxits so designed 80 a8 to open. w:Lth the direct" Lon, of & t?avev ot

p,‘ tu, 'n,i ;.#-s,. - . e 5

J-“r«x

The builﬁin 18 dn ha.rmony with ‘thé activ:l.ties i.t ‘houses’ and ‘portrays
R0ve) modern’ sfmpi iclty in design, reflectiny in its various ct:!llpm'lel'“’B the

most reoent advancements of proven msrit. T aC N L WA
4 3 LIk _ 3 RS B e E
( ) _f_“f G"rientation of the building is' suc‘h that classrooms ha.ve pz-eferably a

” A, e
vests_m ..uﬁ, eastsm ,exposure;. i AL

. ( ) g. ‘Al']:‘ shops in the ‘sing].e ‘story bu:.lding preferably have’ a 3°u*'h°m:
| eas_tern or westem exposure. i

L‘-.m
F

. s
.4>§ "‘?, a- P ; .z ‘l "‘l‘

f wala

is attraetive and pl easing, practioal :mdL efﬁcient.

ure
’both operations.lly and educatmn@ ) sl
COMMENTS
.... HEEL : éé,, y Gl d s ‘ko:: } ¥
CHECKLZLST |

and- ,Ventilation

L 4Heat.

() 1. The heating plant is centra.lly 1oosted, so as to be practicable, and
"t veduce the sizes of heat:lng ‘pipes and’ ducts, .. -

() 2. 1% provides continous and automatically controlled heat of proper degree,
"by cénditions of climate, ‘

(). 3{ "The heatifg plast provides adequate supply of clean , dustfree air of
proper humidity without' éreating drafts.

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

() 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 ma.terials
| - but free from hazards under ali condit.ons.

{ ) 7. Alr ducts and ventilating units are equipped with thermostatically
controlled dampers.,




1. Heating and Ventilation (czontinued}

(.) .8« . The heating and. -ventilation system is efficient; flexible, easy to
'dperate » economical, d capable of . meet:l.ng all pasgible Joads.

().9..The heating and ventilation system:is capable of. e:q;v}zsions %o serve

building additions, - B
~ - PR BTNV SIS ST SRS E;Tz;éﬁ“i} arfd nw )
11 Al‘tificiai v o ST P LR F 3 T ;”_‘:T;‘:' SIS ]
. 1.0., . E,’godem a.rtifici,al nghtmg standards h&ve been obsepveq.«“ T U R

‘u,‘, E oy M'r - . e £, »

() Ji. lioreseent 15.‘”35ting #1%tures are louvered sr tranélugeut shielded type
ot es e and 2re furnished with high power factor ballsat,. They are .also. -equipped
. ﬁ'  filter for the. ‘prevention of radio &nd televisioni interference.

- w2 o

:"“\ e g BT

( ) 12. 'l‘he following minimum Tight :I.ntensity in the shop building has been
. ..., Bointained: 40 foot-candles for sheps and. shop: clasamoms,«caeﬁ foot-
" candles for corridors and service areas. . In the. main, h |

following light intensity has been maintained: Admin. Office s Classrooms,

- e Blueprint Beading Room, Iahoratories and Library, 4O foot-candles, :
f ) 13. In the main building the following iight' inténsity has been maintained:
N ey P}:?'f{ting Room 80, foot~-candles; Corridor and toilet rooms 15 foot-candles;

© 30 storeroom and Janitor Closets 10, foot-candles, ; Color. correction of
Xight in the Beauty Culture Shop has been’ provided. *

111. Water Service

(). Adequa,te supply of hot and cold water to all peints of use has ,been
prOVidad. | . N : ‘e ' . Jwn

ek gt
= i.‘w '.&,,. A
P A RN

( ) 15. -Pure cold woter for drinking, and with all equipment degigned: for. come;
Plete sanitation has been provided.

( Y8, A equipment and’ i‘:lxtures are, cdnveniently J.ocamd : 91' .
Yo " 4 ‘pr oper
| design, etficient "and safe €6’ use. ’

g fountalns'd¥e recessed with angle. streansand mouth guard.

{ ) ;e. Suitable adequate handwashing facilities are prov:u.ded 3 they gre in good
cmdition, angd easily’ m:lntained and ,t-eparieda A e oy

3 . 3 . © 7 s A .
, oy . ° ¢ P . NP 4 3 edd s
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v, Toilet and Sewer

( ) 19. Toilets are conveniently located on each floor for each sex, and for-
public use as needed. » Bt R

() 20. Toilets and washing facilities have been provided :ln f the shop areas,
(.):21. -Toilets have been provided as neéded in connection with Health and Office
Sultes, Custodian's Quarters,:Instructor's Rocm and Cafeteria-Kitchen.

- 7:( )22, Toilets are adequate’in the muibéi of wabérclosets; urinals, and
: lavatories. | e

. o T T P : }x ‘
(). 23, . Drinking fountains are not locited ‘pepeat; ‘are. not -located in toilet:
POOMSBSt . " e e e

() 2. Toilet equipmént and fixtures'are strong, safs; sanitary, efficient, -
economical in use, and resistant to damage. - |

() 25. Sewer systems should be and are adequate for all démands, safe-and =
| sanitary, in good condition, and accessible for, repair and maintenance.

- . L AT PR
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V. Fire Protectdon % =« 00 Aol il a ;—y?‘,..’ N P

M

M
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() 26, Construction is fireproof or extremely fire-resistant, .

( ) 27. Construction does provide absolute safety for all trayel passages, both
~. . Vvertical and horizerital; doss give complete adeguate protection around
spaces involving special fire hazards;™ '+ -~ < T

() 2.,,3{ - Bxit system provided two separate ‘means of e‘g‘re"s’;s from lsboratories and
any area where students gather, -also permits emptying the building in
dess than three minutes. L

() 29. Apperatus doss provide positive and fool-proof alarm system.

.o B PR
B B T

EVALUATIONS U U g

() a. 1Is the heating plant simple’ and- centrally located; as far as practicable,
S0 as to reduce the sizes of heating pipes and dwcts? = . . ..

() b. Has zone heating been provided so that independent units or segments_of

- the building such as the auditorium, offices, and gymnasium, cafeteria;

etc, may be used without heating the'entire. buflding? i

(): es .Is artificial 1ight the primary source ‘of illumin ation, supplemented by
| natural lighting? Has light intensities as specifiéd in the Illuminating
Engineers Standards been maintained? B o Ce

.
T g e Y x
: RS M

() 4. Has the minimm number-of toilet, lavatory, urinal, @rinking fountain,
and other fixtures needed to meet code or public regulatory requirements
for planned student enrcllment been provided? .




1V. _ELECTRICAL SYSTEMS

-—v—@—rcmec T fleg Gnrdl o g L nmie e ilonaee
( ) l. Proper current wherever needed, w:lth euitable controle R safety devices R

s ne < @UKiliary .systems and eircuits, and: efﬁ.c:l.ent arrangement of outlete,
© i . SwWitches, and panele have been: provided, - i -

( ) 2. Has conformed to all controlling codee, -legal: requ.iremext 8y ' and ineuranoe
©  standards, @ |

(,,);, ,3.}. A1l wiring, equipment, and dev.ioee are reaeonably modern, ‘safe to-use,
R £ Y good worldng condition, and eae:lly repaired and maintained.

( ) L. Syetem ean be e:cpansible with additions to building bt

Clocks and Program a;._@_als , . ;
& A T8 *System dess provide accuracy of t:lm:lng reliability, serv:lee » durability

with minimum ecare, suitable audibility, automaticity, and efficieney i
with economy. , -

() 6. System can be expanslblewith additione’- _to- building,. .- "

) T T iy

211, Fire Alarm Szetem R

( ) A “ Does provide for positive alarm from su:ltably oonvenient stat:l.ons by
" gutomatie or simple manuel operation. S

). e . Is connect.ed to mmicn.pel system, with cut-off for tests: and drills

w;.» e

lv. elegl;x_one sttem

() 9. A tw trink (min:l.mum) S.N E. telephone system with PBX (18 or more
stations) in the Main Office hae been provided. :

( ) 10. Telephone conduit for this intercomunicating system from the PBX Board
et in the Main Ofﬁ.ce to various extensiona has been provided. S

) 11. Adequate number of eoin telephones for student and for publ:l.c use hae
been prov:lded. e : ‘o | ;

Public Addrese and Audio-Visual sttems -

,(_‘,) 12 ‘Public Address System has been properly inatalled, fle:d.ble, delective,
©.. ... in godd conditiem, and easily supervised.

( ) 13. Audin-Visual systems and equipment has been prov:l,ded adequately ‘for the
... . proper function in teaching wherever needed, and :I.s reasonably modern
Lvh o, and dn good wor\dng order. o

o 0 &= &3

s A
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V. FPublic Address and Audio-Visual Systems (continued)

( ) 4. Conduit and wiring for projector speaker extension cord ineluding 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 Room, Mechanical Drafting Rocm, Science Laboratories
in the Classroom Building, Trade Technical Information Classrooms in the
heavy Trade Shop Building, also in the Cafeteria and in the Cembination
Gymnasium-Assenbly. |

V1. Other Serviceg

( ) 15. Compressed air comnection to designated locations in shops and in
Laboratories have been provided. |

( ) 16. Gas in Shops, Laboratories, Kitchen, Health Service Unit etc. has been
provided. '

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

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

( ) 19. 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.

( ) 20. Incinerator has been provided,

( ) 2. Auxiliary lighting systems where needed have been provided.

EVALUATIONS |

( ) a. How adequate are the provisions for illumination?

() b. How adequate is the Communication, Time and Program System?
( ) c. How adequate is the Fire Alarm System?

() d. Has adequate 120/208 volt, 3 phase, 4 wire been provided?

COMMENTS

SRR o~ A




EVALUATIVE CRITERIA FOR 1HE RELATED DEPARTMENT




Checkliete

MR B
A(. :

The checklists consist of provisions, conditions, or characteristics found
in good voce.tioml-technical sehoole. Some may not be necessary, or sven
e.ppl:.ca.ble s in every sehool. If e.ny important features or proeedures are
cumitted in the printed materials,.they should be edded in the appropriate places,
The checklists should accurately and complete].y portrey the program, facilities,
and practices of the school, thus providing the factual baekgrotmd for the
evaluations,

- The use -of the checklists requires 'ffive 1ettere 5

Provision or condition is made extensively. o
” Provieion or eondition is mede to a moderate extent. :
- Provision or condition is very limited or missing but needed.

- 2 S I -

Provision or condition is missing but its need is questioned. |
- This question might arise in relation to the philosophy and. . - -
.-~ "objectives of .the achool, the needs of the students, - or o
o beeause of differences of op:l.nion of evaluators. S
N Prevision or oondition is not desireble or does not apply. o
Evaluations ' ' .
Evalmtione are the best ;judgments of the staff in the self-eve:hxation and
normally are reviewed by the members of the review f-onmi*'tee. These :judgments
are made after consideration of such evidence as (1) the local stsff mezbers!
observa.tion a.nd analysis of the work of the school, discuesions of faoulty
comittees, study of relationehips with the commmity, and (2) the visibting
committee's cbeservations, conferences with students » consultations witn staff
members, discussions within the visiting committee.
When one makes a judgment upon what is included in &n evaluation item,
using the ratings defined below, he should consider in the light of his whole

experience how well the schocl is fulfilling its objectives and the needs of
the students,




o
A

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

ls-. - Yery good:*

a2, ‘the provisions or conditions are extensive and are functioning
R "mu, .or e : .‘ '. ' : ,‘ TR . f‘n ‘:, :' cetrw 4..?; . B ‘ ‘. Sz :_:-‘ . RO

> . - ¢ oo .. .
. crpgr M az o L. T P R L ST
: 2 VI T ek o e A - PRI Y B St

- “ixbe .-the provisions or conditions are modirately extensive but are -
functioning excellently. -

3. - Good: the provisions or conditions are moderately extensive and are
functioning wedlls . - - . - v e om0 mpmtieoa L

=k
: S PR T 5 S L
2. Fairo“ POE S BRI A PR R
]

a. the provisions or conditions:-ars moderctely ‘exterisive:but :ate
functioning poorly, cr - | )

b. the provisioﬁs' br’ cond:.tions | are .'l:.nﬁ.ted :I.n extentbut | are M
fu‘nc‘bioningweu. A I SENAE S SRRy S A B

1, ~ Poor:  the provisions or conditions are limited in extent &nd functioning
poorly; or they are entirely missing but needed. .

M. - Missing: .thé provisions or conditions:are missing but their riéed is
questioned. This question might arise in relation to the philosophy and
objectives of the. school, the nesds.of the students, or because of

. differences of opinion of evaluators, Items marked "M" do not affect

i the graphic summary for the school, -The visiting-committeé-should

discuss in the written report any evaluations marked "M which the

school should consider further. e T

M. - 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 |
- commnity, or they do not conform to the school's philoscphy and - *
objectives,

. . LA s e
- N o ) ., . .o ) . - * [T . R IR 3 » -
b sl e W& . L S : - garey .t s

#If in making the self-eveluation members _of the school staff wish to indi \g’éé;te
which of the alternatives given for evaluations "4 of n2n appldes, they may:
use "jahn and "2a" opr "2bn o ' A

| S
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The committee doing this se’lif#éjaj.@igt.ibﬁ; may be’ ohie group
evaluating the entire Related Program or three sub-groups

representing each 'of the areas, - - - - poa

School size and the number of faculty members would determine

your use of this evaluative instrument.
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SELF-EVALUATION BY




STANDARDS | FOR - m mm PROGRAM

% [ f “ .
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The Related Program in the Connecticut Vocational-Technical Schools consists
of classroom and laboratory courses designed to increase lnowledge, under-

standing, and f.he ability to solve technical and theoretical problems concemed

with a particular trade.

The related subjects are mathematics, science, and blueprint reading, related
art, ete. They are organized to achieve the following objectives:

1. To meet the speoific needs of t.he trade areay-. o

O N T
3 Yea T L
S I R

2. To develop in st.udents an understand:mg oi' the fundamental mathe-

RS TR .
..m . *

matical and se:.ent:.fic princ:.ples and processes.

3. To :.nterpret and ‘express ideas through bluepr:.nts and schematics.

L. To be a.ble to think and orgam.ze effectively :Ln the chenging

technology of our t:.mes.

5. To develop ::.ndividual ab:.lities beyond minimum standards.




M S B
OO O
QOO

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

0O <§>; i

() Q) ()

() () ()

()(xy o)

()()()

Eva.luat.ions-

()O) ()
()C) ()

() () ()

Comments:

Course offering by grades; | el s
Grade_Science Math. Blueprint
- 9 BT S L L . Cl sEe o e e i X
11 N P r |
Check list: .- - v o oo o o Vg ;

1. R
Tas .'Provisions are made for teachers to help special gmups and "

R
LA e

30

5.

6.

"-a;Tx;e rela.ted pragram i.s organized with emphasis on trade

Q ki

.-preparation of classroom demonstrations. and shop vis:.tativonv. ;

personnel.

Time is provided for remedial work. | ‘

Approved outl:mes a.re in use.

dndividuals working on related pro;jects. f

A three-tra.ct program is :m opera.t:.on.

appl...cations. . :
T:une is prov:n.ded in the teachers' daﬂ.ly schedule for the

There is evidence of good rapport between shop and related

-

Shop personnel are u\.ilized in specialized mstruct:.onal areas.

" Advanced work is provided for students of exceéptional =bility.

Is the program organized to be functionally related? - .-

Is there enough time in the instructors! schedule to meet the
demands of the outline?

Are the trade needs of the students being met?




T T RTINS, T T
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Check list: -

¢ ) ( ) ( ) 0T

..of terms,

o

()()() R,

( ) ( ) ( ) 3.

% e P R 49'\1

()()() b.
(Y()() .
()()()._H‘_Q.

() () ( ) T ]

OO0 e

(OO o

() GrEY. a0,

Evaluations: ~

.()()() 1

( ).*(. > ). R

OO 3.

Comments:

s b

Students are presented with re__cent developments. Py )

II  NATURE OF OFFERINGS

o £
R ¥ B ‘5" 17

D o - BT R -

Attention is given to developing definitions and understanding

- - demrae - v - 1.1
B 3

.The cont.ent of the course.is clearly apolicable to. the materisls

and procedures of & hasic trade.

?
PV

Facts figures, and concepts are. inter—related in the f‘ields
cience » mathematics,. and. blueprint. ..

Skill is developed in using equipment and instruments, - "'
Cpportunity is provided for project work. o

o

A ¥ ¥
A 1t' . R4

Practice is provided for problem ‘solving ‘in the claseroom or
laboratory situation. |

. - . - LN
‘ ; k ’

3

There is an appreciation of the significant contributions of
--the subject matter to .our eultural advanh-ements. A

The courses develop in a logical sequenoe.

- 4 “ o A LN
}~ 3 v 4 :

Empnasie‘ is placed on accwar-y, orderli:ess ’ md crcativeness.

To what extent do the offerings provide for applications in a
« trade? « L

To what: extent:do the offerings prepars students for furtho -
study?

To what extent do the offerings provide for study and
discussion of recent developments?

3
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Check list:

M S B
OO0

(H){) ()

() ()

()()()
OO O

OO0
OO

( ) ()“( )
OO0

1.

OO 2

b

7.

Evaluations:
1.

s

. Comments:

&

B

IIT ~ PHYSICAL FACIE

Seating > lighting > and venﬁilation are cenducive to. learn:ing

There :I.s adequate stora.ge space for equipment, supp:l.:i.es s and |
ma.terials.

Prov:baions are made for the use of audio-visual equipment.

‘Clasgroom -space is available for discussions » experimentation,

and drawing.

.eProper utilities (gas, water, etc.) are prov‘ ded.

Ghemicals and combustz.ble materials are properly distributed

- -and stored, -

There is evidence of first-aid and safety equipment.

oy
\J .

-How. adequately are -classrooms and laboratories furnished for .
related instruction‘«"

ﬁ How adequa.te az-e spa e provis...ons far ex:.sting class sizes"

How adequa.te are the storage fac'llit«ies for equipment and

supplies?




A [ 2
Check 1ist:

OO0

OO 2
() () 3.
OO &

() () ( ) 5.
Audio~visual aids are used, ' t-. 0 i L P s

(YO)o) &
(Y)Y q) -7
(K () &
()(»)‘(y‘)_?-_
()()() 1, 7
()Y() () n.
Evaluations:

(Y(O) () 1
(YY) a
(Y)Y () 3.

Comments:

Instructienal Activities

,. when appropriate.

“Projects are developed beyond claes requiremente. LR

v

DIRECTIONS OF LEARNING

f';’ )
‘

Instruction is directed toward i.he objectives of rele.ted
education, - ¢ ,

There is evidence of careful planning and preparetion by

- daily lesson plans and long rangé objeatives.

Instruction is different for the elow, 'bhe average » and the
advanced student.

Laboratory methods and techniques 6f ‘Anvestigation are used

Use is made of mcdels, charts, and other :I.nstructional aids.

Provision is madé for both individual and group instruction... -

Ky

Instructional *naterials are geared to various ability groups. L

:leld trips and oute'lde resources are ut:.lized to supplement ‘

- learnings, -

Student use of instructional material is ciosely supervised.

How effective is the teaching?
How adequate is the planning and preparation for instruction?

How adequate are provisions made for individual differences?

s
LR




B. Instructional Materials

Check list:

M 8 B
OO0

() (O) ()

OO0

()()()

G
()€) )

()Y() ()
Evaluations:

(Y() ()
() ) ()

OO
SESXS)

Comments :

DR

2.

3.

b
5.

.y
()()().

7.

_ abilit:.es.
avallable.
-"work and proJects are ‘available.

‘ materials are provided.

Textbooke are available for each student. __ ,
Textbooks are selected and issued according to learning

Equipment and n_laterials for classroom demcnstration are
Equipment and materials for individual and group labo,ratox-y |
Course outlines, approved book lists ’ and supplementary

i

Professional and student periodicals are ‘on hand. -

Teacher or student-made projects or models are used in instruc-

- tien. -

8.

.9,..
10.

i mater:l.als"

Appropriate audio-visual mater:’.al's | are available and in use.
A list of equipment and supply needs is maintained. | |

Catalogues > price l:lsts s a.nd current contracts are on file.

How adequate is the ietx of -instructional materials"

How adequate is the quantity of instructional materials"

- ‘How adequate is the quality of instructional materials?

How adequate is the prov:i.sion for stora.ge of instructional
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C. Methods of Evaluation

Check list:

()()()

‘()()() |
(Y)Y ()

(Y O)Y¢y

OO0
()() ()

(YO ()

(OO

Evaluation:

() () (1 )"
()Y () -
(1) ()

(Y)Y ()

Comments:

1.

...~ end interviews with. pa:re:rts. |

()Y ()y s

o analyze the effectiveness.of their teaching? . Coh

"To what extent does- inter~departmental discussions help to:
improve the program2

2,

be

S

Program is reviewed and discussed with ehop general education
:depar‘mto e T o . A . : .

Appropriate levels of achievement are used for various trade's.

Appropriate oriteria is used for marld.ng dirferent abi]ity
levels.

Informal evaluation of instruction is carried out through
conversation with students, class discussion and observation,

AR O B

Student reports and ‘class participation are corsidered in

a4 as -(. mdins swents. ‘,. A,;:;A . ’ A N I "" . '.l‘. . ) f .~ :
6.‘-' o

Te
.~ - . of the student. . .. .. i R S

A variety of ‘tests are used.. ., . . .. - | b
Homework and notebooks are considered in the total evaluation

\c .

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

9,

“ ‘ . + ’ ,
" B

Tndividual progress is recorded. =

To wha.t extent do teachers use evaluation results to

'I'o what extent are evalutive results ueed :].n the disgnosis
of difficulties and the identification of areas requiring
remedial instruction?

To what extent does evaluation identify students with
particular promise in their trade?
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Evaluation:

V  CUTCOMES

To what degree do students:

(M)(s)l(ap)
(YO ()
()Y(O)(O)
(X))

()Y O)O)

() O) ()

1.
2,
3.
k.
5.

6.

Exhibit an understanding of fundamental principles?

Possess skill in interpreting related information?

Possess skill in using materials and equipment?

Exhibit abllity to apply related methods in solving problems?

Possess a lnowledge of vocational opportunities available in
these fields?

Continue their study of related subjects in postsecondary
schools?




SELF-EVALUATION
for

AUDIO~VISUAL SERVICES

I. Statement
II. Organizatioca
Equipment & Materials Chart
III. Equipment & Facilities
IV. Materials




g_llgcklists

The checkli.ets consist of provisiens s conditions, or characterietif's found
in good voeational—technical eehools. Some may not. be necessary, “or ‘even |
apchable s In every school. If any imortant features or’ procedurer are
omltted in the printed materials, they eaould ‘be added. in the appropriate places.
The check]iets should accurately a.nd complete],y portray bhe prong, facilities,
and pmetices of the school, thus providing the factual background forr the.
evaluations,

The use of the.checklists requires five 'letters;v‘ e

E Provieion or cond:.tion 'i.s made extens:.vely. | L

s Prcvision or condit!.on is made to a moderate exhent. S

2L - Provision or cem:ltion :i.e\ very 1imited or mieeing but needed. -
M  Provision or condition is m:.ss:mg but its need is quest:.oned. .
-~ This question might arise in relation to the philosophy and
- ObjJectives cf the school, the needs of the students, or =~
beca.use of differences of opinion of evaluetors. o .

N Prevision or cond.it: on is not desirable or does not apply. o

Evaluatione are the best judgments of the staff in the self-evaluation and
normally are rmewed by the members of the review committee, These judgment.s
are made after consideration of such evidence as (1) the local staff members'
observation and analyeie of the work of the school, diecueeions of faculty
comittees, study of relationships Wwith the community, and (2) the visﬂins
comnittee's ocbservations, conferences with students, consul'bations 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 objechives and the needs of
the students,




5. - Excellent: the provisions or conditions are extensive and are functioning
excellently. : ~ | : V ﬂf

) L 5 R L Gep e T a o R R IREES N TS S IRS S
PR &ty Ve o we S miee o .. N o . . - (ORI Cak PRFE + - (R
L. - Very good:¥*
[ ] *

a. the provisions or conditions are extensive and are functioning
o oWelky OX . e e e fes e oD D i

.:’}'
e

aE

~be. . the provisions .or conditions are moderately extensive but are: - . |
functioning excellently, L o

3. - Good: the provisions or conditions are moderately extensive and are i
functioning welle.. .- sva o traoe L PRI A

2. - Fajinsdt LR L
L 7] . .

as the provisions or conditions are moderately: extensive but are’
functioning poorly, or : | - -
b. the provisions or conditions are limited in extent but are

1. - Poor:. . the provisions or conditions are limited in extent and functiohing .

poorly; or they are entirely missing but needed. _ é

- .
te B

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 affect
the graphic summary for the schoocl, The visiting committee should @ -1
discuss in the written report any evaluations marked "M" which the
school should consider further. e

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 B

eommnity, 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 "jt of w2u applies, they may:- ]

use "jal and "2a" oy “2bn, |

B




through one or more of the- several senses.

t",f.AUDIOPVISUAL SERVICES N R A
_— - o ., | ; . g
1. Statement of Object:wes - - e 4

Audio-v:.sua.l a:}.ds are intended to enhance and aupplemant the

| ‘daily program of study by: '- providing experiences otherw:.se un-
: available or impractical, enriching an area- with addi‘biona.l experiences s
emphasizing :.mpcrtant po:.nts increa.,:.ng interest and aidmg comprehension




I1.

Orgnaization: -
A. Cheeklist: -

() 1.

() 2
() 3.

() &
() s.
() 6.

() 7

. R PP IE
Faie O T E

() 9. In-ser tructors a
(et so that each knows how to operate ‘and use ¢aré in opeérating equipment.

a0 )10,

().

Audio-visual equipment and materials are located in an easily
accessible roex.

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

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

Additional personnel is providedto assist the coordinator.
Distribution of audio-visual equipment is organized efficiently.

Procurement and distribution of’audio-visual materials is organized
efficiently. | |

Sufficient time is allotted to the coordinator for his audio-visual
duties. e LR

~Instructors -are well-informed on the amount-available, the method
of procurement, and the operation of equipment and for facilities.

In-;service training:.s provided for both instruétox;s and students
Accurate record is kept of all available aids throughout the build-
ing, avolding unnecessary work, expenditures and duplication.

Small items of e'ca;uipnént‘.;i.e. paper cutter, tee sqila;'e , seissors,
ete. - are provided in the audio-visual room.

B. Evaluation: -

() 1.
() a

() 3

C. Comments: -

How well are the audio-visual services organized?

How well is the coordinator trained in procurement, production, and
maintenance of andio-visual equipment and materials?

How adequate is the time allotted to the coordinator for performing
audio-visual duties?




Opaque S -
Projectors ; 1E
Transparency K K
Projectors
51146 or Steipe|
f£ilm Projeetors .
Charts, Maps, .
Posters |
Tape Recorders -
Phonographs
Television Sets ) Y
Screens i
Portable Tables| ,, A
Free Materials N i - 1
Books )

R L AT A

Items

"~ Number

on
Hand

“Amourt,_

Repalrs

g )

Equipment

THR'T Purchased

Motion Picture
Projectors
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Iil. Eaquipment and facilities: -
A, Checklist: -

}_l;" -Adequate andio-visual equipment: ie availsble for~efﬁcient and —
timely use by :lnstruetoro.

) &l Mot:[on picture pro;;ee‘t.ors R S _
( ) b, Opaque pro:]eetors § e T =
) @ Qverheed or- -traneparenoy pro,jectors T ]

() qa. Slide and stripfﬂm projectors,

L R e A R APTANCY e RS Il A e . .o ——
H .

() e. Televi.sion sets bl e |

-+ )~ £ -Each reom is equipped with-at 1east« -one- blackboard and-one .
bulletin board. - : .

T L
e apeEe it el

~«{-)-- g« - Charts, maps and posters-are :i.n evidenceu;thrwout,‘ the:
building. | : A _

() he-- TZapex-recorders e e R AR
S o N T A.‘.\p;honographs e e e e e | 1
P B «Soreens T E T “ )
v(..)_, K. Por'bable equipment tables -~ - - .o S e e |

()-2 - . Adequate.funds are provided for purchase of new equipmept and ]
repair of older equipment ; | |

; () 3. Equipment on hand is well maintained and operable. e -

| () 4  Pacilities ave adequate and sccessible to instructors for —
r their efficient use. -

() 5. New equipment and developments are examined for their possible n
adaptation to the program.

() é. Consideration is given to rental of equipment where it | |
would be more feasible and econcmical than purchase.
() 7. Funds are available for rental of equipment. i

() s Closed cirouit T.V. is available or contemplated in the near
future.




T T e

Ao s RS S e

- |
: “i
8 . i
: :
L 1
III. Equipment and Facilities: - (Con't)
i B, Evaluation. - L ‘ 6
- ( ) 1. How adequa.te are the facilities? |
- - €'Y 2. How: adequately are they equipped?: T
;i; ' - ] () 3.‘ Ho« adequately are the services fundsd? B o
3 . PR
i ~ | ( ) 4. How weL are the services attuned to the times?
1 c. COnments. - o
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Materials: -~
A.

B.

C.

Checklist: -

() 1

() a

() 3.
() &4

() 5

() 6.

Adequate funds ere provided for the purchase e:t‘ eudio-visual
materdals, - - rveote oo e s L

Adequate funds.are provided-:for: the rental ‘of audio-visual
terials.

K

Instructor produced ma.teria.ls a.re in evidence.

Adequate souree hets of free or inexpensive materials are
available to instructors at all times. Cesle

Adequate funds are provided for supplies and materials for
production of aids.

Materials and supplies on hand are used to advantage by
the staff.

Evaluation: -

() 1

() a
( ) 30
( ) ll'o

() s.
() 6.

How adequate are the materials and supplies for efficient
instructor use?

How adequete are the source lists of materials?
How well-~informed is the staff on materials available?

How well-formed is the staff on production of materials or
aids?

How well are these materials and services utilized?
How adequately are funds provided for materials and supplies?

Coments: -
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SELF EVALUATION
OF
S | THE SCHOOL L.IBRARY




Checklists

. . experience how well the school is Pl £11)ing dka chjentives and the needs of

S

- The checklists consist of provisions, conditions; or charac'ierj.gtigs fo@
in good vocational-technical schools. Scme may not be nece ?S’iry,' or even
appli;&biey,‘ in every échéol. If any inipoftant featuréé or '~;5roce’dures are |
omitted in the printed materials, they should be added in.the gppropriate places.
The checmsts should accurately ‘a.nd comqpléi?éij portray tye grlog'ram, fﬁgintiéa, ; _4
and praef.iceé éf the scixddl; thus préviding thé 'fac»tual‘ background for the

o e

evaluations,

The use of the checklists requires five letters;

E  Provision or condition is made extensively. |
Provision or condition is made to a moderate extent.

S
- L.. FProvision or condition is very limited or missing “,but needed. L
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 B ?roﬂsion or condition is not desirable or does not appiy- :
Evaluations N | ‘F | | ..

Evaluations are the best judgments of the staff in the self-evalustion and
normalliy are reviswed by the members of the review committee. These .;I‘id@ent’s
are mde after consideration of such evidence as (1) the local staff members'
cbservation and algalysis of the work of the school, discussions of faculty
committees, ;study" of relationships with the commnity, and (2) the visiting
comnittes's cbservations, conferences with students , consultations with staff
members, discussions within the visiting comnittee,

When one makes a judgment upon what is included in an evaluation item,
using the ratings defined below, he should consider in the light oi his whole

the students,




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

Very good ;3 i | |
a. the provisions or conditions are extensive and are functioning

ok

3.
2e
1.
M.

! N',

--weldy or - - o RN

be- the provisions or conditions are moderately extensive but ‘are -
functioning excellently,

Good: the provisions or conditions are moderately extensive and are

functioning well,
Faip:#

&, the provisions or conditions are moderately extensive but are
functioning poorly, or |

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

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

Missing: the provisions or conditions are missing but their rieéd 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. O

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

_.commnity, or they .do not conform to the schoolfs philosophy and
" " objectives, o '

#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 "2bv, o ‘ '




Sacti'on' I
Section II |

Section IV
Section V-
Section VI

- Section VIII

Section ITT

Section VII

SELF EVAUJATION
: OF .
THE SGHOOL LIBRARY

T “Objoctives» B

" Perscnnel

- Libraxy Materials

Facilities and Equipment

™

"_L:.brary Program

| Financial Prov:f sions

Sta.ff

Evaluative Summary




I.

is:

" ObJjectives:

School libraries are concerned with generating understanding of American
freedoms and with the preservation.of-these freedoms through the development
of informed and responsible citizens. To this end the Comnecticut Vocaticnal-
Technical School libraries endorse’ the Library Bill of Rights of the American
Library Association and asserts that the responsibility of the school library

1.

2.

To provide materials that will enrich and support the curriculum of
the school » taking into consideration the varied . interests, abilities,
and maturity Jevels of the students.

To provide materials that will stimulate growth in factual knowledge,

.. 1iterary appreciation, aesthetic values and ethical standards.

3.

5.

6.

To provide a background of information which will.enable students to
make intelligent Judgments in their dally life.

To provide materials on opposing sides of gontroversial iseues so that
young cltizens may develop, under guidance, the practice of critical
reading and thinking.

To provide materials representative of the many réli,gious s evhniec, and
cultural greups and their contribution to our Amsrican heriteage.

To place principle above perscnal opinion and reason above prejudice
in the selection of materials of the highest quaiity in order to assure
a comprehensive collection appropriate for the use of the library.
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LIBRARY EVALUATION
| II. _ PERSONNEL

et W

CHECKLIST' L AR ' e
( ) 1. 'rhe libra.ry has a full time Librarian.

() a. The library has a part time Librar:.an-Teacher. L
(). 3. The following Fupil-Librarian ratios are adhered to:- . - :

Schools 500 or more-Full time Librarian.

Schools 300 .to 500—Librai'ian¥Teacher schedﬁled not more than
two teaching periocds a day. Provision to be made for the
supervision of the library at all times. .

Schools under 300-Librarian-'reacher to be ééheduléd nbt less
~ than half time in the library. Provision to be made for the
superv:.sion of the 1ibrary at all tmes.

,,,,,,

() 4. Students assist the Librarian on a voluntary part time basis.
() 5. Students assist the Librarian on a paid part time basis.

() 6. The Librarian has equal faculty to that of other faculty members
of equivalent education, experience, and responszbil:.ty.

J

EVALUATION:

L

( ) A. How adeguately is the library staffed?
() B. How adequately is the provision for student assistants?

COMMENTS :




CHECKLIST
()
()

()
()
()
()

()

1.
2.

3.

be
o The work room has suf:t:i.c:.ent storage facﬂiﬁias. e

. of the staff. e o . |
" \The library is adequat.ely :ughted and ventﬂated-

LIBRARY EVAI.UATION
FACEIT]ES AND EQUIPMENT

AN

IIT.

]
*

The library is centrally 1ocated and easily accessible to all students.

Seating capacity and tables are adequate.

(Seat:.ng for at least 40
to 45 students.or 7% of enrollment). -

A conference room and 'separate work room are:provided. -

The work room has a ‘sink and running water.

A sect:.on of the ].ibrary is reserved for the professional improvement

o
R

The followmg general equipnent needs are adequate-

Vs? Qo Qs Qags? s Napst? Cns? gt gt patl sl St it Nl i N
BREBEREEGEERES

CIN AN NN PN PN NN N N TN SN PN PN N N

8.

0
)

Adaustable shelving

‘Magazine shelving

Newspaper rack

‘Charging desk and chair

Dictionary stand and unabridged dict:i.onary
Atlas stand

Card catalogue case

Vertical-file cabinets

Bulletin boards

Display case

Book trucks

Librarian's desk and chair

Typeuriter and stand

Step stools or shelf ladders

Book repair materials and equipment

Floor covering is attractive, hygenic, and sound absorbing




LIBRARY EVALUATION
II1. FACILI‘I‘IES MQ EQUIPMENT (CONE INUED)

EVALUAT ION :

() A. How adequate is the location and accessibility cf the library?

( ) B. How adequate aré the provision for the work room and its facilities?

() C. How edequate are the space needs and seating capacity- of ‘the library?

() D. How a.deqaate is the shelv:.ng?

() E. How adequate are the general equipment needs of the library?

(') ' F.  How adequate is'the genral decor of the library? .. "
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LIBRARY EVALUATION
IV. _ _LIBHARY MATERTALS
CHECKLTST : |
() 1. The book collection reflects every area of the scheol curriculum -
.+ trade, related, and general éducation. . W e R

() 2.° Materials for the cultural growth of the students ‘are provided.

() 3. Materials that supplement the texts, but offering more breadth;
and'variety are provided.

() &4 Differentiation is made in the selection of books for different

7t b devels of reading abildby. oo e o

() 5. Materials ineclude information and assistance in all aveas of learning
vhich affect young people.

() 6. . Bbbks are provided that assist gfowing youth in the sdlution,q{;&hp%?
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 staff. |

() 9. Pericdicals pertaining to the varfcus trade areas are provided.

( ) 10. Daily newspapers are provided.

( ) 11, Periodicals are provided vhich reflect various areas of the general
curriculum, world scene, and other items of general interest.

() 12. A pamphlet file, properly catalogued, is maintained containing topics
of interest and use to the students and staff. i

( ) 13. Books are catalogued according to the Dewey Decimal System and the
card file is kept up~to-date.

() . Encyclopedias and other essential references are replaced every two
years.

() 1s. Multiple copies of material in heavy circulation are maintained.

() 16. Circulation statisties are kept. and used to interprot library usage

and needs.
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LIERARY EVALUATION

IV. . LIBRARY MATERIALS (CONTINUED)

SUPPLEMENATRY DATA:

Fill in the following data and checklist: | IR
Number of No. of Titles Chlecklist'

Classification Numbex of
S ... Different Titles - Volumes Copyrighted = .-
‘ Within 5 Years : '
000 General T S ()
100 - Philesophy e e »‘( )
200 Religion S )
300 Social Science o | | o ()
400 Philolegy o N
{ 500 Seiemge - . . o 0)
510 Mathematies . . (y
600 Useful arts )
. _.and_i:brgd‘es o : - L : . -
700 Fine arts, ()
recreation '
800 Literature ()
900 History ()
910 Travel ()
920 Biography ()
- F Fiction ()
Total XXO00KK
.. Check the following periodicals covered:
: ~Agriculture —_Health & Safety ___Physical Ed.
i —American Scene — Homemaking —Radio & T.V,
—Aviation & Space ~Mathematics —Religion
" —.B0ook Reviews trade areas —School & Club
—..Business & Economics —Music Activities
~pance —National and — Science
—Drama & Theater World affairs —Social Problems
—Family & Consumer Ed, ~Nature Study —Sports ~
—Fashion & Beauty Aids ~.Occupations —Trade & Industry
" —Geography & Travel —Outdoor Life —_Vocational Ed.
—Handcrafts —Photography oOthers

TRL TVPRTDN - S oy




()
()
()

()
()

()
()

! ()

EVALUATION:
() A.

B.

c.

LIBRARY EVAINATION

How adequately does the book collection serve the school related and

| general education curriculum?

How adequately does the book collection serve ‘the trade areas of the
school? -

How adequately does the book collection provide for different 10ve18

* - of reading ability?
D.

How adequately does the book collection serve the general reading

_ interests of the students?

[
L A
E L ]
%

F.
G.

H.

I.

COMMENTS :

How adequate are book orga.nized for effective use?

Hew adequate are periodicals, pamphlets, and similar materials

-organized for effective use?

How adequate and up-to-date 33 the card catalogue file?

How adequate is the replacement provision of encyclopedias , eesential
. texts, and worn out books? S o

. How adequate is the system of replacing returned books to the shelvea?

1

J
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CHECKLIST:
()

()
()
~,_ ()
F'- ()
fﬁ ()
: ()
()

()

1.
2,

3.

b

Se
6.

7.

8.

9.

" () 10.
().
()12

().
().

IRl e Pt b L iaanti b el -2 90

LIBRARY EVALUATION

S A I.IBRARY PROGRAM

Classes are conducted, for the students in cooperation with the |

‘English department in the use of the library facilities.

Provision is made to acquaint the staff and students with new ma.ter:l.als

- acquired by the ].ibrary.

Students and faculty are made aware of the. am:uability of materials

that supplement and enrich the school curriculum.

Bulletin boa.rds ‘are changed often and kept-up‘-to—daté'—:"'
D:Lsplay ca.bmets are maintained and changed often. )

The 1ibrar:r program provides mat.er:lals ‘to supplement and enr:.ch the
school curriculum, stimlate growth, and encourage literary appreciation

- and ethieal standa.rds.

The library assists instructors in the enrichment of their areas by
providing professional as well as subject content materials. |

Books that are used in group work and special class projects are put
on reserve.

The library assist in the reading improvement program of the gchool.

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,

Provision is made to obtain books, on loan , from other libraries.

The library is recoguized as an essential segment of the instructional
program,




usmmr EVAIUATION
V.  LIBRARY PROGRAM "ccmm UED)

EVAIUATION‘
()A.  How sdequate is the t.rainjng of the. students in the use of the 1ibrary
facilities?
"(')B. How well are the students and faculty mde aware of the avai.l.abﬂity
' of new materials?
() €. How well dre the display cabinets and builetin boards maintained?
() D. How well.does the library assist in the reading improvement of the
students? ' _
()E. How adequately does {'.he nbmry serve to enrich the overall school
o :program and. reading interests of the students° A .
d( YF. " How well doss ﬁxe school staff’ cooper e in encouraging student use of
the ubrary"
( ) G, ‘Are the library hours a.dequate°




LIBRARY EVALUATION -
VI.  FINANCIAL PROVISIONS

¢,

CHECKLIST:

() 1. A minimm coligctgizph of 5, OOO.,bdokS or a-ratié of 10 books per student
is maintained, ‘ '

() 2. An anmuel budget i‘,érf satisfactory maintenance of growth is. provided -
on a ratio of $3.00 to $4.00 per student.

() 3. Provision is made in the budget to replace or update essential refer: ences
| such as encyclopedias, handbooks, etc. approximately every two years.

() 4. General library subscriptions for trade and general library perj.od:’tcal
subseriptions are provided for in the annual budget. e

() 5. A supply budget of $80.00 anmuaily is provided for general library

supplies,
Supplemenatry Data:

Enter expenditures for the past three years: |
Purchase of materials o . . Year = Year . Year

Books
Periodicals
Newspapers
Pamphlets
Repair and Rebinding
Equipment Purchase
Equipment Repuir
Profes:ional. Literature
. Institutional Memwbershig
 Miscellaneous

¢ o,
. - M

Tota]-s MERRE “:w © , . e s’ . imeantg
EVALUATION :

() A. How adequate are the funds for the purchase of printed materials?

t- () B. How adequate are the funds for equipment purchase and repair?

() C. To what extent do the budgetary procedures contribute to effective
sexrvice?

COMMENTS :




LIBRARY EVALUATION

VII....  STAFF ... . -...
optional

This section of the evaluation criteria should alert the instructgf to a number

of desirable cbjectives he should be pursuing to enhance his professional growth.

After the instructor evaluates himself in terms of the checklist below, l}@ is

e 0

free to- discuss this with the review committee if he so’chcoses.
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

CHECKLIST:

() 1.-1I participste in programs for professional improxrement.

() 2. I keep abreast of technélogical changes in my area. .

() 3. I participate in school activities cutside of my regular assignments.
() 4. I participate in commmity affairs. o
() 5. I belong to professional organizations. e

( ) 6. I meet y&th :lnstrucﬁ;zgméf otiier departments and I understand the need
for guch & program in a Vocational-Technical School. .

() 7. I occasionally solicit student opinions of my work as a teaghex_'. L |

EVALUATION :
() A. How does the staff member improve professionally? N
() B. How does the staff member keep abreast of changes in his area?

() C. How deeply is he involved in extra curricular activities? e
() D. How did he follow up on past evaluations?

COMMENTS: -
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'LIBRARY EVALUATION .
" YIIT. . 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 wh:.ch have
since taken place. Lo ,

DATA OF SELF EVALUATION:

MEMBERS OF SELF EVALUATING COMMITTEE:

NAME POSITION
1.

2,
3.
L.
5.
- SUMMARY SECTION II. | - - .

SUMMARY SECTION ITI.

SUMMARY SECTION IV.
SUMMARY SECTION V.

SUMMARY SECTION VI.

|

»

t SUMMARY SECTION VII.
|

[

i SUMMARY SECTTON VIII.
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LIBRARY EVALUATION
VIII. _ EVALUATION SUMMARY (CONTINUED)

DATE:

: -, ‘ M

REVIEW COMMITTEE:
NAME POSITION . °
1.
2,
3.
kL.
5.

SUMMARY OF RECOMMENDATIONS: °

L4
e e o = S

. IR

RECOMMENDATIONS FOR IMPROVEMENT AND HIGHLIGHTS OF PRESENT SELF EVALUATION :

MEMBERS OF REVIFW TEAM PRESENT EVALUATION:

NAME POSTITON
1. |
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checklists

N .
oz e e

"The checklists consist of provisions, conditions, or cheracteristios found
" in good vocational-tecluﬁcal echools. Some ‘may not be neoessary, or even ’
applica.ble, in’ every school. I* any important features or procedures are
_omitted in the printed materdals, they should be'added in the appropriate places.
The eheokliets should a.courat.ely and completely portray the program, facilitieﬂ»
and preotiees of the school, thus prov::.ding the factual background for the
evaluations, |
The uae of the checklists requires five ietters; |

Provieion or condition is made extens:.vely. ‘
| Provision or condition is made to a moderate ext.ent.
- Provision or condition is very li.mited or missing but needed. |

= B O o

Provision or condition is miss:.ng 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
: beea.uee of d:l.fferenoes of opinion of evaluators. ' S

N | Pravieion or oondition is not desirable or does not app]V- _
Bvaluations = ‘ | | |

Evallﬁ.tions Are the best judgmente of ‘the sta\ff in the self-evaluation and
normally ere reviewed by the memers of the review commitbee. These Judgments
are made after consideration of such evidence as (1) the local staff members!
obeervet.ion and analyais of the work of the echool, discussions of faculty
comittees study of relationships with the commmity, and (2) the visiting
comnittee's cbservations, 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 Yelow, he should eonsider in the light of his whole

.. experience how well the.school. is fulfilling it= .objectivea and the needs of
the students,
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5. - Bxcellent: the provisions or conditions are extensive and are furctioning ]
excellently. o -

Lo - Very good:¥ o S

a. the provisions or conditions are extensive and are functioning it
b. the provisions or conditions are moderately extensive but are
functioning excellently. | D -

3. - Q_qg_q: the provisions or conditions are moderately extensive and are - [
functioning well. - o L S | 3

2, - Fajpr:¥# et —

a. ‘the provisions or conditions are moderately extemsive but are T
functioning poorly, or ) "
b. the provisions or conditions are limited in extent but are
functioning well. v : b ‘ _ -

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

M. - *.“ﬁ.-.?ﬁi—.ﬂﬁ | thé provisions or conditioris are miééing but their need is |
questioned, This question might arise in relation to the philosophy and 3
sbjectives of the school, the needs of the students s 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 N
school should consider further. ' o .

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

#If in 'mé.king' the sélf-evalua.' tion members of the -schooi-staff wish to indicate &_"

which of the altermatives given for evaluations nju of u2n applies, they may 1P
use "4a" and "2a" or "2b', S R
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LUNCH PROGRAM

I PHILOSOPHY

Health and efficiency of an-individual are principally dependent upon
good mitrition and meals should be adjustéed.to idieet the needs-of the student.

‘Good nutrition is based upon well ‘balanced meals. When well ‘planned
lunch programs are provided, student participation is encouraged.

1 OBJECTIVES of the school lunch program are:
‘ 1. To develop better general health by supplying 2 lunch which in-

cluded approximately one-third of the student's: da.ﬂy food needs
and additional nourishment where needed. o )
2. To improve eating habits by hielping students to 1ikemost foods.
3. To be available to all students regardless of thairability to
pay.

) ' L. To enrich and vitalize the school program. - -~ -
GUIDING PRINCIPLES of a good schoel lunch ave: |

s 1. The lunch is mutritionally adequate and conforms basically to the
food custams of the group. e

: 2. The food is of high quality, well prepared and :ét‘fi?a“étiVGIy
servad.

3;' The lunch 1s eaten in pleasant, informal surroundings.
L. Sufficient time is allowed to enjoy the meal.

5. The price is kept low in an effort to exclude no one.
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II ORGANIZATION

~ Lunch program should consider time allotment, menus, seating, and

service.

CHECK LIST
() 1.
() =2

—

{) 3

() &

EVALUATION
() 1.

() 2

Sufficient time is allowed for lunch periods.

Week's menmu is posted in advance.-

Seating accommodations are sufficient to include those who br:lng
their lunches. e e
There are serving counters of sufficient size and design to give
speedy and efficient service. N G L ey

To what degree does planning encourage. students:to participate in
the lunch program?

How satisfactory are service and seating accommodations in the school

lunch program?
COMMENTS:




111 FACILITIES

. . . .
¢

-/ ‘Operating Space of lunch ¥ouii'and kitchér is adequate ‘for school

population.
A. LUNCH ROOM SPACE
CHECK LIST T
() 1. It is of sufficient size, ¥ -
Y 3. 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. .
"() 7. It is bright and cheerful. . - . j
() 8 It is provided with an instructor's dining area. =
( ) 1. How adequate is the lunch room as to size and location?
() 2. To vhat degree is lighting, heating, ventilation and cleanliness
| maintained?
( ) 3. 1Is un instructer's dining area provided?
~ COMMENTS:




III FACILITIES (contimued)
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 vhat degree is lighting, he‘atin'g s ventilation , and cleanliness
" paintained? - | o |
COMMENTS :
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v EQUIPMENT

It is essential that seating, serving and sanitation meet the needs

of the Junch program and health code.
A. LUNCH ROOM

() 1.

() 2

() 3.
() 4.

() s.

() 6.
() 7.
EVALUATION
() 1
() 2
() 3.

() &

Suitabdle chairs snd tables are provided to care for the school

. population.

There are serving counters and centainers (stea:m tables, show cases,
silverware dispensers, etc.) in number, condition and arrangement
sufficient for speedy and efficient servics for the school populetion

Paper nepkins are provided.

- Sufficient silverware, dishes and trays in good condition are

provided and properly stored.

Containers for refuse and garbage are conveniently located and
properly used.

Sufficient sanitary drinking fountains are provided.

There are enough cashiers on duty to facilitate handling of moncy.

To what degree are safety anci sanitation maintained?

To what degree are lunch room services supplied?

To what degree are chairs, tables, silverware, dishes, napkins
and drinking fountains provided? |

Are there enough cashiers?




IV
B.

CHECK LIST

)

()
()

()
()
()
()

()

()

()
()
()
()
()

()

1.

2.
3.

l"o
5.

6.

70

8.

9.
( ) 10.
().
()2
()13.

EVALUATTION

1.

2.
3.
k.
5.

EQUIPMENT (continued)
] A

Enough refrigerator and freezer space is provided for perishable
foods. o

Storage cabinets or shelves are provided for all canned goods.
Suftieient dust and vermin pronf containers are provided for ataple
.f.oods (flour, sugar, cereal, ete. )

Food and supplies are kept in their proper places.

Safe efficient modern cocking facilities are provided.

Cooking utensils are sufficient, efficient and satisfactory.
Provision is made for pro,er care and storage of cooking implements
‘and utensils.

Work tables are of sufficient size and number and well arranged.
Dish sterilizing unit is provided. |

Plenty of water sufficiently hot is available.

Suitable linen of sufficient quantity is available.

An efficient slicing machine is provided.

All equipment is kept in good condition.

To vhat degree is prorsr refrigeration of perishable foods
maintained?

To what degree is food protected from vermin and contamination?
How adequate is ford storege space?

How adequate is sterilizing and storage of utensils.and equipment?
To what degree are satisfactory sanitation standards maintained?

How adequate is the equipment?
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SUPERVISION AND MANAGEMENT

meal planning, budgeting, records and pricea. The conduct of a well cperated.
lunch program requ:lros & staff of clean, courbeuns ’ properly attired peop].e in
good health, free form comminicable disease.

() 1. Entire progranm is under the direction af the school director.

() 2. Responsibility in fulﬁ.lling the various parts of the program is

definitely. aes:lgned. - L ,
( )..3. Proper supervision of the lunch room is maintained during the
( ) 4. Are arrangements made for periodic health examinations?

() 5. Are a_praqgeﬁenta 'madé for periodic inspection of fac:liitiee? -
ETALUATION L |
() 1. To hat degree is the respoxisibﬂ.i.ty for gensral aup?rviai.on and
mansgement properly fulfilled?.
COMMENTS : o

Responsibility of supervision in the school dunch program is for

o OO OO OO0 3 o ===

! ] [ i
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v ‘. SUPERVISION AND MANAGEMENT (contimed)
B. - MBAL PLANNM
CHECK LIST L
( ) l.x ‘Menus mke use of ahmdant, in ‘season fruits and vegetibles.
( ) 2. Lunches are wall planned in advance ‘and aré‘arranged by 2
rempetont cafeteria manager with consideration given to a hot, |
nutrituous, well Balanced meal. ' , - ’
() 3. The ‘aerv:l'.ngs are prepared in such a mammer as to be “attractive and
SN pnatabh - : | S

RVAWOATION . .o oot
() 1. How satisfactory ave the meals in the ‘school lunch progran?
COMENTS: - . .. ST i

K e oo N Ay o S
FINANCES < -~ & o
.e, Lo ot
CI-ECK I.IST

»
:1'"

( ) 1._ Accurate dAi.ly mcords are ¢cept. ‘ |

( ) 2. Racordg are audited at least once a year.

() 3. Ionches are priced within the reach of all students. o
() &. Profits, if any, ate used to provide better lunches or Jowor cost

lunches tc the students. B
() 5. Food is purchased ecgnomicélly and :ln'quantities;o prevent .
spoilage and loss. o ‘ ﬁ
( ) 6. A tudget is well planned iui carried out.
EUATIN |
() 1. How well :I.s the financial ma.lagement of 'i:he school lunch program
conducted?
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VI SAFETY AND SANITATION -« - v . .o o sver oo
S PR £ < S T T T A R P I

Safety and sanitation require the collecting amd. oterﬂiz:lng of
dishes and utensils and proper cleaning of area to aveid incidence of pests.” =~

—————

CHECK LIST R P T IRy T T SNV
() 1. Kitchen anz 1unch room are cleaned .daily. and kept -fxee of dust.
N 33' ; Garbege is taken care of premptly.. croew. pan Birgs T en 6 2
() 3. Manrs, walls and furniture is free from vermin brééding cracks.
( ) 4. Refrigerators and other food storage units are cleaned daf)y. " .

( ).-5.:.Suitable provision is made for collscting sciled dishes after lunci.

( ) 6. Dishes and cooking utensils are thoraughly sterilized afieruse.

() 7. ALl sewage lines and grease traps are functioning properly.
( ) 8. Flush toilets, wash basins with hct and cold water, mp and towals
are within easy access to the kitchen and lunchroom.
() 9. Refuse containers are strategically located.
( ) 10. Adequate provision is made to cmbat peata (buga, :lnaecta, rodonts)
( ) 11. Satisfactory fire cquipmenb is prov:ldod an& kept :I.n good eondit:lon.
() 12. Fire eocapes aro adoquato and kept clearat m timos. -
() 13. First sid equirment :l.a ‘avalleble. ' ToEE |
(). Pacilities for car:lng for outer clothing and ra.tn rootwear ave
m«d‘ . Pt el
() 1'5.1 'A].l food and health rogulations a,ro compl:l;c; d;d.'i:h.
EVALUATION .

() 1. How extensive are provisions made for hanili:ug cicanlineas in “he

¢
NS
X

school Junch program?

) 3
L R

( )"""Az.“"liow adequato are sanitation facilities of tho program?
() 3. How adsquate ave provislom for five safety asd first aid?

momn R wons R o~ RN —— |

g
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Checklists

-

- The checklists consist of provisions, conditions s Or character:.sties found

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

applicable, in every school, If any mportant features or procedures are
omitted in the printed materials , they should be added »:’m the appropriete places,
The eheckl:.sts should accurately and completely portray the program, fac:l.‘.l.ities,
and practices of the school, thus providing the factual background for the
evaluations,

The use of the checklists requires five let_ters H

E  Provision or condition is made exbensi.vely. |

S Provision or condition is made to a moderate extent.

L = Provision or condition is very 11mited or miss:mg but needed. .

M Proviision or condit::.on is m:.ss:mg but its need is questioned.v |

‘Inie question might arise in relaticn to the philosophy and
objectives of the school, the needs of the students, or
beca.use of differences of opinion of evaluators. R

N Provision or condition is not desirable or does not applyo - .v
Bvaluations '

Evaluations are the best ;judgments of the staff in the self-evaluation and
normally are rev:ewed. by the members of the review committee. These judgments
are made after consideration of such evidence as (1) the local staff members!
observatim and analysis of the work of the school, discussions o:f.' faculty )
conmittees, study of re‘\stionships with the commmity, and (2) the v;s::.'bing
comm:.ttee's observations, conferences with students R consultatiens with staff
members, discussions within the visiting committee,

When one makes a judgment upen 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\schml.i.a..fulﬁJJjngnita,nhjeddm,and,_the_,nseds of
the students,
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5. - Excellent: the provisions or conditions are extensive and are ﬂmctioning
ea:oellently.

'h.-v;zg

%. the provieions or conditions are extensive and are ﬂmotioning
» .well, or o

: be.~ - the provigions or conditions are moderately extensive but are
| ﬁmctiom.ng excellently.

3. - Good- the provisions or conditions are moderately extensive end are
functioning well . |

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

b. the provisions or conditions are limted 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, - Mise_i_._x;g: the provie:!.,ons 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. - 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

- commmity, or they do not conform to the school's philosophy and -~ _ -
objectives. .

*]If :l.n maldng the self-evaluation. members of the echool staff wish to indicate
which of the alternatives given for evaluations wih of n2" apphee , they may-
use "ha*' a.nd n2at or "2bv,
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SCHOOL ~  DATE:

hJEPARmmm -

INSTRUCTORS -

Alms and Objectives of the Social Studies Program

The basic objective of the Social Studies Program course for vocational-~
technical schools i1s 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 developnment.

In order to accomplish this objective it is necessary that the

7

students ac@iire :

l. A knowledge of the geography of the world and of the nations ’
end the effect it has on peoples' lives, culture and behaviors.

2. An understending of the impact of recent history upon the
peoples'! and their problems.

3. A skill in anslyzing a world problem in terms of history,

geography and the cultural surroundings of the peoples'
involved.

The 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 ard Social Legislation)
vhich have heretofore been given. The new course has been written out
of a desire to standardize, to some extent, the fourth year social studies
Pprogram, and to give our staff a definite guide to follow.




It 18 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 of the essential unity and interdependence cf our American .
economy .

Accordingly, the objectives of the Industrial Econcmics Course are
listed below:

l. To give the student appreciation and an understanding of the
benefits of the Americen economic system, end a knowledge of
the contributions of all the major segments.of that economy =--
eap:ltal, 1a‘bor ’ management , and the consumer‘. o -

2. To give the studen-b ‘the knowledge that our standard of 1:lv1ng
-~ is a result of the cooperative efforts of all these segments, |
. and to prepare them to make their future contr:l.butions as members
of the system. : o

(‘miding Principles

The Social Studies consists of éourses' to ~pre}_:are youth (1) for |
effeétivé American é:ltizenéhip and (2) for understahdihé Vthe 6rganizat§.on
and institutions of soe:l.ety and man's behavior in it. 'I'hé purpose of
these courses ’ drawing their content from the discipline of history,
seography and economics, is to provide insights into the operation and
ﬁ( results of various kinds of sceclal, economics, and political systems.

The social studies program helps students to acquire knowledge and
skills essential f£or good eitizenship, as well as attitudes which lead to
sound democratic behavior. It seeks to develop in each studens an

r appreclation of our American heritage and our democraiic way of life, and

of the moral end spiritual values inherent in the practice of American

Democracy.




I. Organization

Check List:

()

()

()

()

()

AR L

()

1.

2.

L

2

Social Studles courses are required of all regular students.
Elective courses are available for (some, all) students.

Courses in Social Studies are planned to provide for sequential
development from grade to grade.

Courses in Social Studies are planned to provide coordination

~ with instructional activities of other areas for the same student.

Provisions are made by the Bureau of Vocational-Technical Schools
for periodic evaluetion of the courses in Social Studies and for
revision as necessary.

Communlty groups and agencies are consulted in the development
of the Social Studies program. :

Each Soclal Studies teacher has a preparation period each day._

Teacher load is such that necessary attention to criticism
of work of individual students can be given. '

‘-

Evaluation:

¥

A.

How adequately do Soclal Studies courses meet the needs of all
Students?




II. Nature of Offerings

Check List:

(). 1.

.f' () 3.
() b
() s

() 6.

0 .

Course content is designed to acquaint students with significant
elempnts of our soclal, political, and economic heritage.

COU.I‘B\“B are organized to challenge the abilities of all students.

COurseav emphasize factors of geography which bear upon local,

- national, and international problems.

Courses aid students in understanding Mter-relatignships among

-~ politiesl, social, and economic problems and issues.

Students are encouraged to assume responsibility for democratic
action in the conduct of school activities.

Efforts are made to help students recognlze and deal with -
propaganda.

g ~ Evalustions:

() 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 i
the students enrolled in the social studies?




III. Physical Facilitles

f'heck Lis :

L
LN

( ) 1. Thé Social Stud:l.es classroom fac:l.lit:lea are adequately arranged.
*f ( ) 2. Bookshelves , magazine rack, f:lling cabinets are provided.

i ( ) 3. 01assroom ia equipped for effective usge of aud:lo-v:lsual aids.
( ) k.. Audio-Visual equipment is avaeilable. ' )

Evaluation: -~ - . o i L e

( ) A. How adequete is space for instructional activities?

( ) B. How adequate is provision for storage?

Comments:




iv. Inst;'uctional Starf

V..

Check List:

() 1. Have preparati.on in sub.jeet that we are teaching.
'-( )‘ 2. Hawe preparation 1n the methods of teaching Social. stud:l.ee.

( ) 3. Have experience in /non-sehool activities which contribute:to the
understending of social problems, such as travel, research, eud
experienee in maustry.

() k. Assist in such act:l.vi'b:les as the preparation of course of study,
selection of texts and. referenee mater:lal and 11hrary materials.

() s. Active in profese:lonal organizatj.ons.‘
() 6. Continuing their studies.

( ) A. How adquaate is the statf preparation?

( ) B. To what extent do staff menibers show con‘binued :lnterest :ln
 professional growth? -
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V. Instructional Aetivities

Cheek List:

() 1. There is evidence of careful planning and preparation for

Instructional activities..

( ) 2. Instruction is planning in keeping with the abilities of the
.+ students,

() 3. Opportunity for experience in dnmocratic procedures is provided
- in the classroom.

() L, Commnity ‘esources are used 'bo enrich learning activities.
( ) 5. Current events materials are used.

( ) 6. Classwork in social studies, when appropriate, is related to
woxrk in other fields.

Evaluation:

( ) A. How adequately do the 'Eeaehers plan 1nétructional activities?
() B. To vhat extent does’ the staff use appropriate teaching procedures?
( ) C. How effective is the teaching?

. Comments:




VI.

Instructional Materials

Check IList:

( ) 1. Reading material, such as textbooks, pamphleta, magazines,
nevspapers, are provided.

( ) 2. Reading materials are selected to meet a variety of reading 1evels
of students. . »

() 3. Maps, £ilms, charts, models, globes, and similar instructional
materials are available.

() 4. sStudy guides and assigmment sheets are available to student.

Evaluation:

( ) A. How adequate is the variety of imstructional material?
( ) B. How adequate is the quality of instructional materials?

Comments :
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:l.,Q_.~ . :To provide for diegnosis and remedial ins*ruction.

I.

3.

h'c

5.

To

. To gevelop skills in thinking, reading, writing, and speaking.
RERPE - P

] L P

To. organize ).ci’fective and logical oral and w-ritten expression.

To learn the effective use of study aids snch as dictionaries ’

reference books ’ bibliographies » end guides to periodical
literatyre.

To develop skill in reading different types of mteriel with
speed and understanding.

To learn and use the accepted forms of punctuation, spelling,
abbreviation ’ paragra.phing, and 1e'bter forms

To develop a creative and responsible use of language.

f".l'o develop an interest in reading worthwhile books , newspapers,

Phamplets, and magazines. R

».To develop and apply critical standsrds for the -evaluation of

what is’ heard, res.d, or said.

<o recognize ‘and urderstand the significance of some of the

outstanding figures and vorks of our literary and nation&l heritage.

gain social and ‘elvie competency through: .

A. Knowledge of literary forms
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B. Better citizenship values

... . learning to get along with people .. .. . .. .

D. "'Acquiring critical judgment

B R LT 2 T

E. Knowledge of pecple and places

coon Fo . Making other studies more meaningful.. .. ... .. . . .

G. Bstter oral and written commnicaticn

Bl e e s DTN

" H. Achieving a sense of social and moral values and ideals
- I. Solving persanal problems :i.n :I.ife o

J. Achieving international underatanding

L KT Asquiring a- sense of pérsondl-worth and the'dignity of men

"Ll Acquiiring’ undergtanding of sccial. political and :I.nduatrial

U MLTP oatoring desirable a.ttitudes and peraonal W’ﬁts

trends |

O PR ,.g‘;‘ . .

To improve the f5m¢ham1¢s ot reading | through o

Increasing speed of reading o e T
B. Increasing comprehension

C. Inereas:lng powers of concentration and induetry :I.n all fields

D. Increasing the technical and ‘general irocabula.m

" B. Facllitating reading 5fhe‘*11tera;tiare'or thé tébhn?ical'mrld

I1I.

;F‘ Acqui::-ing selectivity and d:.scr:iminat:l.on in rea.ding ma.ter:!.als
B X ‘Improving oral and written expression

H. -Ability grouping for meeting varying levels of ability
To develop enjoyment and appreciation through:

A. Promoting broad avemu.s of interest ' o
B. Stimlating interest and good taste |

C. Better use of leisure time
D. Raising the cultural level in home life




F, Providing a knowledge of the background of Ameriean Industry
Ge. Promoting a better understanding of our American heritage
He. Acquiring a better understanding of one's self

Check List: ~

Promoting the des:lre ta read more and more widely

()

1.

English courses are required of all students.

() 2. Remed:la] reading activities are avail'abl’e’."“
(;., ) 3."' Individuals wi'bhm a single class are grouped or idefi ifie‘d for
differentation of teaching.
( ) 4. English courses are organized to provide for sequential development.
1
( ) 5. Each English teacher has a preparation periocd each day. 7
( ) 6. Teacher load is such that neceseary attention to eriticism of
vork of individual students can be given.
() 7. Have remedtal’ instruction (spectial classes) for slow learners
(or something like that) |
Eveluation: .

() A. How adequate are English courses organized to meet the needs

of all students?




R : Nature o Off.ering_

va i
Gramar
4
R : T e m el - PR L i
Check List: SR AT e, et e R el
L

() 1. The teaching of gramnar is 1n agreement with current research
findings. e

() 2. Students are encouraged to do self-initiated or creative writing.

( ) 3. Writing and apeaking activities use content material frcm other
subject arees, . C e e _ |

() 4. B8pelling is stressed in group and individual instruction.

(.) 5. .Students are taught to build their writing, speaking, and reading
' yocabularies. . - 4

Evaluation:

( ) A. How well do the offerings provide for ‘the development of the
language process? L
( ) B. How adequate is the quality of offerings in speech?

( ) c. How adequate is the quality of offerings in writing? -

Comments:




B. - Litemm .

Gheek List: |

4 () 1. Students are taught skills essential to reading both as & study
procedure and as a literary experience,

() 2. Opportunities are provided to develop an understanding of i’eetors
imgo:*hant in the selection and criticism of reading material. ”

; () 3. Students are encouraged (and provision is made) to read a number
| x of books written for and about adolescents. T .

() 4. Literature selected for study conteins examples of a variety of
,_types of writing. e , -

() .5, School booklists are available to help the student make a vise
cholce of reading meteriels.

- Lr

() 6. Some reading selections are chosen for their emphasis upon moral
and spiritual values. : : : *

() 7. Some reading selections are chosen for their emphasis om trade
training end application.-

Bvaluation: ' |

( ) A. How extensive is the variety of litersture to meet the needs of
all students?

( ) B. How adequate is the content in literature to meet the needs of
all students?

Comment 82

N SRR

EKC

Aruitoxt provided by Eic:




III. Fhysical Facilities

Check Li_st:

-
. LI N '
[T A . . R -

’.‘. .

( ) l.. Classrooms are equipped with moveable furniture whlch can be. .
adapted to group o.ctiv:lt:les. S N SR ‘ -

' ( ) 2. Bookshelves are provided :ln all English classrooms. - -

]

( ) 3. Engl:l.sh clasrooms ate equipped. for efficlent use of audio-v:lsual
aidso ;

P .
b e

() h. Testing equipment ror d:lagnosia of speeoh is available.

( ) 5. Testing equipment-for diagnosie of read:!.ng problems :i.a available.

3 ( ) 6. .Publ:le addrees eq,uipment 19 available for student use.
' ( ) 7. Storage space availeble.

Evaluation:

~ ( ) A. How adequate are the physical facil:lties to meet instructional
f needs in English?

( ) B. How well is equipment maintained for ef;@‘icient use?

v

Comments:




IV. Instructional Staff

Cheek List:

All members of the English Staff,

{) 1. Have for teaching preparation in 1literature for adolescents.
() 2. ’Have preparat:lon in method. of teaching Engl:lsh. .

() 3. Are acquainted with diagnostic techniques and remedfal instruction
methods. o :

() 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 asudio-visual equipment and meterial.

( ) 6. Maintain active participation in in-serviee educaticn through™
~ formal study or other professional activity. S

() 7. Are active in professional organizations of English teachers.

Evaluation:

() A. How adequate is the staff's (background) preparation in English.

Ooments :

«20-
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V. Instructional Activities

Check L:I.st:

() 1. Instruction is directed toward clearly fommlated comprshensive
objectives of the English Program.

() 2. There's evidence for careful planning ‘and preparation for :I.xiﬁrﬁctim.
() 3. Instruction is readily sdspted to new or changing classroom conditions,
() 4. Instruction is individualized through such techniques as grwping
of students with part.ieular needs and thrwga differential
. assignments. o ,

;, () 5. Instruction provides for exbens:lve use of the J.ibra.ry.

() 6. 'Atf*fgpt;qp 1s given to improve study skills through course canstructicn.

Evaluation: L L [
() A. How adequate is the planning and proparaﬁon f‘o‘z":lnatruct;ion?

() B. To vhat degree is instruction adapted to needs of individual /
students? | ] 1

() C. To what extent are materfals from the library used in English ]
instruction? | A - |

() .D. How effective is the English program? | B | =

Comments:




VI. Instructional Material

The following instructionel materials are provided end accessible.

Tk T e T T e T Y s

Cam e Te T ST RS a0 .
Pl I LI 5 o4

() 1. Varlety 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 v
. ()10, Films
() 1. Filmstrips
( ) 12. Recordings
() 13. Maps
() 4. Charts
( ) 15. Up to date reading lists
() 16. Reading Cacers
( ) 17. Tachistoscopes Diagnostic tools for reading
{ ) 18. Tachoumeters
() 19. Telebinacular

( ) 20. Audiometer




Evaluation:

() A. How adequate is the varicty of ‘instructionel meterialsi =

() B. Hov adequate is the quality of instructional materials?-
() ¢ Hov adequate is the quanti*y of instructional raterials?

Conments
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PEPARTMENT -

~ INsTRUCTORS

Aims and Objectives in Physical Education

endurance.

A. To develop physical and organic vigor in terms of strength and

B. To provide neuro-muscular training thus securing coordination, agility,
and balance.

C. To develop correet 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.

I. Organization

Cheek List:

() 1.
() 2
() s.
() &
() s.

() 6.

P. E, classes meet ( ) periods per week.

Time provided for showers and dressing is ninutes.
Class size is such as tb 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 athleties.

Provision is made for insurance coverage of all students.




Supplementary Data

1. Number excused from P. E. classes.

..~ 2« .Deseribe procedure for excusing :gtudents. 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 o

Check List:

( ) 1. Activities are selected and taught in terms of indlvi dual needs,
interests, and ablility.of boys. and girls. |

(12 ¢ .Individual . activities .such as apparatus work, armery, tunbling,
and golf are provided. '

() 3. Oppor tunities 1n a variety of intramural sports are provided.

( ) 4. The curriculum in Physi.cal Educat:lon is carefully planned to
- Provide for sequential. development. . ..

() 5. Experiences are provided to develop leadership.
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Evaluation

( ) A. How adequate is the variety of experiences to meet the Physical
Education needs of all students? ~-° a .

( ) B. How adequately doés the program provide for desirable activities
in terms of Physical Education needs?

Conments:
III. Physical Facilities

:::::

Check IList:

() 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

_Banitary toilets, and lavatory fecilities

adeqpate shower @acilities

towel service ‘

The Gymnastwm is equipped.wiﬁh¢ o

Ropes

Rings

Bars

Mats
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Check List:

Hbrses

Iadders ;

Springboards

_ﬂham@oline
Storage space |

| Tackboards |

.Chalkboards.

First-aid egquipment

Other

The outdoor area is:

Readily accessible

Enclosed

Free from.safety hazards -

Marked fbr a variety of activities

() 3. Well adausted 1oekera, showers, and drying‘areas with adeqpate
space for peak loacés.

lockers in sufficient qpantity to meet
enrollment needs.

- & . s L ST e «‘ ) . . ., ' . “ ,Drying rooms LN s

At least one shower head for every (5)
" boys (4) girls in largest class.

Hot and cold water with temperature
control

Floors constructed to facilitate meine
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 :
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Check List:

( ) 4. Public eddress system provided -

( ) 5. Score board provided |

() 6. Scoring teble provided |

() A. How adequate is facilities for indoor Physical Education?

() B. How adeqvate is facilities for outdosr Physical Education? ]

() C. How adequate :ls the q.xant:lty nf permenent equipment"

Comments : -
| i

IV. Instructionsl Staff |

Check List- | . 1
( ) 1. Keep informed of current developments in the professionel field —
( ) 2. Maintain sctive participation in in service education through =
1 © . formal study and nther. professional activity. . _
i
r Evaluatie.r.l:w e o

( ) A How adequate is .the preparation of the steff for teaching Physicel
Education? o




VI. Instructional Msteriels

Check List:

( ) 1. Reference moterial for Health snd safety is provided.
( ) 2. official Rule books are provided.

() 3. Equipment necessary for en adequete testing progrém is
provided. . =~ .

Exglua tion:

( ) A. How adequate are the resding and reference material?

Comments:

RIS At oS aTSiD




Comments:

V. Instructional Activities E
Check List: -
( ) 1. Instruction in Physicel Educetion contributes to school objectites. ; |
() 2; There is evidence of careful plenning of instructional activities. .
( ) 3. Instructionsl sctivities are integrated to cover legsl aspects of |
Health.
() L. Visuel aids are used.

{ Evaluation:

() A. How adequate is the planning end preparation for instructional
1 activities?

( ) B. How effective is the teaching?

Comments :




VI. DRIVER EDUCATION




SCHOOL -

DEPARTMENT -

INSTRUCTCHS -

Alms_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
ard efﬁcient.ly. This purpose is achieved through ssquences of
interrelatesd involving both classroom and practice driving instruction.

Classroom instruction deals with 'driver attitudes and physical
characteristics, the motor vehicle. in ;nodern 1life, ruies of the rcad,
laws of physies relating to driving s the automobilé and its maintenance,
good pedestrian practices, and the development of driving skills.

I. Organization

Chesk List:

() 1. Driver aducation is scheduled in the same manner as classes in
other subjects.

() 2. Provisions are mads for both classroom and practice driving
instruction.

() 3. Provisions are made for staff members to plan the instruction
program cooperatively.




Check Iist:

() &

( ) 5
().6.
() 7.

() s

Instruction is offered to students who have reached legal driving

age or are closely approaching it. (Students are eligible for
instruction at Yyears of age or in grade, and
for licensing at _____Yyears of-age). el e

---roll and receive instruction.

The program is so organized that all eligible students can en-

Practice driving instruction is given only to: students who have

- had or are currently receiving classroom: mstruetion,

The classroom and practice driv:.ng instruction are carefully
correlated. - JREEN o .
Classes in driver education meet a suffic:.ent number of periods
per week for classroom instruction and practice driving - -

, instruction. -The number of periods per week is _ for

classroom, and is ' _for practice driving. -.

(Recommended minimum time standards are 30 hours of classroom

. instruction, and an average of 6 houro of practice driving

instruc'bion per atudent) -

. ‘e t'!‘e, Coel

Evaluations:

() A;
() B .

() c.

To what e:cbent ie dr:l.ver education available to all students
who need the ins: bruction?

Is the time allfotment for driver education adequate for
thorctugh :Lnstmction? ,

How sat:.sfa.ctery are the records and repbrfs? |

iR

Comments:s




- Check List: ~.

(}

()

”~n
~

O
e o Junderstanding fof laws and rogtﬂ.ations affecting the use of

¢)

()
()

()

()

5,

1.
"2

R LIS

) s

7.

II. Nature of Offerings

Classroom instruction driver @ducaztiqq; LT

Emphasié.ds goa.].s of séfer“ and efficient 'dse of moffdi'“’"vehicles.

" Gives students opportunity to study, tesv, afid discuss their.

own physical and mental charac'beristics ‘ag-thede relate to
driving o - .

.Contributes to an understanding of the rela.tionship of the motor

vahiola to modern life.

ﬂﬂﬂﬂﬂ

Includes oppbrtunities for students to develop knowledge and

motor.vehicles, .

, - -Develops. the s*budents' understanding 'and appreciation of efforts
ionf i bo promote traffic saféty through modern highway design and

traffic engineering, traffic law énforcement by police and
courts, education and public information, motor vehicle
registration and inspsction, and driver licensing.

Develops and uses studies of accidents in the school and
community,’ : v

Contributes to the students' knowledge and underst.anding of
e.ecidents, their extent, cost, types, causes, dnd the:l.r

! goonomic ‘and sociological implicationso

8.

9.

‘l

Euphasizes the importance of personal responsibility and the

-idévelopment of attitudes of courtesy and consideration toward

others, of respect for law and law enforeement officers, and
of pride in sound driving . S

Indieates such economic aspects of driving as insurance
coverage, driver liability, and car ownership and maintenance.

Practice driving instruction: ' SRR
() 0.
( ) 11. Emphasizes the development of poise, smoothness, and confidence

() 12,

Provides for the development of basic manipulative skills.

in driving.

Includes opportunities for students to apply the princ‘lples
learned and discussed in the classroom.

l.‘» I i.;;I




Check List:

( ) 13. Develops in pupils' driving habits and paf.terns that conform
both to traffic laws and ordi.nances and to sound- driving
practices.

(). Encourages a cooperat:lve attitude toward other drivers,
- pedestrians, and other occupants of the vehicle.

() 15. Includes driving in urban and suburban traffic, im rural areas,
and on the highway

Evaluations:

() ‘.A..“ .How adequate .are the provisions for studehta to acquire needed
- knowledge of good practices in driver education?

() B. How adequate are prov:ls:_i..ons for practice in driving?

() .c. Hdétfséfcisfactoty_ is the correlation of the classroom instruction
with practical applications, including practice in driving?

Comments:

- 11I. Physical Facilities
Cheek List: .

() 1. The school owns a sufficient number of automcbiles for g.iving
pract;.c.e driving mstruct:.on to all el:.g:.ble pup:i.ls.

() 2. Where veh:.cles are not owned by the school a satisfactory written
agreement has been reached with the owner specifying at least
the purpose for which the vehicles may be used, the persomnel
responzible for their Operation and maintenance; and the plan
for their replacement in a manner that will not interrupt
\continu:.t.y of program.




a - Check List:

() 3. Vehicles used for practice driving instruction are appropriately
Dual control clutch and brake pedals for the

-~ dinstructor's use (or dual control brake pedal if the g
 vehicle has no clutch pedal). o

_Outside rearview mirrors on both the left and right. ]

Safety equipment for all weather conditions, such as
‘defrosters and chains or snow tires. |

() 4. Vehicles used for practice driving instruction are appropriately =
insureda '

() 5. Vehicles are maintained in safe operating condition through - :
periedic inspection and servicing by qualified mechanics. :

() 6. Uhen such vehicles are used for purposes other than driver
education, all identification with the driver education program
~ 1s covered, removed, or otherwise hidden from view. ?

() 7. Necessary forms for reporting accidents are kept in the vehicles

() 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 fézf use of audio-visual materials.

() 11. Testing equipment to diagnose and study visual functions,
reaction time, and other persocnal characteristics is available.

. Bvaluations:

() A. How adequate are the physical facilities and equipment to meet
instructional needs in driver education - | |

() B. How well do the phyrical facilities for driver education exemplify
- approved safety practices? S - |

-4 () C. How adequate are the storage facilities for cars, testing
! - equipment, and instructional materials? :

Y o M e VTR N1 o b0 Ao A T ey e g oo Tt € |
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Check List:

IV. Instructional Staff

A1) staff members who have responsibility for teaching driver education:

()

()
()
()

()

()

()

()

()

1.

2.'

3.

be

5.
6.

7.

8.

9.

Possess valid teacher certificates or the equivalent,

‘Have preparation in professional driver educ,a.tiori.: .

Have preparation in general safety education.

Keep informed about current developments in teaching dr:lver
education.

Have valid driver licenses.

Have ‘satisfactory driving records as verified by official state
and local driver files. :

Have had driving experience in cities and on open highweys under
varied traffic, weather, and road conditions.

Maintain active participation in in-~service education through
formal study and other professional activity.

Maintain an active interest in professional advancement, in-
cluding participation in educational organizations.

Ew}aluations :

)

()

A.
B.

How adequate is the staff's background in driver education?
How extensive and varied is the driving experience of the staff?

Comments:




V. Instructional Activities

Check 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:

( ) A. How adequate are the plannin'g and preparation for instruction?

() B. To what extent are the learning experiences centered around

- practical problems? ' | |
() C. How effective is the teaching?
Comments:

VI. Instructional Materials

Cheek List:

() 1.

Up-to-date textbooks and basic reference materials are available.




Check List;

( ) 2. Supplementary teaching materials related to driver educaticn
are available.

() 3. Audio-Visual materials in driver education are provided.
() 4. Materials devsloped by teachers and students are provided, such

E
f as study guides, diagncstic and achievement tests, class-
: developed and accepted patterns of conduct related to driving.

Evaluatiorns:

( ) A. How adequate is the variety of instructional materials?
() B.

How adequate is the quality of instructional materials?




Health Services




.....

checklists

o . .
\ RS
o e o

~ The checklists consist of provisions » conditions, or cheracter:.stics found

“In good voce.tionsl—technical schools ‘Same ‘may not be necessary, ‘or even

appllcable, in every school. If s.ny important features or. procedures are
omitied in the printed materials,  they should be added in the appropriate places,
The check:h.ets should accurately and completely porbrey the progro.m, facilities,

and pre.ctices of the school thus providing the factual background for the
evaluations,

The use of the checklists requires five letters; S

E Provision or condition is ma.de extens:.vely.

S Provision or condition is made to a moderate extent. '
L . -Provision or condition is very 1:|.mitsd or missing but needed.
M Provision or condition is missing but its need is quest:v.oned.

- - This question might arise in veiation to the philosophy and -
... ..objectives of ‘the -school, the needs of the students, or
o because of differences of opinion of evaluators.

N ;. Provision or condition is not desirable or does not apply- .
Evaluations

Evaluvations s.re the hest ;]udgments of the staff in the self-»evsluation and
normally are reviewed by the members of the review committee, These judgments

are made after considere.tion of such evidence as (1) the local staff members!

obsemtion and a.ns.lysis of the work of the school, discussions of faculty
comittees, stuiv of rels‘bionships with the commmity, and (2) the v:lSitiIls

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

members, discussions within the visiting committee,

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

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

.. €Xperience how well the schonl_ia KLulfill)ing ite ocbjechives and the needs of
' the students.




5+ - Excollent: the provisions or conditions are extensive and are functioning

L.

3.

2e

1.

M.

N.

L

""" ‘objectives,

excellently,

. B . —
A ., . - '-, e . [ SN v, by

-ve =*., : :

 a. the provisions or conditions are extensive and are functioning
STRRCI hweu" or R R R e v"".; L"‘fff; B S T A ‘.-'.’;':!‘
.+ be. the provisions or conditions are moderately extensive.but are -
funotioning excellently,

« RN

-GO..___Od " the provisions or conditions are médefatei&kxtenéive and are
funetioning wedd, - . UV TN

« Faip:¥

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

b. the provisions or conditions are limited in extent bub are
functioning well, .. - . L. oo :

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

- 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, ot» because of
differerces of dpinion of evaluators, Ttems marked "M" do not affect
the graphic sumery for the school, The visiting committee should
discuss in the written report any evaluations marked "M» which the
school should consider further, S

- Does not apply: the provisions or conditions are missing -but do not
2pply, or they are not desirable for the youth of this school or
~Sommunity, or they do.not conform to the school's philosophy amd . .-

A

*If in meking the Self-evaluation members of the school.stelt wish bo indicate
which of the i ternatives. given for evalmations W4t of 120 applies, they may -
use tjaM and wan op nghu,

[N

£
.




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 a var:lety of funotione in its school

health services. These functions require the coordineted efforts of administrator,

teachers, counselors, physicians, dentists, nurses, and students to meet the

following specific objectives: e . ARt

TRT lo
2.

3.

Lo

- s,

6.

7.

To"review the health status of the student.’
To counsel students, parents end the staff personnel’ in health matters.

To recammend correction of the remediable defects.

‘To provide first aid treatment for students and' staff and to see that

serious cases are refe:r:;ed"" for abprbpr:late attention.

To inculcate good ee.fe"o& habits by education of a formal and informal |
nature. - s

To inculcate good ﬂealth' habits by education of a formal and informal °
nature. a | R
To provide care for students who are ill while at school and ‘those who'
return to eehool a.fter illnese. |

All health service activities should be carried out so as to increase

students' understanding of health, to develop more favorable attitudes toward

health, @nd to produce more desirable health praatices.

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,




( ) ~’;=.,]"’ .

() 2
F SRS
() 3.
() &.

() 5.

() 7
() 8

.- -Appraisal procedures identify pupils;who have hezlth needs or handicaps
’  that necessitate adaptation of the. school program. - - - .. o il
;::;‘.Gheekiist._.. |

Physical examinations are provided by gchobl.,plwaicians for all new ..
students. | . Gl
Phyiical axaminatiorgg are . prov:!.cied by. school phyéician for:all students
in their. final year. , ... " Lt e e T

Physical examinations are provided by school. physician for new employees.

_The school medical advisor inspects monthly the kitchen, -dining area,

shower roouws.and medical examination room.

Physical examinations are.provided by the school physician for Varsity
and Junior-Varsi‘;.y teans. |
Vision test are given to all new:students and semiors. . .

Color blindness is tested for, in all freshmen and other new .students.

Hearing tests are given to new students .and whep needed. - -

Evaluation RN ST ?‘ﬁ-)*

()

Comints

How satisfactory are the health appraisal procedures?

o
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() .
() .

() e.

| () s

() 9.

k ()

() 2.

() 5.

." () 1.

()10.

Comments

I11. CARE OF EIERGENCY II-INESS OR JNJURY

Planned procedures to provide emergency care ( first aid) i'or students who

become :.ll or in;)ured at school are an important part of school health services.v
Checklist . o

~,.. G

<

( ) 1. School first aid boxes are maintained in the shops, science 1abor atory £

medical examination room and school vehicles. o L
Hee.lth records are accurately maintained on esch student. |
First aid suppliee are o) hand in med:l.cal supply ar ea.” | |
There is a written plan to hendle emergencies that occur in the absence
of schoo‘!. nurse and medical advisor. As noted in Bulletin #22.

ALl staff memhers have a copy of the emergency plan.

There is an act:we school health end sa.fety council. ;

There is an eye protection program operating in accordance with Bulletin

 #30.

All ma.jor e.ccidents are reported m.thin forty-eight hours to the Bureau
Chief. (Through the school directors) |

axy

There are planned procedures for periodic evaluation oi‘ the school health

?

services, . :
There are written standing orders prescribed by the vschool' physician for

the school nurse.

Evaluation

How well are emergencies involving illness or injury met?
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) | III. GENEB.AL NATURE AND ORGANIZATIQI
Organization for ‘sohool hoalth oorvicos td.'l.l vary according to otato L
legislation, tho 20 of t.ho sohool, availablo rescurces in personnel and oquip—
mont. > and a.dmmistrativo provisions.

cheolg.;g
() 1. In-sorvico provisions aro mado for toachero to review their dutieo and |

H

rooponsibilities. | |
() 2. ‘l‘ho mnot.ions and rosponsibilitios of t-oaohors , adminiatrators and othor
o ota.ff porsonnol are oloarly definod and nnder;iood. ~
() 3. Approprio.to programs ‘are oooporativoly plannod for atudonts who have had
sovers ﬂlnosses or who are ot.horwiao pbyoical]y handicappod. | .
( ) b ) Sohool hoalth servicos inolndo appraisal of tho hoalth of ochool paroonnel.
() 5.:i I.ottors are sent to paronts conoorning physoial defects of otudonts. '
() 6:_ School hoalth aorvices oi'for asoi~5tanoe in the identification and |
B oducation of handicapped otudonts includ.ing thooo who are montally
 retarded or emotionally disturbod. |
;Evaloation o , ‘
( ) . How adoquto io tho aohool staff's conoopt of the purpoooa ot tho ochool
T " health services program? |

() How extensive are thz provisions for achool health ‘services?

Comments

B )

P Y




2.

/3

5.

he

Special Characteristics of Health Services

What are the best elements of the school health serviees?

In what respects are health services least adequate?

What improvements are planned for the immediate future?

What studies of the problems of school health services has the school made
within the past two years?

In vwhat respects has school health services been improved within the last

two years?
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DIRECTIONS

Definitions and explanations of terms used
DIVISION: Areas of evaluation and are identified as follows:
III SCHOOL EVALUATION
l. Program of Studies
a. Trade Areas
b. Related Areas
¢. General Educg};on -
2. Student Activity Brogrems
3+ Health Services .~ & .. o SR
k. Guidance Services -
5s Library Services
6. Audio-Visual Instructional Materials
T. Lunch Program
8. School Buildings and Grounds
9. School Staff
10. Administration
1l. Student Evaluation

SUBJECT FIELDS: Courses by name in the Progrem of Studies identified as Shop,
Related or General Education.

Subject matter data in the evaluation of the Program of Studies
vill require a statistical swmary form for each of the Sub-
Ject Fields being evaluated,

SECTION: Parts of Division. This may include sub-sections to vermit evaluation
of: a. Orgenization; b, Nature of Offering; c. Physical Facllities H
d. Instruetional Facilities; etc.

INS!RUC'I'IONS_:

S\mmary Form A is to be used for transferring the Average evaluation from
SubJeet Matter Field and other Divisions.

Form B may be used by the Review Committee to organize comments » commendations
and recommcndations 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:
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1.
2.

3.

Recommendations that can be carried out immediately.
Recommendations that can be carried out in the near future.

Recommendations that need to be carried out through long planning.
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SUMMARY AND CONCIXSION

PHILOSOPHY AND OBJECTIVES FOR SELF-EVALUATION OF THE VOCATIONAL-TECHNICAL
EDUCATION PROGRAM '

The philosophy of vocetional education is to provide progrems which prepere
the individual for specific areas of occupational 1life. - The principles of
operation sre threefold: ' : e -
1. Development of good citizenship; and
2. A reasonable degree of social competency; and. -

3. A marketéble dégree of "skill' in an apprenticeable occupation.

This instrument hes endeavored to answer the question -- How effective is
the local vocational education progrem and how may it be improved?

The ability of the instructor .41".0 i?eflect on the efficiency of the px:ogram
of vocational education and of the possibilities for improvement is generally
recognized as a desirasble attribute of the truly professional person. Self-

- evaluation iz 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 purpssd of vocational 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 pméress of programs, its strengths and weak-
nesses is needed,

5. Evaluation serves in providing information about the success
. of the vocational edueation program to the public -- clientele
who employ the students » the parents, Congress and laymen.

6a. Evaluation is needed to provide quantitative data to show %o
‘what extent vocational education is meeting the Industrial needs
of the commmity and area 5 in the instance of this evaluation, to
what extent it is reaching into all apprenticeable occupations
vhere need has been established.

6b. This evalustion can help to achieve this objective by indic-
ating to what extent the exlsting program meets this need.

T. Evaluation is needed to provide qualitative evidence of the
effectlveness of programs in operation in the area school.

8. The eveluation should reflect the principles of operation of
the school by indicating: |




&
b,

Ce

d.

e,

The degree of training that is offered on real jobs. L

The effectiveness of the related program being offered.

t 3

‘The extent that the general education phese of instruétion

meets the common needs of young people.
How well the Physical Educetior requirements are met.

The availability and use of the 'folléwmg ‘services and aids to
instruction; Health; Guidence; Lunch; Audio-Visual aids ang

- ‘materials; Library; Student Activity and Social Programs ;

and the suitablility and meintenance of the school building

- and site.

£,
, *

. &e
: ,

Student reactions to the programs offered.

Staffing and Administration of the school,




Division

Section

Subject Fileld

FORM B SUMMARY AND CONCLUSION

This form may be used by the Review Committee to organize comments,
conmmendations and recommendations for reference to be used when

i drafting the written report.

: COMMENTS :

COMMENDATTONS ¢

atuthabhi A A A e A A S e i S R Y L.

RECCMMIENDATIONS
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SCHOOL PLANS FOR PROGRAM CHANGES
BASED ON FINDING OF EVALUATION

School Department ‘ - . -Date__
Identify items of weaknesses as pointed out by the evaluation. |
1,

2.

State what action will be taken to improve each item stated above.
1.

2.
3.

L.

5e




AL aar ol

I..

II.

I1I1.

.- Over. all’ statement. of. area reviewed - -

REVIEW coumm REPORT OF scuoox.

Commendation of are: reviewed

Identify areas of weakness

Recommendation for improvement




| SELF EVALUATION FOR STUDENT ACTIVITIES




Checklists

- The checklists consist of provisions, eonditions, or character:.stics found

-dn good voca.tional-teehnical sehools. Some may not be necessary, er even

a.ppl:.ca.ble, in every sehool. If any important i‘eatures or procedures are
omitted.in -the printed materials, they should be added in the appropriate places,
The checklists should a.ocurately and completely portray the program, facilitiess
and practices of the school, thus providing the factual back ground for the
evaluations.

'I‘he use of the checklists requires five letters,

E Provision or condn.tion is made extens:.vely. |

8 Prcvision or eondition is made to a moderate extent.

" L  Provision op cand:wlnn is very 11m1ted or missing but needed. -
M  Provision or cond:.tion 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 ‘studentg, or

‘because of. differences of opinion of evaluators.

N o 'Prdvision or eondition is not desirable or does not apply.
Evaluations |

Evalua.tions are. the beat judgments ‘of the staff in the self-evsluation and
normally are revitawed by the members of the review committee. These Jud;gments
are made after consideration of such evidence as (1) the locel staff members!
obser've.ticn and a.nalysis of the work of the school, discussions of faculti
comittees, study of relatlonships with the conmnmity; 1 (2) the visiting
committeo's cbservations, conferences with students , consultations with staff
members, discussions within the visiting comittee,

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.schoal_ Ja_fulfilling ite objectives and the nseds of
the students,




5. - Excellent: the provisions or conditions are extensive and are fdnéﬁanirig
. excellently. ‘
a. the prov-iéions or cohditibns are éttemeﬁé and are 'i‘nnctioning

. e IS H - X .
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‘b. .- the provisions or conditions are moderately extensive but.are
functioning excellently. |

3. - Good: the provisions or conditions are mederately extensive and ave
functioning well, S A R
2. - Fair:*

&. the provisions or conditions are moderately extensive but are
fuanctioning poorly, or

b. the provisions or 'cbnditionél are hma.ted ‘in exbent 'Sut are
functioning well. . _ i e e
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 cénditiohs are missing but their need is

questioned. This question might arise in relation to the philosophy and )
cbjectives of the school, the needs of the students, or because of i’ .

? differences of opinion of evaluators, Items marked "M do not arfect RIE
] the graphic summary for the school, The visiting committee should -
- discuss in the written report any evaluations marked ™" which the ;
school should consider further. e -
N. - Does not apply: the provisions or conditions are missing but do not: B
.8pply, or they are not desirable for the youth of this school or | -
! community, or they do not conform to the school!s philosophy and ‘ ] 1
i objectives, | | |

#If in making the self-evaluation members of the school .staff wish to indisate N
which of the alternatives given for evaluations W' of n2n applies, they may
use "Lav and "2an op n2pn . ' |
R « ......




' SELF EVALUATTION
OF

" STUDENT ACTIVITY PROGRAM -

Gu"iding} Pi;incii:lee
Section I General Nature and Organi*zation of the Program e
- .‘ * A General Nta*l:u.rt= of the Program o
B Gene:al Organization
Secticn IT .Student: Participation in chcol Government
S’ecticn IIT R Dramatics, Speech ‘and Mueic Activities |
Section IV The School Aseembly L |
] Section V School Publieations . . .
Section VI Schocl Clubs ‘ |
Section VII  Social Life and Activities .
Section”VIII Extra-Class Physical Activities
Secti’ori.' Ix . Finances of Student Activitiee

Section X Homeroom

Section XI Special Characteristics of the Student Actii;ity Prograni




Student Activity Program
Guiding Prineiples

In addition to teaching in the voeational 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 ce-curricular. . )

The reeognized o'b,jectives o:? the school, those pertaining to the
development of scciel competence and citizenship responsibility, can best
be achieved through the program of student gcvernment and its related
activities,

Schools often erronecusly feel that the heart of their program, the
course of study, -comes first and if there is any time or interest left,
a program of student z¢tivities should be organized. The.student activity
‘program should not be 1:Pt to chance. It is an integral part of the
educational experience provided by the school and probsbly the sole method
for developing desirable social traits, good fellowship, and the ability
‘to participate in the democratic processes. - ST

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 o*“
student activity program and-to encourage participation of -
thelr sons or daughters.

Organization of Program

1. Smdents I* 1p 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 releted student activities.

k. Faculty members elect to guide progrem in line with their
capabilities.

5. Faculty understands purposes and cooperates with progrems.

6. Financing of activities is a responsibility of the student
government.

H el

— e




T. General Nature and.Organization .

P

A. Genersl Nature of the Program.'.
Checklist - BRI
The Student activity programf ,

1.

3.

- \0 CD:4<hj:§n4?

= '
O
[ )

A
B
o
® o

So?
":; .

) k.
) 15.
) 16.

) 17.
) 18.

(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
() a.
() v
() e

2.

Supplements and is 1ntegrated.w1th the regular ourriculnm.
Gives. students opportunities for experiences in leadership
end to participate under this leadership.

Gives students opportunities to use initiative.

- Provides student® with opportunities to accept responsibilities.

Enables the student to coordinate activities of the school,

~ home, and commnity.

Gives students opportunities to assist in solwing school.problems.
Helps to develop in students good citizenship treits.

Allows for the development and perpetuation 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 resﬁonsible fbr the welfore of the
school..

Is democratic in that membership opportunity is provided to all.

Are organized in such a way that cliques are prevented from
being developed.

Is supported actively and receives encouragement from the steff
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 sctivities or
disecontinuence of poor ones.

,Provides cpportunities for orienting all students to the programs.

Tekes in aooount the economie level of the students.

Evaluations- "

To what degree is the student activity program, based on a
study of student interests and needs?

How suecessful is the activity program in training the
students to function democratically?

To what extent does the student activity: prognam supplement
the regular curriculum?




B. Genersl Organization of the Progrem
Checklist: R o L g
( ) 1. The general objectives of the student activity program have been

formilated by the proper guthorities taking into conaideration
the interesta » desires, and the needs of the students.

the loss of. identity or reaponsibility of the individual activities.

() 2. A coordinating committee unifies the entire program without causing ﬁ
() 3; A regular time and place of meeting are available to each organization. ]

( ) 4. The schedule of activities is’ either prominently diaplaycd or made
available to the students. |

() 5. Al activities have an advisor who has abil:l.ty and interest in the |
activitvy.

~( ) 6. Advisors provide proper guidance and supervision to participating
students.’

( i')' 7. The amount of participation in the activity program ia. properly
adjusted through guidance. - = | L1

( ) 8. Monopolization of offices by & small -'number of students is f'prevented.

() 9. Advisors encourage usage of democratic procesaes in the planning of ,
activitiea. . o . o~

(/) 10. officers of student activities are trained to perform properly in -
their positions.

() 11."'Evalwation of activities by the atudents is encouraged. |

( ) 12. Each student's perticipation in activitiea is recorded on his -
permanent record. '

( ) 13. Appropriate records of meetinga and progrems are kept;’ .

( ) 4. Evaluations-and iniprovements of the activity program are kept ~
on record.

Evaluations: , ' _ -

() a. How adequete is the faculty guidance and supervision of activitiea
program? .

() b. How satisfactory is the student activities progream in providing ~
opportunities to students to manage the sctivities?

_ () e. To what extent are evaluations and improvements of the activity 5
{ program made and how well kept are the records of these evaluations
: and improvements? - . "]

() 4. How well aistributed are the officer positions of the atudent
Q crganizations"

PAFullToxt Provided by ERIC
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I‘I.

Student Participation in School Government

Checklist
The Student Ccuncil-

() 1

() a.
() 3.

() 4

() s.
() 6

() 1.

()20,

Gives an opportunity to all students to participate in representative
government.

Functions under & constitution and bylaws with the authority delegated
by the administration.

Paculty advisor is available to provide guidance enebling it to
aceompliSh its clearly defined functions.

Stuﬂent participants realize their responsibilities to the organizations
proper funetioning

Fbculty partictpants realize their responsibilities to the organiza-

~tlons proper functioning.

Is given assistance by administrators who realize their responsibilities
to the orgsnizations proper functioning.

Allows any student who qualifies according to the constitution and
bylaws, to run for office.

Officers are 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.

Concerns itself with care snd protection of property.

Concerns itself with other student organizations and activities,
Concerns itself with student puﬁiications.

Plays a part in the awarding of nonacademic honors.

Asslsts new students in adjusting to school 1life and activities.
Assists in operating the intramural program.

Meets at an appropriate time and place periodically.

Governs the student court, which serves as it's judicial branch.

Concerns itself with the student patrol by encouraging respect to and
by the patrol

Encourages the student patrol to accept it's responsibilitics and
fulfill it's duties.




II. Student Participation in School Government (continued)
( ) 21. Has responsibilities conceraing the individual classes.

Evaluations:

() a. Hou adequately are provisions fbr student participation in school
‘ government made? :

é ( ) b. .How succeesful is the student council as a fnnctioning example of
: democracy in aﬁtion?

() e. To what extent do the students underatand and accept their school
. responsibilities? '

E () d. How effective are the student patrol and student court?

f' ( ) e. To what extent does the student council govern student activities?

g Comments: -




III. Drametics, Speech, and Music Activities

Checklist:
() 1.

() a

() 8.
() 9.
( ) 0.
()n.
()12
()13.

( ) 1k.

Dramatics, speech, and msic activities are a part:Sprhevschool
program.

Students have an opportunity to write and produce their own plays or
skits.

Opportunity for students to participate in a variety of stagecraft
activites.

Paftictpation in and attendance at commnity dramatic activities is
encouraged.

Students have opportunities to participate in such presentations as
addressee, debates, radio programs and television programs.

Formal and extemporaneous speech opportunities are provided'to the
students.

Students lacking ability or confidence to express themselves are
provided speech training opportunites.

Dramatic and speech activities supplement and are coordinated with the
regular English curriculum.

Equipment and facilitiés are provided for speech and dramatic endeavors.
E&uéétional 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 ablility.

The out-of-school musical interest of the students is coordinated with
the in-school musical program.

Interest 1s expressed by the nonparticipants and participents in the
misical activities of the school.

Supplementary data:

1. Submit a list of programs or activities which are available for

students in music, dramm, end speech areas.

.}4

Evaluations:

( ) a. How adequate are the dramatic activities?

() v

How adequate are the music activities?

( ) c. How adequate are the speech activites?
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IIT. Dramatics, Speech, and Music Activites (continued)

E

( ) 4. How satisfactory is the quality and quantity of materials for speech,
drama, and music activities? cin e

- activites?

() £. To what extent do the students participate?

Comments: |

() e. How great is the interest and enthusiasm of all students for these .

[Kc

Aruitoxt provided by Eic:
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IV. The School Assembly

Checkl:let s

() 1.
().2.-
() 3.
()

() s.

‘I'he development and organization of oehool aasemblies 13 charged to
a school assem‘bly conmittee.

Faculty, students, and administration are represented on the
connnittee . - , - o

A faculty edvisor coordinates the assembly program 1n order that
continuity, quality, end appropriateness 1s considered. |

The wide interests and needs of the students are considered in the
planning of assenbly programs. .

Students and student orgenizations play a major part in the present-

ation of assembly programs.

() 8.

() o
( ) 10.

Students are given opportunities to preside at assembly programs.

Audience participation is encouraged by such means as group singing
and open discussion.

The students have acquired courteous behavior patterns for assembly
programs.

Assembly program records are kept.

A1l assenbly programs are carefully rehearsed.

Assenbly programs include the followlng:

) 1.
) 1e.
) 13.
) 1k,
) 15,
) 6.

P e e e e

17.
18.
19.
20+

P Y o R e o T o
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2l.

Lectures, presented on a variety of subjects by qualified visitors.
Student participation in muslcal pregrams. |
Community groups end musical artists.

Motion pictures satisfying the needs and interests of the students.
Debates, panel discussions, and forums.

Recognition assemblies, patriotic programs, and other formal
ceremonies.

Student Council activities.
Student exhibits or demonstrations.
"Pep” meetings or rallies.

Discussion of school policies.

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 s OF
other appropriate identification. |

oyt ¥

} Evaluat:!one e

() a. How effective educationally and how :lnsp:lrat:lonal are the aseembly
ngmma? .

<u "‘

() b. To vhat extent do the students participate actively 1 the pre-
sentation of programs"

() e. How var:lable are 'bhe assembly programs :ln tenns ot con‘l'.ent"

Comments H




V. School Publications

School publications may be any of the following; yearbook,
school newspaper, handout sheet by the students. ‘

Checklist: | - |
() 1. Faculty advisors supervise all work, by the students, pertaining
to publications. ,

( ) 2. Students have a sense of responsibillty concerning the content and
presentation of materials.

() 3. Offensive and false statements are avoided in all publications.

( ) 4. Publications provide opportunities to the gstudents to be ecreative.

() 5. Publication activities supplement the regular curriculum.

() 6. Outstanding student achievements are reported in publications.

( ) 7. Publications are used to aild the entire student activity program.

( ) 8. Student publication staff members are selected after carefully
considering such factors as ablility, interests, and desirable
attitudes.

( ) 9. Publication staffs are orgenized in an efficient menner.

( ) 10. Publication activities encompass a wide range of student interestis
and needs in order to cbtain general participation.

( ) 11. Publications are exchanged with other schools in order to-present the
school to others. -

( ) 12. Publications are widely circulated in the schOl.
( ) 13. Expenses for publications are kept to a reasonable level.

( ) 14. Publications are supported by the school in terms of material and
equipment. '

( ) 15. An in-the school location is provided for student.publications.
( ) 16. Schooltime is allowed for students to work on publicationsl

( )MJ, . A Mbrary of past publications is kept.

Supplementary data:

1. lList the school publications and the number of active student
participants.

5., Submit the last two successive issues of each publication.




V. School i’ublicatidns (continued)
Evalustions: . . .. . C
() a. How adequate is the frequency of appearance of school publicat:lons.

() b.. To vhat extent do students participate in the planning and pre-
- paration of each publiication. \ f,

( ) c. How much mterest and enthusiasm do all the students have :ln the
..1. .. publications?.. e e ‘

Comments :

L

B
'
3
5
[
L
.
{
b

}




VI. Sehool Clubs

Checklist:

( ) 1. whenever there is sufficient student interest and need, appropriate
clubs are organized.

() 2. Provisions are made to reorganize or discontinmue slubs if they are
not meeting needs or interests of the students.

() 3. 'l‘he 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. Faculty advisors are provided to all clubs for guidance.

( ) 6. Whenever deairable , club activities aupplement the regular curriculun.

() 7. Clubs meet regularly during the activity period. |

( ) 8. Ciubs are organized 80 that different ability 1evels are accounted for.
9

()

. Clubs are organized which d.evelop ho'bby and le:lsure interests of‘
students. :

( ) 0. Students and faculty are provided with opportunities to periodically
| evaluate club activities. .

( ) 11. Clubs-are operated democratically.

Supplementar.v date:

1. List the clubs and the number of active members in each. »»
Evaluations: | o | |
() a. How extensive is student. participation in school clubs.

() b How well do the club activities satisfy the interests and needs of the
- students. ,

( ) c. How well planned are the student activities.

Comments:




VII. Social lLife and Activities

Checklist:

() 1.
() a.
() 3.

()

()5

()

b
5
() 6.
:
() 8

() 9.

()10;
().

()aa.
()a3.

Informal and emall group social activities have available space.
Sports benquets, dances, and. other activities have available space.

Social progrems arve carefully planned with the schools philosophy of
its obligation in this area considered. | Lo

The social program is planned cooPefrat:lvély by students and staff.
tudents are encouraged to participate in the soclal programs. |

Recreation and informel games are part ”of_-'bhé social program. .

' Apprdi)riate social affairs are 2 definite pgrt' of the school 1ife.

Students are well instructed regarding appropriate dress and behavior
at the d:lfferer;t soclal activities. , .

Sociel daneing instruetions are 'providet'i' when‘ﬁecéssary.
Deslrable fraternization opportunities of the two sexes are provided.

Opportun:lties for informal conversation in the sbéialf_'progr'am are
provided for., - .

Desirable social interests and attitudes are developed.

The soeial activities are all chaperoned according to school policy.

Supplementazfy data:

1. List all social activities the school participates in yearly.

Evaluations:

() e

() ».
() e.

How ‘extensively do students participate in the Planning of social
activities? -

How extensively do students participete in the activities? =’

To what degree are provieions made for assisting students to par-
ticipate in soelal activities necessary for their development?

( ) d. How well do the students conduct themselves at; social affairs?

Comnent;e :

ey




Checklist

() 1.
() e
() 3.
() L.

() s.
() 6.

“(') 7.
) 8.
() 9.

( ).20.
() 1.

()1e.

() 13.
().

() 1s.

() 16.
() 17.

() 18.

.VIIT. Extra-Class Physical Activities

N

Activities sclected contribute to the students interests and needs.
The interscholastic sports and games encompass a variety of areas.
The intramural sports and gemes encompass a variety of areas.

Those gemes, sports, and activities which have value for leisure time
are included.

The commmity cOOperates with the schools physical activity progranus.

Responsibility for the physical activities program are shaped by the
students.

Interscholastic eligibility requirements are enforced.

Friendly, sporteman-like attitudes toward visiting teama are
developed in the students and conmnmity.

Provisions for teams of varying aebilities, sizes, and weights are
made. : A

Provisions are made for activities involving individuel performances.

Physical activities are under the supervision of professionally
qualified personnel.

A doctors certificate with recommendation of participation is re-
quired 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. -

Mediecal assistance is immedistely available.

In conducting sctivities, the educational and physical welfare of
the students are considered. :

All students have equal opportunity to participate the physical
activities program..

Supplemgntary Data:

1.

2.

Attach a 1ist of intramral physical ectivities and the nunber of

-students participating in each.

Attach a 1ist of intersciolasiic activities end the number of students
participating in each.




VIII. Extra-Class Physical Activities (Continued)
8. Attach a copy of schedulea of 1nterscholast1c activit:les.
h. Attach eligib:llity lists of the comunity and school. |

5. De‘s»cribe the intramural progran;.‘

Evaluations
() e How..adequate is the intremural program? = -
( ) b. How adequate :ls the :I.nteracholastic program"

‘( ) c. How well protected are the students who engage in activities in
T terma of health and safety‘l

( ) 4. To what extent do the students participate in extra-class physical
activities. '

() e Im conducting physical activ.tties how mach cons:lderat:ton is given to
- the educationel value of.the program? - -

Comments e




IX. Finances of Student Activities

Checklist

( ) 1. Student activity funds are handled in the manner dictated by.
state bulletins»

() 2. Opportunities to manage finances are provided to students and the
faculﬁy. ' .

( ) 3. Prior %o 1n1tiating an endeavor requiring the handling of finances, e
instructors and students are given guidance of administration.

( ) k. Students attitude toward the handling of student funds is that it
- 18'a business experience.

( ) 5. Student activity funds are distributed equitably among the various
activities.

( ) 6. Financial reports are periodically posted or published. .

T

) 7. Proper eudits are made at the expiration of the term of each
treasurer.

) 8. Printing of tickets is under the control of the proper authority.
) 9. Shudent fund-raising activities are Justifiable educationally

) 10. Numerous fund drives are avoided.

) 11. Dues to students are reasonable as: determined by student
' organlzations. .

Supplementary Data

1. Submlit coples of all financial foims used which sre unique to the
school ( no state forms ).

2. Submit list of organizations that assess students and the emount
of assessment.

Evaluations

() a. To what extent do'atudents participate in the manezement of finances?

( ) b. How much of a learning experience is handling of finances to the
student?

( ) c. How educational are the fund-raising activities and how necessary
: are they?

o v R -
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X .Homervoom

Checklist:
( ) 1. Adequate time is provided for.the homeroom pericd each day.

( ) 2. The homercom is organized as a unit, functicning under the ltudcnt
o, : cauncilo ' .

( ) 3. The homerooms assist administration in the disseminating of materisl,
St oxplaining of polioies ’ and gathering of information.

-
A————

( ) h, | Homerooms are used to promote school activities,

() 5; Students are given opportunities to hold d:lscuss:lons under informal
conditions in the homeroom.

() 6. The regular eurrioulum 1s supplemented through the homeroom.

( ) 7. The homeroom is used to orient new students.

Evaluations .

( ) a. 'I‘o what extent does the homeroom per:tod serve as an educat:lonsl aid?

o I sunnest Y sunst B wooons BN s B e |

() v How extensively do the students participate in the homeroom?

Comments:
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1.

2.

XI. Special Characteristics of Student Activity Progrem

The best elements or characteristics of the student activity progrem
are wvhat?

Where is the student activity program least adequate or in greatest
need of ilmprovement?

a.
b.
c.
How has the activity program improved within the last o years?
a.
b.

C.

What improvements in the student activity are now being made or are
definitely planned for in the immedlate future?

General Evaluatlon of the Student Activity Program

Checklist:

( ) a. To vhat extent 1s the studen£ 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?

( ) c. To vwhat extent is the school identifying problems in the student

actlivity program and seeking thelr solution?
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FORMAT FOR AN EVALUATION OF THE

"' YOCATTONAL-TECHNTCAT, SCHOOL ‘BY THE STUDENTS

Xw

.The i.mprovement of the student's relationship to tho
overall Vocat.ional-'reohnioal Program. %
OBJECTIVES |

4 s
M ygo-

l. To pomit the faculty and administration to gain an

imnght into student problems and points of pride regarding
their school.

2. To determine student morale. ~~ =~ ' i.tde

* 4, To determine the effectiveness of the Vocationals
Technical School's commnication with the public. - .
I___mmon . R .. LR Y e

Interviews with members of the -student body by mémbers -

of the review team. The interviews should be’ conducted both -
formally and informally. The formal interview would be conducted
by the'review team meeting ith a pré-selected sampling of the

F

stuident body duiring the schobl day. ‘During’this interview period, -

the members of the review team would q%ii'eétion"‘%he ‘gtudents with
questions perbaining to the objectives stated sbove. The J.nformal
interviews can be conducted by the members of uhe rev:.ew team, by |
questions directed at indiv:.dua.l students as the teatm _is in the
process of evaluating the other phases of the program, (i.e. S
questioning students during passing of classes or while the

review team is in the shop or cafeteria areas).




'
s
PR ST I, S
Student sampling ror the rormel evaluation ahould compriee at

ieast. 10Z of the student populat;lon,, and should have both good and

less deeirable students aa part of the group. The group should -

conta:l.n claee ofji'icere 1"rom each elass (Freshman ’ Sophcmore ’ .'hm:lor
and Senior), problem students trom each claae s and etudente - |
representing each ahop. The select:l.on of the student group ehould

be done by a group of three, representing the Adm:l.nietration s the
Guidance Office ’ and the coneultant asai.sting .‘m the evaluation. "

or PRI
e . *.a BB’
.

CHECK LIST (To be used by review team only) .. . .-

[ G % W Studenta i'eel that- their participation in the school 1:|.fe

. - « 3 .
iﬂ weleome. B T S SR I TEN
CEE o e Lo that s st W PR A s . et *oae s o RLTR
v

), 2. Stndenta appear happy and content. | e

(

( )3+ Students are proud of their school. ....:..

( ) 4. Proyision 1e made- for. etudent deairee to be made Imown
oni, 30 the adminietration. e wr e

PN LB e [TV [ S : L e > *,. . 4 PO R

«.Stugonts ﬁ.nd the program attractive and .challenging..
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( ) 1 To what extent are the atudente eatiefied w:l.th thei.r o
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. -Parents and the general public .underetanﬂ the Vocational-
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