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INTRODUC'rION

As required by the new Constitution of Virginia, standards of quality

for public schools were adopted by the State Board of Education in August 1971

and were revised and enacted by the General Assembly for the biennium

beginning July 1, 1972. Standards were established for personnel, instructional

materials (including educational television), program, and systemwide

planning and management. In addition, the General Assembly enacted

performance objectives for the State and for school divisions and planning

and management objectives for public schools and teachers. The State

Board was directed by the General Assembly to adopt rules and regulations

necessary to implement the objectives. This manual coitains suggestions

and instructions designed to help the local school divisions implement

the standards and objectives.

The Standards of Quality and Objectives for Public Schools in Virginia

provide new impetus for improving public education and offer new opportunities

for the State Department of Education and local school divisions to work

together toward this common goal. They are the single most potent instrument

made available for effecting substantial improvements in iblic education.

In the hands of skilled practitioners they should propel Virginia's

public school system into a new and more productive era. They place

noteworthy emphasis on educational planning which is the most important

function of the public school administrator.

The standards and objectives are designed to help each child to

develop as fully as possible in the following ways:

. To acquire competence in using the fundamental learning skills

and to acquire basic knowledge needed for participation in

today's society;



To acquire skills and knowledge needed for education beyond

high school or for employment;

To acquire a sense of personal worth and dignity;

To develop attitudes and values that lead to responsible

participation as a citizen of our republic;

To develop understanding of one's relationship to his ecological,

physical, economic, and social environment;

To understand and appreciate people of different nationalities

and ethnic groups and their contributions to the development

of our nation and culture;

To develop personal habits for continuing physical and mental

health;

To appreciate beauty and to understand its contribution to daily

life.

The standards and objectives will be reviewed every two years to

keep pace with changing expectations and conditions affecting education,

new knowledge in the science and processes of education, and improved

methods of evaluating educational quality.

The staff of the Department has been organized into 22 teams--one

for each Planning District--to work directly with the localities in

developing plans for meeting the Standards and Objectives. The team

leader for each Planning District will work with the local division

superintendent and will be responsible for bringing the full resources

of the Department to each locality to help achieve the improvements

envisioned in the standards and objectives.
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I. POLICY ON ACCEPTABLE DATE FOR INAUGURATING KINDERGARTEN
EDUCATION UNDER THE STANDARDS OF QUALITY AND OBJECTIVES
Adopted By State Board of Education, June 23, 1972

In view of the importance of providing kindergarten education throughout

the State, school divisions should begin planning promptly for the inauguration

of this program by September 1974. In exceptional circumstances and for

justifiable reasons, the Board of Education may consider September 1976 as

the latest "acceptable date" for the inauguration of kindergarten education.
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II. RECULATIS FOR IMPLEMENTING STANDARDS OF QUALITY
AND OBJECTIVES FOR PUBLIC SCHOOLS IN VIRGINIA, 1972-74

Adopted By State Board of Education, June 23, 1972

1. All assigned Stateaid support positions shall be reimbursed on the

basis of 60 percent of the State Minimum Salary Scale. In exceptional

circumstances and in the discretion of the Board of Education, a

locality may employ fewer persons than the number of assigned State

aid support positions.

2. The percentage of attendance of pupils shall be at least 90 percent

of school membership or not less than the average percent of the

previous three years. In the event a school division does not meet

this requirement, the State reimbursement shall be reduced in an

amount proportionate to the difference by which the actual percentage

falls below the minimum requirement.

3. The State Department of Education shall prepare a manual for the

guidance of local school officials in implementing the Standards

of Quality and Objectives for the public schools for 1972-74.

4. The division superintendent shall furnish on forms prepared by the

State Department of Education all information requested by the State

Superintendent of Public Instruction with respect to the implementa

tion and achievement of the Standards and Objtctives.

5. A school division with 2,000 or more pupils in average daily member

ship shall provide for one Stateaid administrative position in the

central office on a fulltime basis. A school division with 1,000

to 1,999 pupils shall provide for a Stateaid administrative position

on at least a halftime basis.
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6. A person employed in the Stateaid administrative position in the

central office shall hold a master's degree and shall have had three

years of successful experience in teaching and/or school administration

and supervision.

7. A person employed as supervisor of special education in the central

office shall hold the Postgraduate Professional Certificate and shall

have had three years of successful experience in teaching, at least

two years of which shall have been in a program for exceptional

children. He also shall meet the general course requirements for

all supervisory personnel with an endorsement in one area of exception

ality. For 1972-74 exceptions may be made by the State Department

of Education on recommendation of the division superintendent, provided

the applicant holds a regular teacher's certificate, has met the

experience requirement, and will complete all other requirements

within two years from the effective date of employment as supervisor

of special education.

8. Each school division shall prepare and submit to the Board of Education

on or before July 1, 1973, a plan for the proper education and training

of all handicapped children. (See "Administrative Requirements and

Guidelines for Special Education Programs," approved by the Board

of Education on May 26, 1972.)

Regulations 1 and 5 are adopted within the context of the following

enactments of the General Assembly:

1. "The (personnel) standards are further revised as follows: They

shall constitute standards of quality for, and have force and effect

in, each school division only to an extent proportionate to the

randing therefor provided by the General Assembly."

9
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2. "The amount included in this item is appropriated in compliance

,4ith Standards of Quality adopted by the Board of Education and

as revised by the General Assembly, HE 845 (1972) as enacted. Local

matching requirements to participate in the distribution of this

fund are mandatory in each school division only to an extent

proportionate to the funding therefor by the General Assembly."

(Item 523, c, 10 of the Appropriation Act for 1972-1974.)

1.0



III. PERSONNEL STANDARDS

The quality of education children receive is determined more by

instructional personnel than by any other factor. The Standards of

Quality and Objectives provide additional State-aid personnel for admini-

strative and supervisory positions in the central office and for teaching

and other positions needed in the public schools to meet accrediting

requirements.

Statement of Standard

1. Central Office

a. In addition to the superintendent, each school division

shall provide for one State-aid administrative position,

Subject to the rules and regulations of the Board of

Education.

Description and Explanation

Many of the Standards of Quality and Objectives require additional

planning by the superintendent and members of his staff. The administrative

position is provided to assist the superintendent with the additional

planning or to relieve other persons who may be assigned planning

responsibilities.

Each school division will be eligible to receive State-aid for this

administrative position. The qualifications for the position are three

or more years of teaching and/or school administration and supervision,

and a master's degree.

The superintendent of each school division employing a central office

administrator shall certify to the office of the Assistant Superintendent

for Administration and Finance that the person meets the qualifications



specified for the position. Stateaid will be provided on a scale comparable

to the State scale for holders of the Collegiate Professional Certificate

at the appropriate experience level, plus $500 for the master's degre'.

Statement of Standard

1. Central Office

b. Each school division shall have one additional Stateaid
professional position for every 50 Stateaid teaching
positions or major fraction thereof. Such positions
shall be limited to instructional supervisors, including
supervisor of special education, and visiting teachers.

Description and Explanation

Supervisory assistance is essential in improving instruction and

in curriculum planning and program coordination to meet the needs of

students. To provide supervision, one additional professional position

was established for every 50 Stateaid teaching positions or major fraction

thereof, to a maximum of 20, as specified in the Appropriation Act. These

positions include fulltime instructional supervisors and visiting teachers.

The estimated number of positions to which a school division is

entitled will be calculated by the State Department of Education based

on the estimated average daily membership (AD) furnished to the Assistant

Superintendent for Administration and Finance by the local division

superintendent. The local school division will be notified of the estimated

number of allotted positions. The number of positions will be recalculated

and adjusted, if necessary, when the division superintendent reports the

actual ADM as required for the final distribution of the Basic School

Aid Fund for the first seven months, or equivalent period, of the school

year in which funds are distributed.



In addition to the estimated ADM and the actual ADM, the local school

division should report the experience of and types of certificates and

degrees held by persons filling the supervisory positions. Reimbursement

for approved Stateaid supervisory positions will be 60'percent of the

appropriate State minimum salary scale, plus $500 for the master's degree.

When a school division employs more instructional supervisors and

visiting teachers than are eligible for State reimbursement, funds will

be allotted for the maximum eligible number and will be paid for the

persons who quality for the highest State reimbursement.

Statement of Standard

2. Schools

a. There shall be one Stateaid elementary school teaching

position for every 30 pupils in average daily membership

and one Stateaid secondary school teaching position for

every 23 pupils in average daily membership.

Description and Explanation

Stateaid elementary and secondary teaching positions were established

by a revision of the State formula permitting reimbursement on the basis

of average daily membership rather than average daily attendance.

The number of Stateaid teaching positions will be determined by

the number of pupils in ADM reported for the first seven months, or

equivalent period, of the school year. Estimates will be requested

in the spring and in the fall so that payments may be made throughout

the year. One Stateaid teaching position will be established for every

30 elementary (K-7) and 23 secondary pupils (8.42) in ADM.

13
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An estimated ADM for the next school year will be requested in the

spring by the Assistant Superintendent for Administration and Finance,

and a report of revised estimated ADM for the year will be requested

in the fall. The number of teaching positions for which each school

division qualifies and interim payments from the Basic School Aid Fund

will be based on these estimates.

The actual ADM for the first seven months, or equivalent period,

of the school year and the Certificate Showim, Number of Positions In

IlhichPeiesonnelAznloed. will be requested. Final payments

for the year from the Basic School Aid Fund will be made on the basis

of these reports. When local divisions employ more teachers than the

number for which the division qualifies for reimbursement, funds will

be allotted for the number of positions which qualify for the highest

State reimbursement.

If the percent of attendance falls below the average of the last

three years or 90 percent of school membership, the amount of State

assistance may be revised accordingly. For pupils entering a school

division after the beginning of the year and those who are transferred

from another Virginia school division, a certificate must be filed

indicating dates of withdrawal and re-entry. A pupil shall be dropped

from the roll and marked "Withdrawn" (appropriate withdrawal code) when

the pupil has been absent for 15 consecutive days or more.

Statement of Standard

2. Schools

b. There shall be additional State-aid positions that are
required to meet school accrediting standards, including
principals, assistant principals, librarians, and guidance
counselors.

1.4



Description and Explanation

The accrediting standards for elementary and secondary schools require

the employment of principals, assistant principals, librarians, and guidance

counselors. State-aid positions are provided in those four categories

to help divisions meet the accrediting requirements. Reimbursement

to localities will be determined in the following manner:

Principals

Elementary: One position per school with 300 or more students,

and one-half position per school with fewer than 300 students. The

number of individual schools will be those listed on the School Indentifi-

cation Reportl and the number of students will be those indicated on the

Report of School Membership as of September 30.

Secondary: One position per school. Individual schools will be

those listed on the School Identification Report.

Assistant Principals

Elementary: One-half position per school having 600 to 900 students,

and one position per school having 900 or more students. Sources of

data are the same as for elementary principals.

Secondary: One position for each 600 or more students per school,

and one position for each additional 600 students. Sources of data are

the School Identification Report and the Ammuustadadamu

as of September 30.

Librarians

Elementary: One-half position per school for schools having less

than 12 regular classroom teachers, and one position per school for

1..5



schools having 12-ar-mayeregu,Igr classroom teachers. The number of

regular classroom teachers will be calculated from those teachers reported

on the Teacher Daily Assignment Report from each school.

Secondary: Onehalf position per school for schools having not

more than 299 students, one position per school for schools having 300-999

students, and two positions per school having 1,000 or more students.

The source 6f data are the School Identification Report and the Re, port

of School Membership as of September 30.

Guidance Counselors

Secondary: One position per school for each 350 students or major

fraction thereof. The sources of data are the School Identification

Report and the Report of School Membership as of September 30.

Reporting

A Certificate Showing Number of Positions In Which Personnel Are

As21111210.m11 will be requested for submission to the Assistant

Superintendent for Administration and Finance in the State Departmeht

of Education on April 15, 1973 and each year thereafter. Final payment

for the year from the Basic School Aid Fund will be made on the basis

of this report. If a division employs more personnel than the number

for which it qualifies, positions selected for State reimbursement will

be those that will provide the locality with the largest amount of State

aid.

1.6
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IV. INSTRUCTIONAL MATERIALS AND /OR EDUCATIONAL TELEVISION STANDARDS

Teachers need many kinds of teaching materials and aids, including

recordings, maps, magazines, films, television, and books to arouse the

interests and to further the learning of pupils with a wide range of

abilities. The best teaching and learning situation is provided when

textbooks, a wide variety of library books, magazines, newspapers,

brochures, audiovisual aids, and television are available to teachers

and pupils.

To ensure the satisfactory use of instructional matt,rials and tele

vision, provision should be made for a continuous inservice training

program for teachers and other school personnel. It is essential that

a school have sufficient equipment to meet the needs of. pupils, and that

it is well maintained and stored in a place where it is accessible to

the instructional staff. In addition, the acquisition of a videotape

recorder for each building will increase the flexibility of scheduling

educational television programs.

Statement of Standard

Instructional Materials and or Educational Television Standard

The annual expenditure for library and supplementary materials
and/or educational television shall amount to at least- five dollars
per pupil in average daily membership, and each school division
shall supply from local funds or other available resources the
difference between the amount allocated to each school division
by the Board of Education and the amount herein required.

Description and Explanation

An annual expenditure of at least five dollars per pupil in ADM

for library and supplementary materials and/or educational television



is required of each school division. The expenditure may be made from

local, State, or federal funds.

Ninety percent of Stateaid for public school libraries is apportioned

among the school divisions on the basis of ADM as of March 31 of the

preceding year. Each $2.00 allocated in State funds must be matched

by $1.00 in local funds. Ten percent of Stateaid will be designated

as a library development fund for new libraries. The annual State

allocation for maintaining libraries will amount to approximately $1.79

per pupil for 1972-73 and 1973-74.

Reimbursement will be available to school divisions using educational

television on a 50-50 matching basis up to $2.00 per pupil in membership

as of September 30. The total cost of educational television in excess

of $2.00 per pupil will be eligible for reimbursement from State funds,

providing such rates are approved by the State Board.

Reporting

The amount spent for instructional materials and/or educational

television will be obtained by adding the following items from the

Annual School Report: 17b2 Other Instructional Costs, line 235 Education

Television, and line 314 Library Books, Supplies and Periodicals. The

sum of these two lines divided by the ADM of the school division will

indicate whether or not the division has achieved this standard. A form

will be provided for this report, which will be submitted on July 1, 1973

and each year thereafter.
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V. PROGRAM STANDARDS

Elementary Education

The program for accrediting elementary schools is essential to

upgrading and strengthening elementary education throbghout the Common

wealth. The accreditation standards establish a level of quality for

elementary schools. All schools are expected to meet or exceed standards

established by the State Board of Education.

Statement of Standard

1. Elementary Schools

Each school division that has one or more elementary
schools unaccredited or accredited with a warning by the
Board of Education shall develop by September 1 of the
ensuing school year a plan for each such school to meet
the accrediting standards, and shall state a date accept
able to the Board for meeting those standards.

Description and Explanation

An unaccredited school or a school accredited with a warning should

develop a written plan for meeting a sufficient number of standards to

be accredited or accredited and advised. In general, an elementary school

will be accredited for 1972-73 if it has from 0 to 5 deficiencies and

accredited and advised if it has from 6 to 10 deficiencies.

Procedure for Development

The principal and his staff, in cooperation with members of the central

office staff, are responsible for preparing a written plan to meet accrediting

standards for those schools not accredited or accredited with a warning. .

Members of the Division of Elementary Education of the State Department of

Education will be available to assist these schools in developing plans

for meeting the standards.

1q
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The status of accreditation for each elementary school will be

determined by the State Board of Education in January of each year.

This early date will enable schools that are riot accredited or accredited

with a warning to begin developing a plan to meet accreditation standards.

The following steps are suggested in developing a plan to ensure

that the school meets accreditation standards:

1. Determine the extent and implication of each deficiency

2. Identify the cause of each deficiency

3. Study possible alternatives to resolve each deficiency

4. Develop a plan for resolving the deficiencies

5. Establish a date by which the school expects to meet

the standards

Content of Plan

The plan shall include a list of all schools that were unaccredited

or accredited with a warning, and show the deficiencies of each school

and plans and dates for correcting the deficiencies.

Reporting

The plan for eliminating the deficiencies of each school which was

warned or not accredited must be sent to the Assistant Superintendent

for Instruction in the State Department of Education on or before July 1,

1973 and each year thereafter.

2(1
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The program for accrediting secondary schools is essential to

upgrading and strengthening secondary education throughout the Common

wealth. The accreditation standards establish a level of quality for

secondary schools. All schools are expected to meet or exceed standards

currently established by the Btate Board of Education.

Statement of Standard

2. Secondary Schools

Each school division that has one or more secondary schools
unaccredited or accredited with a warning by the Board of
Education shall develop by September one of the ensuing school
year a plan for each such school to meet the accrediting
standards, and shall state a date acceptable to the Board for
meeting those standards.

Description and_kplanation

An unaccredited school or a school accredited with a warning should

develop a written plan for meeting a sufficient number of standards to

be accredited or accredited and advised. In general, a secondary school

will be accredited for 1972-73 if it has no deficiencies and accredited

and advised if it has from 1 to 5 deficiencies.

Procedure for Development

The principal and his staff, in cooperation with members of the

central office staff, are responsible for preparing a written plan to

meet accrediting standards for those schools not accredited or accredited

with a warning. Members of the Division of Secondary Education of the

State Department of Education will be available to assist these schools

in developing plans for meeting the standards.
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The status of accreditation for each secondary school will be

determined by the State Board of Education in January of each year.

This early date will, enable schools that are unaccredited or accredited

with a warning to begin the process of developing a plan to meet

accreditation standards.

The following steps are suggested in developing a plan to ensure

that the school meets accreditation standards:

1. Determine the extent and implication of each deficiency

2. Identify the cause of each deficiency

3. Study possible alternatives to resolve each deficiency

4. Develop a plan for resolving the deficiencies

5. Establish a date by which the school expects to meet

the standards

Content of Plan

The plan shall include a list of all schools tuat were unaccredited

or accredited with a warning, and show the deficiencies of each school

and plans and dates for correcting the deficiencies.

Reporting

The plan for eliminating the deficiencies of each school which was

warned or not accredited must be sent to the Assistant Superintendent

for Instruction in the State Department of Education on or before July 1,

1973 and each year thereafter.
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Kindergarten

The early years of childhood are crucial in the development of the

basic values, concepts, and skills needed to assure success in later life.

Properly organized kindergarten programs have a high potential for

accelerating the rate of progress of pupils, improving educational achieve-

ment, and preventing dropouts. The following standard is focused upon

achieving, as quickly as possible, the opportunities provided by kinder-

garten programs for all children of the Commonwealth.

Statement of Standard

3. Kindergarten

Each school division that does not provide a kindergarten
program shall by the end of the 1972-74 biennium develop a
plan to provide such a program, and shall state in the plan
a date acceptable to the Board of Education on which the
kindergarten program will be implemented.

Description and Explanation

Explicit in the standard is the requirement that each school division

which does not offer a kindergarten education must develop a plan by the

end of the 1972-74 biennium to provide such a program. The school division

also is required to set a date acceptable to the Board of Education for

implementing the plan.

Implied in the standard is the commitment of the local school board

to implement the plan, once it has been developed, by a given date.

Consequently, both the plan and the date should be adopted officially

by the school board.
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Procedure for Development

The division superintendent, with his staff, should create a committee

to develop a plan for kindergarten education which meets State requirements.

It is suggested that central office personnel, teachers, patrons, and

lay citizens, be represented on the committee. After the plan is developed

it should be reviewed and revised, if necessary, by the local school board.

The board should adopt the plan and state the date set for implementing it.

Content of Plan

The plan should include, as a minimum, the following items:

1. The purposes and objectives of the kindergarten program as

envisioned by the school division

2. The organizational plan to be used in tho program

3. The number of fiveyearolds to be served by the program

4. The number of additional classrooms needed

5. Alterations needed for existing building space that may

be available for kindergarten

6. The number of additional classroom teachers needed

7. Additional instructional equipment and supplies needed

8. Additional school buses that will be required

9. Additional support personnel such as bus drivers, cafeteria

workers, clerical staff, etc., that will be required

10. A cost analysis based upon items 4, 5, 6, 7, 8, and 9 above

11. The date on which the program will be implemented
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Reporting

By July 1, 1974, each school division not operating a kindergarten

program shall submit to the Assistant Superintendent for Instruction

in the State Department of Education a plan for inaugurating a kinder

garten program and a date on which the program will be implemented.

Both the plan and the date for implementation shall be approved by the

local school board.
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Special Education

The basic purpose of education for children and youth who need special

education services is the same as that for children enrolled in regular

school programs. Because of their special needs, however, they cannot

achieve their educational potential unless regular school programs are

modified, supplementary instructional and/or therapeutic services are

provided, or special classes are offered for them. In some cases instruc

tion must be provided in homes, in hospitals, or in other institutions.

The intent of the following standard of quality is to provide an opportunity

for all exceptional children and youth to achieve the maximum benefits

of p"hlic education.

Statement of Standard

4. Each school division shall identify exceptional children
including the gifted, by diagnostic procedures and shall
develop a plan acceptable to the Board of Education to
provide appropriate educational opportunities for them.
Such opportunities may be provided through local programs,
regional cooperative programs, or tuition assistance for
handicapped children where no public school program is

available.

Description and Explanation

To carry out the provisions of this standard, the division super

intendent and the school board are required to identify through the use

of diagnostic procedures all exceptional children in the school division,

and submit to the Board of Education an acceptable plan to provide

vpropriate educational opportunities for them. The plan may be

implemented through local or regional programs, or by providing tuition

assistance when public school programs are not available.



Loz2Proceduref'develoment,

Procedures for the identification and diagnosis of handicapped

children are explained in the publication, Administrative Requirements

and Guidelines for SuciLl.Iducation Pro rams, item 3.4, p. 7 through

item 8, p. 11, adopted by the Board of Education, May 1972. These pro

cedures will constitute ti-;' first step of the plan to be submitted.

"rocedures for the identification of gifted children will be suggested

by September 1, 1972, in a special memorandum from the Division of

Special Education.

A list of pupils who need special education services, including

a diagnostic evaluation for each pupil, should be prepared and filed

in the office of the division superintendent.

Content of Plan

The plan to provide programs for pupils nee ding special education

services should include items such as the kinds of classes and services

to be offered, arrangements that may be made on a regional basis, and

requirements for personnel, facilities, materials, equipment, and trans

portation.

.fie orting

Each school division shall submit to the Assistant Superintendent

for Instruction in the State Department of Education by July 1, 1973 on

forms to be furnished for the plIrpose, information relating to the number

of pupils needing special education services and plans to supply these

services.
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Vocational Education

Students leaving the public schools before or after graduation

should be prepared to continue their education or be prepared for

employment. Vocational education is designed to accomplish the latter

objective by developing knowledge and skills needed for a chosen occupa-

tional field. Although this standard specifically refers to vocational

education, ideally a complete program )f preparation for the world of

work would also include occupational awareness activities, orientation

and exploration experiences, and effective placement and followup services.

Statement of Standard

5. Vocational Education

Each school division shall provide, either within the
division or on a regional basis, training for employment
by students planning to enter the world of work, or it shall
develop a plan acceptable to the Board of Education by
June 30, 1973 to provide such training.

Description and Explanation

The standard for vocational education requires each school division

to provide educational programs for students planning to enter the world

of work. Such programs may be offered within the division or on a

cooperative basis with other school divisions. Divisions which do not

offer adequate programs of vocational education to meet this standard

must develop plans to provide such programs and give the dates by which

the plans will be implemented.



Procedure for Development

School officials in each division shall assess their vocational

education program in terms of the following;

1. Needs and characteristics of students including

a. Number preparing to continue their education or training

(professional, technical, other)

b. Number who will enter employment upon leaving school

c. Number of disadvantaged or handicapped (including those who

are overage)

d. Number leaving school prior to graduation

2. Relevancy of the existing program to labor market needs

3. Adequacy of the existing program with regard to

a. Availability of opportunities in all occupational areas

(Agriculture, Business Education, Distributive Education,

Home Economics, Trade and Industrial Education, Industrial

Arts)

b. Scope of present vocational offerings

c. Enrollment in present vocational programs (A program is an

educational offering which is designed to give students

orientation to, or specific job preparation for, a particular

occupation or cluster of occupations)

4. Availability of needed facilities, equipment, instructional materials,

and supplies

5. Availability of and/or plans for employing competent instructional

and supervisory personnel
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6. Concluding statement assessing the total program of vocational

education in terms of this standard.

If the assessment indicates that the school division is meeting

adequately the needs for vocational education, it will not be necessary

to develop a plan. If it is not, a plan for meeting this standard must

ty: developed. The plan shall include the results of the assessment

already outlined and the items described under Content of Plan, which follows.

Contrmt of Plan

The plan should describe how the standard for vocational education

will be met, eased on the assessment of the current program of vocational

education and the occupational needs of students. The plan should include:

1. New programs to be offered for students, including the disadvantaged

and the handicapped

2. Existing programs to be updated or expanded to meet the needs of

students and the labor market

3. Cooperative arrangements to be made with other school divisions

4. Additional facilities and equipment needed

5. Instruntional and supervisory personnel required

6. Local financial support available, including funds for instructional

supplies, materials, and maintenance

Financial assistance available from the Division of Vocational

Education

8. Time schedule for implementing the plan



Reporting

Each school division shall submit a brief report of the assessment

of the program of vocational education by January 1, 1973v to the Director

of the Division of Vocational Education, State Department of Education.

School divisions not meeting this standard shall submit a plan to meet

this standard to the Assistant Superintendent for Instruction in the

State Department of Education by July 1, 1973.
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Continuing Education

Continuing education provides an opportunity for out-of-school youth

and adults to acruire knowledge and skills needed for self-improvement

and vocational advancement. It provides training in basic skills for

uneducated and under-educated adults, vocational education for adults

preparing for jobs or for new careers, and enrichment opportunities to

meet avocc.Uonal and cultural interests.

Statement of Standard

6. Continuing Education

Each school division that does not provide a program of
adult education either within the division or on a regional
basis shall develop a plan acceptable to the Board of Education
by June 30, 1974 to provide such a program.

Description and Explanation

The standard requires that each school division offer a program

for continuing education for adults and out-of-school youth who need

and desire educational opportunities. Such programs may be offered

within the division, or in cooperation with other school divisions.

The local school superintendent is responsible for assessing the adequacy

of the adult educational program in his division. If the program is

inadequate, the superintendent shall develop a plan by July 1, 1974,

to offer a program of adult education. The date by which this plan will

be implemented shall be indicated.

Procedure for Development

School officials in each division shall assess their continuing

education program in terms of the following:
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1. The current enrollment of adults in continuing education programs:

a. Basic adult education

b. General adult education

c. Vocational education

2. The educational needs of out- -of school youth and adults for:

a. Instruction in basic (elementary) education

b. Instruction leading to a high school diploma

c. Instruction leading to a high school equivalency certificate

based on the General Educational Development Tests

d. Vocational education

(1) Preparation for entering the labor market

(2) Retraining for a new career

(3) Supplementing or updating career skills and knowledge

for job advancement

(4) Consumer and homemaking education

e. Preparation for American citizenship

f. Programs to meet avocational and recreational needs

g. Programs involving special community interests

h. Programs stressing home and parental responsibilities

i. Programs to improve the educational and cultural environment

j. Programs for senior citizens

k. Programs for disadvantaged and handicapped adults

1. Programs for other groups

3. Relevancy of the continuing education program to the needs of the

business and industrial community.

3
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4. Availability of adequate facilities, equipment, and instructional

staff.

5. Concluding statement assessing the total program of continuing

education in terms of this standard.

If the assessment indicates ;;hat the school division is meeting

adrluately the standard on continuing education, it will not be necessary

to develop a plan. If notrthe division superintendent shall develop

a plan for meeting this standard.

Content of Plan

The plan should describe how the standard for continuing education

will be met, based on the assessment of the current program of continuing

education and the needs of out-of-school youth and adults. The plan

should include:

1. New programs to be offered

a. Basic education

b. General education

c. Vocational education

2. Existing programs to be expanded or updated

3. Cooperative arrangements with other school divisions

4. Instructional personnel, materials, supplies, and utilization of

facilities

5. Sources of financial' support

3. Local

b. Divisions of Vocational Education, Secondary Education, and

Special Education of State Department of Education

c. Other
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6. Time schedule for implementing the plan

Reporting

Each school division that does not meet this standard shall submit

to the Assistant Superintendent for Instruction in the State Department

of Education by July 1, 1974, a plan for fulfilling this requirement.

The Ilan should be accompanied by a statement assessing the adequacy of

the existing program of continuing education.



VI. PLANNING AND MANAGEMENT STANDARDS

Adopting Policy

Among the primary functions of a school board are the clarification

of educational objectives and the adoption of policies directed toward

achieving the objectives. The importance of these responsibilities is

stressed in the standard which follows.

Statement of Standard or Objective

1. The School Board shall adopt policies which guide the total
operation of the school division toward established objectives.

Description and Explanation

The standard requires the school board to do at least two things:

(a) develop and adopt objectives for the school division, and (b) adopt

broad policies which facilitate the achievement of the objectives.

Procedure for Development

Each school board, with the assistance of its professional staff,

should define clearly the objectives which are being sought in the school

division. The board should spend as much time as necessary at each

regular meeting to develop policies which facilitate the achievement

of the objectives.

Content

The content applicable to this standard is included in the section

on school policy manual.

Reporting

Information needed concerning this standard is reported under the

section on school policy manual.
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Policy Manual

Written school board policies are blueprints for the efficient,

effective, and consistent operation of a school division. Unless policies

are compiled in written form and kept up-to-date, they may be buried in

board minutes, staff and pupil handbooks, or mixed with various admini-

strative memoranda. The following standard fosters a dynamic policy-

making process and furthers the development of a system for retrieving

policy information at will, for keeping policies up to date, and for

assuring full implementation of all policies.

Statement of Standard or lb,jective

2. The Superintendent shall prepare a policy manual in
cooperation with school division personnel.

Description and Explanation

This standard places on the superintendent the responsibility for

preparing a policy manual in cooperation with personnel in his school

division. No rigid formulas are given by which the superintendent must

develop the manual or involve personnel. This consideration is deferred

to decisions which must be based upon considerations within each local

school division.

A policy manual is to a local school board what the Code of Virginia

is to the General Assembly of Virginia. It includes all of the policies,

rules, and regulations under which the board operates.

Generally speaking, school board policies are broad statements of

principles that give direction for administrative and legislative artion

within a school division, whereas rules or regulations are detailed
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administrative directions for putting policies into action. Rules and

regulations give :specific directions as to how, by whom, where, and

when things are to be done. Insofar as possible, board policies should

be separated from administrative rules and regulations.

Many policies, rules, or regulations of a school board are based

upon the Code of Virginia or upon Lelatiore_Isofthe State_ Board of

Education. When policies, rules, or regulations refer to these, proper

notations or crossreferences should be made.

The following suggestions should be helpful in organizing a policy

manual:

1. Bind in looseleaf form in a ringed notebook in order that
changes may be made easily and quickly.

2. Reproduce pages (on heavy paper) by some duplicating process
with all pages either typewritten or printed, not handwritten.

3. Include a table of contents.

4. Use index tabs to facilitate the identification of each section
of the manual.

5. Select a numerical system for identifying the content of the
manual that contributes to ease in locating topics and permits
flexibility in changing the manual content.

6. Identify the content of each page by use of a general heading
or appropriate index number.

7. Show the date of adoption following each policy statement and
each policy amendment.

8. Place only one item on each page for ease in locating items
and changing the content of the manual.

9. Include appropriate references if a policy stems from State
law, rule, or regulation rather than from a decision of the
local school board.

10. Use color coding to separate policy statements from State law,
State Department rules and regulations. and local administrative
rules and regulations. Each should appear on a separate colored

page with an identical numerical codification system.

,79
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Procedure for Development,

The development of policy is a dynamic, continuous process. The

development of an initial a mull, however, is a project that can be

completed within a given time and involves, at least,, the following

tasks:

1. Identifying and coding existing board policies.

2. Identifying and coding existing administrative rules,
regulations, and other procedural instruments designed
to implement board policies.

3. Separating official board policies from administrative rules
and regulations designed to implement them.

4. Identifying and reconciling contradictory statements.

5. Checking policies for consistency and conformity with State
law, State Department of Education regulations, federal guide
lines, and court rulings.

6. Identifying areas of concern which are not covered by
written policy.

7. Preparing recommendations for board action regarding new
policies and/or revisions of existing policies.

The initial development of a policy manual should be headed by a

staff member or a consultant. Developing a policy manual is a time

consuming process, and adequate staff time must be allotted for it.

Because of his knowledge of the school division and its needs, it would

be preferable to assign this task to a staff member rather than to a

consultant. If a consultant is employed he should have the background

and experience needed to accomplish the task. In either case, the person

heading the project must involve the personnel of the school system in

developing the manual.
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In developing a policy manual, the following records and documents

should be reviewed:

1. Existing policies and administrative rules and regulations
manual.

2. Board minutes for the past five years.

3. Master contracts negotiated with employees.

4. Budget documents for the past five years.

5. Teachers' and students' handbooks.

6. Policy manuals for individual schools.

7. Boardapproved advisory committee reports.

8. Current educational specifications for new construction.

9. Boardapproved cooperative agreements with other divisions,
educational cooperatives, federal projects, and/or foundations.

10. Present State Boal'd of Education rules and regulations.

11. Boardapproved federal project proposals.

12. Blank copies of personnel contracts.

13. Present administrative handbook or memoranda which include

the following items:

organiation chart
purchasing guides
emergency operating plan
use of school facility forms
job descriptions
requisition forms
school calendar
fic ;ld trip reglltions

When the policy manual is completed it should be reviewed and discussed

thoroughly by the school board. After careful study, all policies included

in the manual should be adopted officially and all other previouslyadopted

policies should be rescinded.

.10
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A copy of the manual should be made available to each school board

member and the central office staff. Each school should have two copies,

one for the principal's office and one for the library. The manual should

be kept up-to -date.

The clerk of the board should be charged with making copies of any

future policy, rule, or regulation adopted by the board and for distributing

them to the appropriate persons.

Content )f Polies anual

The content of the manual should be organized into chapters which

should be divided into sections and paragraphs. Appropriate suggestions

are included in the Educational Policies Reference Manual distributed

by the National School Boards Association. The following listing,

however, furnishes a general guide to the content of a manual:

I. EDUCATIONAL PHILOSOPHY

Objectives of education
Purposes of the school

II. ORGANIZATION AND STRUCTURE

Legal status
Administration of system
Governmental framework
Body corporate
Compliance with State authority

General organization
Authority and title
Legal status of school district
Legal power of board of education
Type and description of school district
Membership

number and composition of membership
term of office
filling vacancies
removal from office
qualifications
residence requirements
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Officers
Standing commi'..tees

Temporary committees
Oath of office
Election of officers

chairman
vice chairman
clerk
board counsel

Duties and responsibilities
Chairman (or president)
Vice Chairman (or vica president)

Secretary
Treasurer
Members

Meetings
Regular

notification
time and place
public sessions
adjourned sessions
executive sessions
preparation of agenda
meeting materials
minutes

Special
notification
time and place
public sessions
adjourned sessions
executive sessions
preparation of agenda
meeting materials
minutes

Annual
notification
time and place
public sessions
adjourned sessions
executive sessions
preparation of agenda
meeting materials
minutes

Operational procedures
Rules of order
Order of business
Quorum
Voting
Committees
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Citizenship participation
Handling of complaint3
Adoption and amenament of

policies
bylaws
administration regulations

Periodic review of
policies
bylaws
administration regulations

Expenses of board and members

Compensation

Conflict of interest

Council and committees .

Advisory councils and committees
School advisory committees

III. CERTIFICATED PERSONNEL

Statement of guiding philosophy

Superintendent of schools

Qualifications
Recruitment, selection or election
Duties and responsibilities
Professional growth
Certification
Contract

Assistant superintendent(s)
Qualifications
Selection
Duties and responsibilities
Professional growth
Certification
Contract

Supervisors, directors, coordinators, specialists, etc.

Qualifications
Recruitment and selection
Duties and responsibilities
Professional growth
Certification
Contract

13
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Principals--elementary school, junior high school, and
senior high school

Qualifications
Recruitment and selection
Duties and responsibilities
Professional growth
Certification
Contract

Teachers

Qualifications
Recruitment and selection
Duties and responsibilities
Professional growth
Certification
Contract

Temporary or assistant personnel
Student teachers
Summer school teachers
Recreational personnel

Employment, dismissal, and working conditions
')rientation

Assignment and transfer
Resignations
Evaluation
Promotion
Working conditions

extra curricular duties
staff meetings
committee assignments
time schedule
dutyfree period(s)
tutoring

Inservice education
Retraining
Retirement
Records
Nonschool employment
Dismissal

Publication
Professional organizations
Soliciting and selling
Negotiations

Medical examinations
Types
Frequency
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Leaves and absences
Sick leave
Maternity leave
Military leave
Personal leavf,.

Sabbatical leave
Absences
Travel
Professional leave

Selection, retention, and tenure of teachers
Probntionary period
Continuing employment
Tenure

Salaries and fringe benefits
Insurance
Retirement
Vacations
Salary guides
Salary checks and deductions
Extra pay
Hospitalization

Relationships among board, superintendent, and professional
personnel

Procedure for adjusting grievances

Contracts

Political Activity

IV. NONCERTIFICATED PERSONNEL

Classifications and job descriptions

Employment, dismissal and working conditions
Recruitment
Application procedure
Qualifications
Selection
Duties and responsibilities
Probationary period
Contractual arrangements
Health examination
Compensation
Fringe benefits
Ehployment conditions
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Promotions
Dismissal
Transfers
Off-duty employment
Solicitation and selling
Evaluation
Grievances
Overtime
Deductions
Work schedule
Supervision
Expenses
Leaves and absences

absences
vacations
sick leave
maternity leave
military leave
holidays
other leaves and absences

Salary guides
Salary checks and deductions
Insurance
Hospitalization
Negotiation

V. SCHOOL - COMMUNITY MATIONS

Relations with news media
Coverage of board meeting
Appearances, interviews, and performances
School news board, staff, and student releases
Access to schools and classrooms
Access of photographers to grounds and classrooms

Public participation
Regular board meetings
Hearings
Visits
Gifts and donations
Conferences
Citizens advisory groups

types
organization and dissolution
prospective members and appointments

composition
communication
liaison personnel
publicity
volunteers

6
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Parentreacher Association
relationship with school board
cooperation with faculty
cooperation of students

Citizens assistance to school personnel
purposes
qualifications of assistance
legal implications
relationship to school personnel
remuneration

Relations between public and students
public appearance and performances by students
contests for students
gifts to students
soliciting funds from students
soliciting information from students
student utilization of commercial facilities
furnishing student information to solicitors

School facility use
facility availability
group eligibility
use of private profit
application and approval procedure
fees

hours

supervision
selling and advertising of school property
supervision by school personnel
gratuities for school personnel

Relation to nonpublic educational agencies
parochial schools
private schools

Public activities involving staff and student participa
tion in community activities

complaints concerning school personnel
gifts to school personnel
soliciting from school personnel

Relationship with other governmental agencies
police agencies
fire and safety agencies
health agencies
welfare agencies
intermediate units
state agencies
federal agencies

VI. INSTRUCTION

Establishment of instructional objectives
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Organization of instructional program
Kindergarten and elementary programs
Secondary programs (including junior, senior, adult,
and posthigh school programs)
Adult programs
Programs for exceptional children
Summer schools

Standards of instructional programs
Policy statement concerning quality of program
Maximum class size
Teaching load
Length of school day and term
Instructional expenditures

Evaluation of instructional program
Personnel involved in evaluation

board members
professional staff members
local citizens

Techniques of evaluation

Selection and use of textbooks and instructional materials
Provision of textbooks to pupils
Appointment of textbook selection committees
Use of instructional materials in the classroom
Establishment and use of materials center(s)
Plan for distribution of textbooks and materials

Special educational services
Provision and use of library facilities
Administration and interpretation of standardized testing
Guidance and counseling services
Psychological services
Health services

Extra class activities
Intramural athletics
Interscholastic athletics
Publications
Clubs

Instructional resources for teachers
Audiovisual materials
Curriculum consultants
Paraprofessional personnel
Helping teachers
Community resources
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Classroom procedures
Teaching methods
Experimental programs
Field trips
Curriculum extensions

special services and classes
special schools
home teaching
summer school
recreation
cooperative work programs

Individual and remedial services
health
guidance

psychological
psychiatric
reading
speech

Student production of services and materials
printing in school shop
vehicle repair in auto shop

Classroom management
class size
testing
grouping
homework
field trips
use of audiovisual aids
exhibits
release time
lesson plans for teachers

Special schools
emotionally disturbed
physically handicapped
mentally retarded
visually handicapped
adult education
summer school
vocational school
other

Inservice activities of professional staff to improve the
instructional program

Teaching of controversial issues

VII. PUPIL PERSONNEL

Attendance



Attendance law
Admission requirements
Attendance area--zones
Attendance regulations and procedures

attendance records
tardiness
absence
early dismissals
transfer: (1) within system; (2) between systems
release during school hours
withdrawal
nonresident students
census

Behavior and discipline
general policy
hazing
damage to property
dress and conduct
corporal punishment
detention of pupils after school
suspension and expulsion
orauthorized student meeting

Reporting of pupil progress
grading system
reports to parents
promotion and retention

Textbooks and supplies (care and responsibility)
Honors, awards, and scholarships
Activities

student government
student organizations (clubs, fraternities,

sororities)
school publications
social events
athletic program

interscholastic
intramural

field trips
contests and other activities

Health regulations and procedures
examinations
vaccinations
exclusion for communicable diseases; readmission
health records
pregnancy
use of drugs

Safety regulations and procedures
fire drills
supervision
safety patrol
traffic regulations
school accidents, injuries, medical aid, etc.

school insurance
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Personal expense of pupils
student photographs
fees

laboratory expenses
class rings, sweaters, etc.
gifts to school employees
collection of money--fund raising programs
class gifts

Transportation
Miscellaneous

married students
sectarian consideration
student employment

in school
out of school

special services provided
student use of motor vehicles and parking
post graduates
census
work permits

VIII. BUSINESS AND OPERATIONAL PROCEDURES

Organization and responsibilities

Budget
Planning
Preparation of budget document

involvement
budget calendar

Priorities
Board presentation
Council presentation
Publication
Public review
Adoption
Transfer of funds between categories
Budget as spending plan
Surplus funds

Income
Local funds

taxes
other sources

State funds
foundation program
other sources

Federal funds
Tuition



Material fee
Sale of books, equipment, material, and salvage
Sale and rental of property
Gifts, grants, and bequests
Investment of idle funds
Borrowing

bonds
short term loans
debt limitation

Expenditures
Purchasing guides

quality of goods and services
quality purchasing

standareization of supplies and equipment
quality control

relationship with vendors
local vendors
vendors representatives
gifts

performance guaranties

Purchasing procedures
requisition
specifications
bids and quotations
purchase order
order followup
receiving goods
pay for goods and services
individual school purchasing
personal purchasing

Accounts
System of accounts
Classification of expenditures
Periodic financial reports

treasurer's report
monthly financial report
budget and expense report
annual financial report
periodic audit

Internal accounting

Auditing

Inventories
System
Building
Program
Special project
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Bonding
Fidelity
Performance

Money in school building

Reporting stolen property

Noninstructional operation
Operation of plant

salaries
fuel
water
light and power
supplies
telephone
security of buildings and grounds
service of equipment
employee service
contracted service

Maintenance of plant
Grounds
Buildings
Heat
Light
Plumbing
Other equipment

Payrolls

Title to gifts

Fixed charges
Pensions
Insurance
Rent

Auxiliary agencies
Library salaries
Library books and supplies
Health service salaries
Health service supplies
Transportation

equipment
personnel
service areas
fees
nonpublic school pupils
safety
use of pri,ately owned cars
utilizing other public transportation
handicapped students
board buses
contract buses



Debt service
Payment of bonds
Interest on bonds
Interest on notes
Investment of funds

Capital outlay
Grounds
Buildings
Heat, light, and plumbing
)ther capital outlay

Reporting

Each school division will be asked to submit a copy of ito official

policy manual to the Division of Research and Statistics of the State

Department of Education by June 1, 1974.
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PLANNING CAPABILITY

Every school division in Virginia continuously faces many unmet

needs. The existing level of educational services must be maintained;

yet, at the same time, new needs constantly arise. A systematic approach

to educational planning is needed in each school division to assure

continuity of efforts toward achievement of longrange as well as short

range goals. Without such an approach planning becomes haphazard and

often immediate crises and shortrange goals take precedence over the

achievement of important longrange goals. The following standard is

focused upon the development of a planning capability in each school

division in the Commonwealth.

Statement of the Standard

3. The superintendent
and organizational
to plan for future

shall develop the capabilities, procedures,
structure to enable the school division
needs.

Explanation and Description

The standard places upon the division superintendent the responsibility

for developing a planning capability in a school division. It is encumbent

upon him to assign responsibility for planning, to develop a stepbystep

procedure for planning, and to provide an organizational structure fol

planning.

In some schoo. divisions fulltime, technicallytrained personnel

may be available to provide leadership for planning activities. In other

school divisions this responsibility must be assigned to regular staff

members. In either case the following discussion of the factors involved

in planning should be helpful.
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:orevelorProcedurPstnent

Even a simple planning procedure requires sequential steps which

guide tht. process. The following step-by-step procedure has been used

successfully in management and industry and is suggested for those

concerned with identifying and meeting long-range educational objectives

in an orderly way.

Administration by Objectives

EVALUATE
PROGRAM

11(

IMPLEMENT
PROGRAM

DEVELOP PROGRAM
TO MEET NEED

CHOOSE WAY(S) TO
MEET THE NEED

MANAGEMENT
NEEDS

......-J

LIST WAYS TO
MEET EACH NEED

CLASSIFY
NEEDS

DIRECTIONAL
NEEDS

SELECT NEEDS
TO BE MET
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There are eight steps in the procedure. Each is discussed in the

paragraphs which follow.

1. Identifying Needs. Needs should be identified through an indepth

study of the extent to which the current program is achieving the purposes

of education that have been established for it. The discrepancy between

purposes and achievement represents needs.

2. Classify Needs. (Optional) Once needs have been determined they

should be classified as either management needs or directional needs.

Management needs are those which must be met to maintain the existing

efficiency of the school system, such as painting school buildings on

a regular schedule. Directional needs are those which must be met to

develop a higher level of program effectiveness, such as increasing the

academic achievement of first grade pupils in reading. In some school

systems, a preoccupation with management needs leaves little time for

directional needs.

3. Selecting Needs To Be Met. Ideally, it would be desirable to

initiate programs to meet immediately all identified needs. In most

cases, however, priorities must be set. Considerations involved in

selected needs to be met include the educational urgency of the need,

available resources (in terms of personnel, facilities, equipment,

materials, funds), and time.

4. Listing Alternative Ways To Meet Each Need. After it has been

determined which needs are to be met (setting priorities), every possible

means should be considered for use in meeting them. There are usually

several ways to attain an objective. It is important to consider all

options before deciding upon a course of action.



5. Choosing Way(s) To Meet Each Need. In deciding upon the way(s) to

meet each need, the following criteria should be applied to each alter

native: relative effectiveness in meeting the identified need, preliminary

cost estimate; personnel, facilities, and materials required; acceptability

of the program to those who will receive it as well as to those who

will conduct it; positive and negative efforts on the total school program;

and continuation requirements.

6. Developing a Program To Meet Needs. After way(s) to meet each need

have been determined a program should be developed to accomplish the

desired objective. The folio-wing aspects of the program should be

developed in writing: objectives; program conLEnt; program requirements

(staff, facilities, equipment, materials, cost); time schedule for imple

menting the program; and provision for evaluation.

7. Implementing the Program. After the program has been developed

it should be presented to the school board for approval. If approved,

it should be adopted officially bythe board as the first step in

implementing the program. Board adoption gives the program official

status; the administration must carry out the approved program.

8. Evaluating the Program. It is necessary to know precisely the

effect of a program in terms of its objectives. Frequent administrative

reviews should be made of new programs, and school boards should partici

pate in evaluating reviews at least semiannually. It is important to

know precisely what is being done, why it is being done, what it is

producing in measurable terms, and how much it costs. When this knowledge

is available, it can be determined how effectively educational programs

are meeting the needs of the comunity.
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The procedure described above may'be modified or extended, but

basically will indicate the directions which must be taken to develop

planning procedures. To make procedures operative, there must be a

structure for planning. The following structure is proposed as a minimum

for any school system.

ORGANIZATIONAL STRUCTURE

SUPERINTENDENT

PLANNING
COUNCIL

111al....1 1.111 11r ImIm111L
TASK FORCE TASK FORCE TASK FORCE TASK FORCE

For Need 1 For Need 2 For Need 3 For Need 4

Planning Council

Each superintendent should appoint a Planning Council which should

include a chairman and seven to 15 members. Although dependence must

be placed primarily upon professional employees in a school division,

the Council also may use members of the community to assist in educational

planning. The chairman of the Planning Council should coordinate the

planning activities of the school division and serve as the superintendent's

representative in all matters pertaining to educational planning. The

*superintendent should continue the strategic role he has always played

in planning; however, he needs assistance from the school division that

perhaps he has not had in the past. The Planning Council permits extensive

use of school and community personnel who have special qualifications

and abilities to perform certain planning tasks which must be achieved.
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The function .)f the Council is to provide leadership in planning to

meet the educational needs (directional) and thus develop a more effective

school program. Its main responsibilities should include;

1. Identifying the needs of the school system.

Recommending to the superintendent an order of priorities among

the dirctional needs of the school system.

3. Recommending to the superintendent the membership of task forces

to ievelop programs of action to meet specific needs.

4. Hearing reports from various task forces as programs are developed

to me, ,t needs.

5. 'Recommending to the superintendent programs of action to meet needs.

b. Fvaluating the results of programs of action and reporting the

evaluations to the superintendent.

Task Forces

Members of the task forces needed by the Planning Council to assist

it in carrying on its work should be recommended by the Council and

appointed by the superintendent. They should be selected on the basis

of individual competency to perform the assigned task and might come

from within or outside the school system. The number of task forces that

would be used in any school division would depend upon the number of

needs chosen for special attention by the Planning Council and the extent

of difficulty in meeting the needs which are selected for special attention.

The function of a task force would be to develop a written program to

met .1 specific need assigned by the Planning Council. A task force

would be responsible for:

1. Stating the sp 'fic objectives to be achieved in the program

designated to meet an assigned need.
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2. Developing the procedures (curriculum) to be used in the program.

3. Identifying the program requirements in terms of staff, facilities,

ecuipment, materials, and costs.

4. Developing a time schedule for implementing and administering

the program.

5. Developing a plc.n for evaluating the results of the program in

terms of its objectives.

The Responsibilities Chart shown below indicates the individuals

and groups involved in educational planning in the procedure known as

"Administration by Objectives."
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Between the initial steps of identifying needs and the eventual

implementation of programs to meet them, everyone concerned with the

schools--from pupils to board members--may participate. This broad

involvement strengthens the planning process and makes it possible to

initiate and carry through many improvements in a logical and systematic

way.

Content of Plan for Planning

The content of a minimual plan for planning should include: a

step by step procedure for planning and an organizational structure

for planning. Each of these aspects of planning was discussed in the

foregoing section on "Procedures for Development."

Reporting

The fiveyear school improvement plan to be submitted by June 1,

1974, shall include a description of the plan for planning in the school

division. This description should cover the stepbystep procedure

and the organizational structure used in planning.
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FiveYear School Improvement Plan

A fiveyear school improvement plan should assist school divisicions:

1. By helping to keep efforts focused on the goals of education;

2. By providing a commitment to progress and accountability in achieving

the goals of education;

3. By defining priorities and relating them to resources:

4. By providing for a balanced program of education, avoiding undue

influence by special interests within and outside the school system;

5. By helping to avoid dissipation of efforts and depletion of resources

which result when attention is given exclusively to the daytoday

operation of schools;

6. By identifying both the common and the special needs of the community

served by the school system;

7. By encouraging experimentation for program modification, based on

discrepancies between the goals of the school division and pupil

achievement;

8. By encouraging the continuous accumulation of significant data

on educational progress in the school system;

9. By alloca' ng an investment of human and material resources in

designing a program to achieve educational goals; and

10. By reflecting the views and aspirations of the people in the

community.

Statement of Standard

4. The superintendent shall involve the community and his staff

in the preparation of a fiveyear plan, which shall be updated
annually. Such a plan shall be based on a study of the extent
to which pupils are achieving the eight broad objectives formu
lated by the Board of Education and shall be designed to raise

the level of pupil performance. This plan shall be reviewed



and approved by the School Board and submitted to the State
Superintendent of Public Instruction for approval by the
Board of Education.

Jescription and Explanation

The superintendent is charged with involving his staff and the

community in developing a fiveyear school improvement plan. He also

is responsible for updating this plan annually. This implies that the

planning process should be continuous.

Two basic features required are that the plan shall be based on

the eight purposes of education adopted by the Board of Education and

on the extent to which pupils are achieving these purposes in the school

division. Local school authorities must analyze the purposes of education

in their school division in relation to the eight State objectives and

collect pupil achievement data to assess educational progress.

The completed plan must have the approval of the local school board

and the Board of Education.

Procedures for Development

In the section on developing Planning Capability (Planning and

Management Standard 3) a procedure was discussed which could be used by

a school division in developing a fiveyear school improvement plan.

In that section a Planning Council of from seven to 15 members was

recommended. The Council should be given the responsibility for developing

the fiveyear plan, as well as other systemwide plans required by the

Standards of Quality and Objectives.
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The Council should be representative of the various personnel groups

in the school system and should include at least one or two lay -epre

sentatives. Central office- personnel should not constitute a majority

of the membership of the Council, although they should work closely

with it. An example of how a Council of 15 might be composed follows:

The assistant superintendent of schools
2 secondary school principals
2 elementary school principals
2 central office supervisors
3 elementary teachers
3 secondary teachers
2 laymen

The members of the Council may be appointed by the superintendent,

or elected by the groups they represent. The superintendent should

call the first meeting and preside until a chairman and a recording

secretary are chosen. He should assure the Council that the central

office staff is available to furnish data needed to carry on its work.

This supporting role of the central office staff is essential. The

Council has only the authority to recommend to the superintendent a

plan for the improvement of education in the school system; it does

not have the authority to adopt the plan. This is the responsibility

of the school board and should be discharged with the help and advice

of the superintendent.

Following are the essential steps that should be taken by the Planning

Council:

1. The Council should define the purposes of education for the school
system.

It is possible that statements of purpose already have been developed

in the school system. These may be found in individual schools that

have been accredited, in curriculum guides, and elsewhere. A statement
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of educational goals may have been adopted by the school board. The

Planning Council should review carefully these local statements and

the eight purposes of education contained in the Standards of :2uality

and Objectives. The final statement recommended by the Council should

include the broad purposes of education for the school division. It

should be clear that the goals of education reflect the aspirations

of the school division and citizens for the education of the children

of the community and are expressed in terms of the learning outcomes

expected. All that the community provides in the future in human. and

material resources and program must be justified solely by the extent

to which they contribute to the realization of the goals of education

for children and adults.

2. The Planning Council should assess both the common and the special
educational needs of children and adults of the community.

Most of this assessment should be done for the Planning Council by

the central office staff. It should include information on the six

"Performance Objectives for School Divisions" in the Standards of Quality.

and Objectives. More specifically, the central office staff should

assemble for the Council all available evidence that defines the progress

being made in achieving each of the purposes of education. For example,

in goal number 2 in Standards of Quality and Objectives, which applies

to the acquisition of skills and knowledge needed for education beyond

high school, the central office should have data on the success of graduates

in college, followup data on graduates in jobs, and the extent to which

demands for skilled and semiskilled personnel are being met. High schools

may be asked to supply information on competencies which arc being developed

CC,



-57-

that make for intelligent consumers. If such information is not avail-

able for all goals of education, action should be taken to acquire it

continuously on a prescribed schedule. Without access to basic data

that define progress being made in achieving the goals of education,

planning is likely to degenerate into a statement of undocumented

preferences supported by the most vigorous individuals and groups, or

to reflect the support of programs simply because others have them.

Goal-based planning is difficult because it demands a comprehensive

and continuous assessment of the educational progress of children and

adults in the community. It is much easier to estimate enrollments and

to describe the building program and personnel desired. As important

as such planning of resources is, however, it must not occupy the major

attention of a Planning Council.

As the Council ascertains progress in achieving educational goals

and meeting performance objectives, it assesses the educational needs

of the community. For example, an excessive dropout rate may be discovered

as the number of graduates are compared with first-grade enrollments

12 years earlier, or the reading level of pupils may be found to be

unsatisfactory. Even with such a goal as Number 6, which calls for

an understanding and appreciation of different nationalities and ethnic

groups, it may be true that students "understand and appreciate" Western

cultures much better than they do Eastern cultures, or western European

people better than Latin Americans. Individual schools will be especially

helpful to the Council in assessing educational needs. The teacher and

principal representatives on the Council will encourage their colleagues

1"
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to report observed discrepencies between goals and achievement. If

these can be documented to the satisfaction of the Council, they should

be included in the list of educational needs. In fact this cooperation

between the individual schools and thil Council is essential. Frequently,

needs will relate primarily to one or two schools in the system and any

systemwide plan must recognize this fact.

3. With educational needs defined as a result of comparing achievement
with goals, the P. arming Council is rea y to outline ayrogram and
to describe the resources needed to implement it.

At this point the Council may wish to use task forces to develop

plans to meet specific needs. In any case, the Council is ready to

outline a program and describe the resources needed to implement it.

In so doing, due regard should be given to innovations being tried else

where which deal with needs similar to those identified in the local

system. The central office staff again will serve the Council in a

survey of pertinent innovations and their results. The recommendations

of the Council may call for one or more pilot studies in selected schools

to test the applicability of promising innovations to the local school

system. If an excessive dropout rate is found, the Council may recommend

the introduction or expansion of a workstudy program in one or more

high schools. If there is excessive retardation in the elementary schools,

a plan for reorganizing them on the continuous progress concept may be

called for, or a reorganization of the 12 years of schooling into three

levels of four years each may be recommended. If students are failing

academic subjects in high school at a disturbing rate, the guidance

program may need reorganization, or an effort to revise the curriculum
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may be indicated. If the Council, with the help of the central office

staff, probes deeply enough in its search for educational needs it may

find that "attitudes and values that lead to responsible participation

as a citizen of our r-Tu.tic" are weak. For example, there may be little

enthusiasm for helping with local cleanup or wastesalvage campaigns,

or little respect for property. A related recommendation of the Council

may call for a reorientation of the extracurricular programs in high

schools and new emphasis on cooperation between the schools and the

recreational program of the community. Thus the Council plans programs

to meet observed educational needs that are found in the discrepencies

between educational goals and their achievement.

4. The Plannin: Council must estimate the resources--both human and
material--that will be needed for the recommended ro7757ran

After the program(s) is developed, the Council must estimate the

personnel, materials, buildings, etc. which would be needed to support

it. The help and advice of both the school board and the superintendent

will be needed.

5. The PlanninCouncil must set priorities for each of the five years
of the plan.

Obviously not all needed programs can be achieved at the same time.

Consequently, the Council should recommend priorities for all programs

envisioned.

6. The Plannin Council 122efitiouldroosecazidcontinuous
evaluation.

The central office staff will be expected to provide the Council

with regular reports on the success of the recommended program as it

develops. Annual revisions in the fiveyear plan will be based on the

continual assessment of progress in achieving educational goals through

a carefully planned program.



Content of the Five-Year Plan

The format of the five-year plan to be submitted to the Board of

Education should Include the following sections:

1. The purposes of the school division designed to achieve the eight

broad purposes of education adopted by the State Board of Education

(Cf. Introduction, StanpideofQualAarPublic

Schools in Virginia, 1972-74.)

2. Assessment of the extent to which the school division is achieving

its purposes, including documentation.

3. Needs to be met as a result of the difference between purposes (1)

and the assessment of the extent to which these purposes are being

achieved (2).

4. Description of the programs to be modified or initiated to meet

identified needs (3). All programs, both instructional and supportive,

to be modified or initiated should be considered for inclusion in

the five-year plan. For example, kindergarten, special education,

vocational education, and continuing education would be logical

components, even though some of them must be developed and reported

prior to completion of the five-year plan. Building and transporta-

tion needs would be included. The five-year plan should be compre-

hensive, including all aspects of education that should receive

attention during the next five years.

r. Estimates of the resources needed to implement the programs (4).

6. Priority listing by years of programs which will be initiated.
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7. Description of the methods which will be employed yearbyyear to

assess results.

8. Description of plans for annual updating of the fiveyear plan.

Reporting

The division superintendent will submit to the Division of Research

and Statistics of the State Department of Education by June 1, 1974,

the fiveyear school improvement plan for his division. The plan must

be approved by the local school board.



Superintendents' Annual Plan

Once objectives are identified their achievement depends upon

implementing activities which are designed to attain them. Among these

activities is the allocation of resources. Usually, these resources include

personnel, equipment, instructional materials, building space, and other

such items. To provide these resources wher needed, it is necessary that

they be identified and provided for in the annual school division budget.

The intent of the following standard is to assure the proper allocation

of resources needed to achieve the fiveyear plan which is required in

each school division.

Statement of Standard

5. Annual School Plan

The superintendent shall prepare and present to the school
board an annual plan to achieve specific objectives of the
approved fiveyear plan as a part of the annual operating and
capital outlay budgets.

Description and Explanation

Explicit in this standard is the obligatirr of the division super

intendent to describe in the budget document the relationship between

proposed expenditures and the objectives scheduled in the fiveyear plan

of the school division. It is implied that priorities have been set in

the fiveyear plan and a time schedule has been determined for achieving

them.

Procedure for Development

In the most sophisticated budgetary procedures, objectives to be

achieved are intricate parts of the budget. In those school systems
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which have moved toward a planningprogrammingbudgeting system caution

must be exercised to assure that the objectives budgeted each year are

those included, according to time priorities, in the fiveyear plan.

School systems not using such a procedure should attach a statement to

the budget document showing the special objectives to be achieved during

a fiscal year and the funds allocated for achieving them.

Content of Su erintendent's Annual Plan

The minimum content required under the standard is that once the

fiveyear plan has been approved in each school division, subsequent

annual budgets must include documentation that relates objectives (annual

priorities) in the fiveyear plan to the annual allocation of resources.

This documentation may range from a sophisticated planningprogramming

Isadgeting system to inclusion in the budget document of a page on which

annual objectives, drawn from the fiveyear plan, are stated and are

crossreferenced with budget items.

Reporting

Beginning with the budget that is developed for the 1974-75 school

year, the budget presented to the school board for approval shall include

documentation that relates achievement of objectives stated in the five

year plan to the annual allocation of resources. A copy of the annual

plan should be submitted to the Assistant Superinter.dent for Administration

and Finance in the State Department of Education by June 30, 1974 and

each year thereafter.
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FollowUp Studies of Former Students

To plan effective educational programs for students guidance and

curriculum specialists, school administrators, and higher education

faculties need information about school programs and the effect of such

programs on students. Studies of representative groups of students begun

while they are enrolled in the ninth grade and continued for four years

after they leave public school will provide data needed to facilitate

decisionmaking affecting programs of public schools and institutions of

higher learning.

Statement of Standard

6. The superintendent shall, as directed by the Board of Education,
make annual followup studies of former students (dropouts and

graduates) who enter employment or who continue their education
beyond high school as a means of assessing the effectiveness of

the school program.

Description and Explanation

The major purpose of followup studies of former students is to. provide

a means for assessing the effectiveness of the school program. To serve

this purpose effectively, several objectives must be achieved. Among

these are the following:

1. To determine the kinds of information to be collected.

2. To determine how often, in what sequence, at which grade levels,

and for what periods of time after students leave school infor
mation is to be collected.

3. To determine the size and composition of the samples from which

information is to be collected.

To determine the procedures for collecting the required information.



-65-

5. To develop the forms on which the required information is to
be recorded.

6. To develop systematic procedures for analyzing the information
collected.

7. To prepare guidelines for reporting and disseminating results
of the studies.

No item of information should be collected unless it will be useful

in assessing the effectiveness of educational programs. Data of the

following types will provide a basis for comparisons among groups, e.g.,

graduates versus dropouts, college versus noncollege:

(a) Personal and family data, including socioeconimic and attitudinal
information

(b) Educational and occupational plans

(c) Standardized test scores of aptitude and achievement

(d) Academic inventory

(e) Current status (school, job, military, etc.)

Procedure for Development

Data for items (a), (b), and (c) above will be collected every other

year for all ninthgrade students, beginning with the academic year 1973-74.

When these students reach the 12th grade, these data will be updated (a,b,c)

and an academic inventory (d) will be prepared.

Data previously collected will be updated one year after graduation

and again four years after graduation for a random sample of the graduates

for whom data were collected in the ninth and twelfth grades, and data

for item (e) above will be collected.

For students who withdraw from school between the beginning of the

ninth grade and the end of the twelfth grade, a termination form and an

academic inventory will be completed at the time they leave school. Data
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previously collected will be updated for a random sample of the withdrawals

one year after they left school and again four years later, and data for

item (e) will be collected.

There are four phases of data collection in the followup study of

each surveyed ninthgrade base population. The following describes these

data collection phases:

InSchool Data Collection (Phases 1 & 2)

1. Collection of base data on all ninthgrade students in
alternate years.

2. Update of base data on all of the studentF when they
reach the twelfth grade.

OutofSchool Data Collection (Phases 3 &

3. Collection of data on students surveyed in the ninth grade
who subsequently withdraw from the public school system.

4. Followup studies on scaled, random samples of high school
graduates and withdrawals in base ninthgrade groups.

Phase 1: Collection of base data from ninthgrade students

To establish the base file of information from which all samples for

followup studies of former students will be drawn, data will br, collected

on all ninthgrade students in alternate years. Early in the ninthgrade

year a student questionnaire will be used to obtain tke following types

of information:

(a) personal and family data, including socioeconomic and attitudinal

information;

(b) general educational and occupational plans, including the

intention to complete the high school program; and

(c) standardized test scores to indicate academic aptitude and

achievement.
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Phase 2: 2pdate of information files as students surve ed in the ninth
grade reach the twelfth grade

A student questionnaire will be used as late in the twelfth grade

as feasible to supplement and update information obtained in the ninth

grade. An academic inventory, including subjects taken and grades received,

also will be prepared.

Phase 3: Collection of information on students leavincithepablic school
program

A questionnaire will be answered by the student at the time he leaves

the public school system to ascertain his reasons for leaving and his

occupational and educational plans. An academic inventory also will be

collected at this time.

Phase 4: Followup studies of former students

Followup studies will be conducted for the following three groups

of former students:

(a) withdrawals;

(b) graduates who do not enroll in post high school training or
educational programs, and

(c) graduates who enroll in post high school training or educational
programs.

All followup studies of former students will be conducted by random

samples of the students on whom data has been collected in the ninth grade,

in the twelfth grade, or upon termination of their public school education.

An average sample size of 50 percent of the original number surveyed will

be sought; however, sample size in individual school divisions will be

scaled to the size of the division so that information obtained through

the followup study will be meaningful for the locality.
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Questionnaires to be completed by former students one year and four

years after they left school will be used to obtain information for the

followup studies. In the case of graduates who are enrolled in post high

school training, short questionnaires will be sent to the institutions

they attend approximately one year after enrollment.

The minimum data necessary for successful follow up studies of former

students will be collected. Questionnaires similar to those used in the

Senior Survey will be designed to facilitate computer analysis. Descriptive

statistical analyses will be sent to school divisions, and additional

analysis will be made by the State Department of Education.

Content of FollowUe_ptudies of Former Students

The content of the program is outlined in the Summary of Data Collection

shown On the next page. Questionnaires and academic inventories for the

collection of data will be developed and supplied by the State Department of

Education.

Reborti.ig

Phase 1 of the data collection effort for the first group of ninth

grade students will be completed during the fall of 1973. Except for

data requested by the State Department of Education, no report will be

required from the school divisions.
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Instructional Supervision at the Central Office Level

Instructional supervision at the central office level requires a

continuous search for the best answers to four basic questions:

1. What are the specific objectives of a school division and each
of its schools in relation to the eight broad purposes of
education stated in the Standards of. Quality and Objectives?

2. What activities should be provided for pupils that will contri
bute most to the achievement of these objectives?

3. How ma these activities be organized to assure an efficient
instructional program, and what instructional materials will
contribute most to these activities?

4. To what extent have pupils achieved the objectives sought in
(1) above?

The intent of the following standard is to foster a dynamic program

of instructional supervision and to clarify responsibilities related to

this program.

Statement of Standard

7. The superintendent and his staff shall provide an effective
program of instructional supervision and assistance to
principals and teachers that is consistent with the objectives
of the school system.

Description and ExtLanation

The division superintendent and his staff are responsible for providing

an effective program of instructional supervision. They also are charged

with pro- iding assistance to principals and teachers that will help them

achieve the objectives of the school division. No rigid formulas are given

for achieving an effective program of instructional supervision and

assistance; however, at least two responsibilities are implied:
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The superintendent and his staff must focus upon maintaining

within a school division the level of instructional effectiveness

already achieved; and each year they must foster some activities

which are focused on upgrading the level of instructional

efficiency.

These responsibilities require two types of supervisory personnel:

special or subjectmatter supervisors who concentrate on a thrust for

change, and general supervisors who concentrate on instructionalprogram

maintenance. It is expected that someone at the central office level

will be responsible for planning, organizing, implementing, and evaluating

the program.

Procedure for Deve3opment1=11
Each school division should have one person at the central office

level whose primary responsibility is planning, organizing, implementing,

and evaluating a program of instructional supervision. Other than this,

the primary locus of supervision and the number of staff members employed

are the responsibility of the school division. Some school divisions may

wish to assign a general supervisor for each school and have special

supervisors available in the central office. Others may wish to have all

supervisory personnel operating from the central office. In either case

each school division will be responsible for devising a plan for instructional

supervision that best meets its needs.

Content of Supervisory Services at the Central Office Level

Instructional supervision is a dynamic process, and it is difficult

i.o describe definitely all of its components. Some aspects of the process

arc mor. visible than others; yet some of those processes not easily

describea are often the most productive. The program should include at
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least the following:

1. Recommending textbooks and other instructional materials and
media for adoption and use in the school division.

2. Providing appropriate in-service educational programs for school
division personnel including college-sponsored classes and
local activities.

3. Providing opportunities for involving teachers and principals
in determining the objectives of the school division.

4. Providing opportunities for involving principals and teachers in
determining the most appropriate activities and courses of sLudy
that will help in achieving the objectives of the school division.

5. Providing opportunities for principals and teachers to determine
the most appropriate organization of the school day in each school.

6. Providing teachers and principals with expert technical assistance
concerning teaching methodology and subject matter content.

7. Providing techniques and assistance for diagnosing the instructional
needs of individual pupils and groups of pupils and prescribing
ways to meet these needs.

8. Providing opportunities for assisting teachers and principals in
determining instructional strengths and weaknesses and recommending
procedures for improvement.

9. Fostering activities with wide involvement throughout the school
division that would strengthen consensus with respect to
resolving instructional issues in the school system.

10. Fostering innovative educational programs on an experimental basis
that may lead to improved teaching practices.

Reporting

Beginning June 1, 1974, and each year thereafter, each school division

will be asked to submit an annual report to the Assistant State Superintendent

for Instruction. This report should be prepared by the person in the school

division who is charged with the division-wide program of instructional

supervision, and it must be reviewed, approved, and signed by the division

superintendent. It should include the following:
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1. The plan for instructional supervision within the school division

including identification of roles, relationships, and responsi

bilities.

2. The deployment of personnel to accomplish the plan.

3. The major goals, objectives, and supporting activities of

the program for the current year.

An evaluation of accomplishments of the program in terms of the

division objectives for the current year.

5. Plans to be pursued for future development and improvement of

the program.

This composite report will supersede individual supervisory reports

now required.
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E-ALUATION OF CENTRAL OFFICE PERSONNEL AND PRINCIPALS

There are many reasons for evaluating central office personnel

and principals. Among them are the elimination of incompetent persons,

the assessment of personnel for promotion, the assurance of accountability,

the improvement of performance, and the professional development of

personnel. IL is believed that the prime purposes of evaluation should

be to improve performance and to promote professional development.

Although other purposes may be served simultaneously by the procers

of evaluation, the central thrust must be in the direction of improvement.

An individual, in cooperation with his evaluator, can diagnose the status

of his current performan e as it is related to job expectations. Given the

results of that diagnosis, appropriate performance objectives can be formu-

lated, action can be taken to accomplish them, and an assessment can be

made of the outcomes.

Implied in this approach is an assumption that an individual is capable

of improving his performance. The chances that he or she will make the

necessary effort are enhanced if evaluation is conducted systematically

with good planning, conscientious follow-through, and careful assessment

of results.

Statement of Objective

8. The superintendent and his staff shall provide for the cooperative
evaluation of central office personnel and principals and shall
provide assistance to principals in the cooperative evaluation
of teachers and other school employees.

Des"itilExlanation

Three things are explicit in the standard: (1) evaluation shall be a

cooperative process in which both evaluatees and evaluators share respon-
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sibilities in various phases of the process; (2) the superintendent and

his sl.aff have direct responsibility for evaluation of central office

employees and principals and for providing assistance to principals

in evaluating teachers and other school employees, and (3) principals

have direct responsibility for evaluating teachers and other school

employees.

This standard deals with the evaluation of central office personnel

and principals. The principal's responsibility for evaluating teachers and

other school employees is dealt with in Objective h, Individual School

Ehminaan22222022nt Objectives.

Procedure for Development

It is suggested that a committee be appointed in each school division

to develop policies, procedures, and materials for the evaluation of central

office personnel and principals. The committee's job should be guided Ly

the model on the next page.

The process of evaluating central office personnel and principals, as

envisioned, would include the following five major areas shown in the

model:

1. Establish Performance Criteria: As the first step, broad areas

must be defined, and performance criteria for each area must be designed

(based upon job content and job expectations) to use in assessing job

performance.

2. Identify Performance Targets,: When job performance has been

assessed, areas which can be strengthened and improved should be identified.

These "performance targets," identified in terms of objectives to be sought,

will dictate actions to be taken to improve job performance.
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3. Collect Performance Data: In this step, evidence is assembled

to indicate the extent to which performance targets are being or have been

accomplished.

4. Make Evaluative Assessments: The fourth step is the involvement

of evaluator and evaluatee in assessing the degree to which "performance

targets" have been met. Data collected in Step 3 are used at this point.

5. Conduct Evaluation Conference: As a final step, a conference

should be held to review the evaluation, to assess accomplishments, and to

identify further steps to be taken.

The committee charged with the development of policies, procedures,

and materials for evaluating central office personnel and principals, would

make recommendations which ultimately must become school division procedure

to determine:

1. Who shall be evaluated and how frequently?

2. Who shall participate in the evaluation at each step in the process?

3. What time limits should be prescribed for each step in the

evaluation process?

4. What regulations should govern the use and storing of evaluation

findings?

The committee also would be charged with developing the following materials:

1. An inventory form, including broad areas and performance criteria

based upon job content and job expectations, to be used to identify areas

in of strength as well as those in which improvement is needed in terms of

job performance.

2. A form for recording "performance targets" identified from (1) above.

3. Forms to be used by both evaluator and evaluatee to assess the

degree of accomplishment in achieving "performance targets."

PT



4. An overall assessment form to be used as a final step in evaluation

It !I .ziven tires.

Full explanations, together with sample forms are included in the

resco document, Tentative Re ort Committee on the Evaluation of

rerLxnmi.. Any part of this document may be used as needed by local school

flontmt of Plan for EvaluatiuCentral Office Personnel and Principals

The outcome of the work of the evaluation committee for central office

personnel and principals should be An Eimluation Procedures Handbook. It

contain a clear explanation of the evaluation process and include

some or all of the following:

1. Statement of the rationale of the evaluation plan

2. Statement and definition of performance criteria

3. Suggestions for formulating performance objectives (work targets)

4. Sequential steps in the evaluation process, including some or
all of the following:

(a) who are to be evaluated

(b) who are to serve as evaluators

(c) frequency of evaluations

(d) timetable for completing an evaluation cycle

(e) kinds of evaluation data that may be assembled to determine
if performance objectives have been obtained.

(f) type and frequency of evaluation conferences

(g) suggrstions for documenting evidences of unsatisfactory
performance

(h) appeal procedures available to individuals whose performance
has been judged to be unsatisfactory

A
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). EvaluAlon forms and records

6. Other pertinent topics

Reporting.*

By June 1, 1974, each school division will be asked to submit to

the Assistant Superintendent for Instruction of the State Department

of Education an Evaluation Procedures Handbook describing the process

to be used in evaluating the performance of central office personnel

and principals.

*One handbook that includes separate sections on the evaluation of central

office personnel and principals, the evaluation of teachers, and the
evaluation of other employees may be developed for the school division.
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VII. PERFORMANCE OBJECTIVES

Performance objectives for the State and for local school divisions

are related to many aspects of public education which are measurable.

Identification and measurement of these factors will indicate progress by

the State and local school divisions in achieving results which are thought

to be basic to quality education. Information collected by the State

Department of Education will provide statistical material which will

indicate the extent of progress in meeting the 10 State and six local

performance objectives.

State

Statement of Objective

1. A number of pupils equal to at least 70 percent of the pupils
who entered the first grade 12 years earlier should be graduated
from high school.

Description and Explanation

Statistics available in the State Department of Education for grade-

one membership of 12 years earlier, adjusted grade-one membership, and the

number of graduates will be used to determine whether this objective is

being met. (See Schocl Division Performance Objective 1).

Statement of Objective

2. The percentage of the school population overage in the elementary
grades should not exceed twenty percent of the enrollment in

grades K 7

laaritionanclanation

The totals for the State for the respective data items involved (number

of pupils overage, K-7; total number of pupils, K-7) will be calculated from



school division figures available in the State Department of Education.

(See School Division Performance Objective 2)

Statement of Objective

3. The percentage of the student population achieving at or above
grade level norms orthe equivalent as measured by approved.
standardized achievement tests should equal or exceed the mean
ability level of the student population as measured by appro-
priate scholastic aptitude tests.

Description and Explanation

Test scores available in the State Department of Education will be used

to determine whether this objective is being met. (See School Division

Objective 3.)

Statement of Objective 8

4. At least 31,750 five-year-old children in the State should be
enrolled in kindergarten.

AlaraliaLaggallagi°n

The number of five-year-old children enrolled in kindergarten programs

in Virginia will be obtained from State reports to determine whether this

objective is being met.

Statement_. of ObJective,

5. At least 130,000 pupils should be enrolled in summer programs.

pesargion_and_bcrdanation

The total number of pupils enrolled in summer programs in Virginia

will be obtained from State reports to determine whether this objective

is being met.

StatemeAt_o_f ObJective,

6. At least 50,000 eligible children should be enrolled in special
education programs.

I
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Description and ExPlanaUon

The total number of pupils enrolled in special education programs as

reported on the Special Education Summary Report will be used to determine

whether this objective is being let.

Statement of Objective

7. At least 135,000 adults should be enrolled in continuing education
programs.

Description and Explanation

The number of adults enrolled in the adult vocational education program,

the general adult education program, and the adult basic education program

will be obtained from State reports to determine whether this objective is

being met.

Statement of Objective

8. At least 70 percent of the high school graduates should continue

their education in programs provided by colleges and by schools
such as business, nursing, data processing, and trade and technical.

Description and znarlaum

The number and percent of high school graduates continuing their

education will be obtained from records available in the State Department.

Of Education and will be used to deter mine whether this objective is being

met.

Stat-ment of Objective

9. At least 90 percent of the teachers should be assigned to teach

only those subjects for which they have certificate endorsements.



Descri=ption and Explanation

The percent of teachers assigned to teach only those subjects and

grades for which they have certificate endorsements will be obtained

from records available in the State Department of Education and will be

used to determine whether this objective is being met. (See School

Division Performance Objective 6).

Statement of Objective

10. Ac least 23 percent of the teachers should hold advanced degrees.

Description and Explanation

The percent of teachers holding advanced degrees will be obtained from

records available in the State Department of Education and will be used to

determine whether this objective is being met or exceeded. (See School

Division Performance Objective Number 4).

Reporting

No additional reports pertaining to State Performance Objectives will

be requested from school divisions. Information required for reporting

whether the objectives are being met will be taken from reports available

in the State Department of Education

School Divisions

atatemant.otOblective

1. High School graduates expressed as a percent of the first-grade
enrollment 1 years earlier should increase by at leapt three
perent each year, or until a level of 70 percent is reached.
Appropriate adjustments will be made for school divisions with
significant increases or decreasps in school population.

fv3
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Description and Explanation

For each year, the gradeone membership at the end of the year 12

years earlier will be adjusted for increases or d.acreases in school

population. The adjusted gradeone membership will be compared with the

number of graduates for the current year to determine if a level of 70

percent has been reached, or if the percent of graduates has increased by

at least three percent from the previous year.

The adjustment to tb gradeone membership of 12 years earlier will

be determined as a percent of change for the school population using school

membership and school census data. Consideraticn will be given to further

adjustment for school divisions that can justify membership changes other

than those due to inmigration and ovtmigration.

Sources of Data

. Gradeone membership is the sum of the number of pupils promoted

and the number of pupils retained as reported in the Age Grade

Distribution Table of the Annual School Report.

b. Number of graduates is the sum of the number of regular session

graduates reported on the Final_AnniVl_Righ School Report and

the number of summer school graduates reported on the Preliminary

Annual Secondar School Accreditation Reemtv

Statement of Objective

2. The percentage of the school population overage in grades X-7

sb.uld be reduced by at least two percent each year or until

a level not exceeding 20 percent is reached.

description and explanation

The number of pupils overage is the sum of all pupils whose ages

exeeerl by one or more years the expected Ales for each grade, K=7.

If the percent of pupils overage in grades X=7 exceeds 20 percent,

then figures for the previous. year will be used to determine whether the
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decrease has been two percent or more each year.

Source of Data

Number of pupils overage, K-7, and total number of pupil, K-7,

are reported in Table 8, Age Grade Distribution For All Original

Entry Pupils (El -1- E2), of the Annual School Report.

"statement of Objective

3. The percentage of the student population achieving at or above

grade level norms or the equivalent as measured by approved

standardized achievement tests should equal or exceed the mean

ability level of the student population as measured by

appropriate aptitude tests.

Description and Explanation

This objective, requires that pupil achievement equal or exceed pupil

ability for each school division, as measured by standardized tests.

Standardized tests of ability and achievement will be administered by

school divisions to pupils in the grades included in the State Testing

Program. Average scores of ability and achievement will be reported to

each school division and to the State Department of Education. From these

data the State Department of Education will determine if the percentage

of the student population achieving at or above grade level equals or

exceeds the average daily ability level of the student population.

Source Of Data

Test scores for each school division will be used to determine

compliance with this objective. No additional reports will be

required.

Statement of Objective

4. The percentage of teachers holding advanced degrees should

increase by at least two percent each year or until at least

23 percent of the teachers hold such degrees. Work toward

advanced degrees should be in the subject area to which the

teacher is assigned.

9 5
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Description and Explanation

If the percent of teachers holding advanced degrees each year does

not exceed 23 percent, figures for the previous year will be used to

determine whether there has been an increase of two percent.

Scurce of Data

Teachers employed will be those reported on the AnnUal Report of

Instructional Personnel. Information on degrees held will be taken

from teacher's certificate records in the State Department of Education.

Statement of Ob'ective

5. The percentage of attendance of pupils shall noy fall below the
average of the last three years or 90 percent of the school

membership.

Description and Explanation

If the percent of attendance for the curmnt year does not equal or

exceed 90 percent, then figures for the previous three years will be used

to determine whethtf bhe percent of attendance Teets or exceeds the average

for the three years.

Source or Data

Percent of attendance is determined from aggregate days attendance

and aggregate days membership reported in Table 4, Distribution of

Attencianc Data in

OX Term of the Annual School Reuri.

Statement of_ Objective

6. Teachers shall be assigned to teach only those subjects for
which they have certificate endorsements' unless exceptions
are granted by the Board of Education.

The daily assignments of teachers will be checked against their .

certificate endorsements. Exceptions to this objetive, however, may be

1



87

made by the Board of Education.

Sources of Data

Teacher's assignments will be those reported on the Teacher Daily

Assignment Form. This form is part of the Elementary School

Accreditation Report and the Preliminary Annual Secondary School

Accreditation Report. Information on endorsements will be taken

from the teacher's certificate records in the State Department of

Education.

Reporting

No additional reports covering Performance Objectives will be

requested from school divisions. Information will be taken from reports

already available in the State Department of Education.
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VIII. PLANNING AND MANAGEMENT OBJECTIVES

1. INDIVIDUAL SCHOOL PLANNING AND MANAGEMENT

Annual School Plan

Development of an annual school plan is not a new process for most

elementary and oeconlary schools in Virginia. For example, the accrediting

standards adopted by the Board of Education for elementary and secondary

schools require that each school formulate immediate and long-range plans

for achieving the schools' purposes. Similarly, the Southern Association

of Colleges and Schools requires that accredited schools and those seeking

initial accreditation engage in a program of institutional study and prepare

and implement an annual plan for school improvement. The following objec-

tive in no way conflicts with the State or regional accreditation standards;

rather, it reinforces them. The annual school plan envisioned in the objec-

tive would meet the requirements of both types of accrediting standards.

Statement of Objective

a. The principal shall involve the community and his staff in
the preparation and implementation of an annual school plan,
which shall be consistent with the division-wide plan and
which shall be approved by the division superintendent.

Description and Explanation

Each principal in Virginia is charged with the responsibility for

preparing and implementing an annual plan for his school. He also is

directed to involve both the community and his staff in preparing the

plan and implementing it.

The objective stipulates that the annual school plan shall be consistent

with the divisionwide plan and shall be approved by tilt, division superin-

tendent. The annual school plan, as envisioned in this objective, need
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not encompass the entire operation of the school for a particular year.

It should he focused directly on those aspects of the program chosen

annually for special efforts toward school improvement.

Procedure for Develo ment

Each principal should appoint a committee composed of members of

his staff and representatives of the community to assist in preparing

and implementing the annual school plan. The following steps are suggested

in developing the plan:

1. Assess the current status of the school. Each school should

assess what it is accomplishing toward achieving its purposes.

Data from all available sources should be usod in making this

assessment.

2. Determine the areas that need s ecial attention. When the

current status of a school has been determined and concensus
is achieved with respect to what the school should be doing,
then it would be possible to identify the areasof the school
program which need special attention.

3. Determine riorities amon the areas needin: special attention.

No school can do all things at once. Consequently each school

should determine one or more areas that need special attention
and concentrate on them.

4. Determine the wa s to im rove the area s chosen for special

attention. Problems often can be solved in several ways. The

methods used to solve problems that have been given priority
must be within the capabilities of the school.

5. Develop and implement a plan. After the methods for solving
the problems in the selected areas have been determined, a plan
of action should be developed and implemented.

6. Evaluate the plan. After sufficient time has elapsed, the
annual plan should be evaluated in terms of its contribution
to the school improvement program.

7. Revise redefine and choose other areas for improyemulv
To make the planning process continuous, the plan should be

evaluated and revised annually.



Content of the Annual School Plan

The content of the plan should include the following:

1. A statement of the area(s) identified for special attention;

2. A description of the procedures to be used to solve problem(s)
related to the area(s) chosen for special attention; and

3. A description of other areas that should be given special
attention in planning for future improvements of the school.

Reportin

Division superintendents will be asked to complete a Progress Report

on the Acchievement of Individual School Planning and Management Objectives

(ah) for submission to the Division of Research and Stati3tics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.
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School Handbook of Policies and Procedures

A school handbook of policies and procedures, if properly developed,

can be one of the most valuable sources of information concerning rules,

regulations, and information necessary for the efficient and effective

operation of a school. The handbook should serve es an authoritative and

readilyavailable reference to the rules, policies, and procedures governing

a school.

A school policy handbook must be based upon the legal hierarchy which

controls public education, in Virginia. This hierarchy begins with the

Constitution of Virginia and statutes enacted by the General Assembly.

Following these are the Regulation of the State Board of Education which have

the effect of law. Next in order are the policies, rules, and regulations

of the local school board, followed by the policies, rules, and procedures

of a local school.

A school may adopt policies, rules, and procedures that foster its

uniqueness and give expression to its opportunities to create an effective

environment for teaching and learning. A school cannot adopt any rule,

regulation, or policy that contravenes those of any other body or agency

occupying a higher level in the hierarchy.

Statement of Objective

b. The principal shall develop a school handbook of policies and
procedures which are in compliance with and which implement
division policies.

Description and Explanation

The principal is charged with the responsibility for developing a

school handbook of policies and procedures. This does not mean that he
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may not involve others in developing the handbook. It merely means that

he must see that it is done.

The handbook must include policies and procedures which are in

compliance with and which implement division policies. It must include

at least two types of policies and procedures:

(1) Those which implement the policies, rules, and regulations
of the local school board, and

(2) Those which are necessary for the efficient operation of the
local school, provided they do not conflict with the policies
of the school board.

Procedure for Development

Some school divisions may find it desirable to have several schools

work together to develop handbooks, especially on the elementary level.

Systemwide planning also may be useful in providing essential continuity

and correlation in developing handbooks for the elementary, middle, and

senior high schools.

In all instances, however, each school is encouraged to have a

committee involved in developing its handbook. The committee should

include teachers, parents, and pupils and, if possible, a representative

from the central office. The principal should serve the committee as a

resource person.

This committee, working under the guidance and direction of the

principal, should:

1. Define the purposes of the school policy handbook.

2. Collect relevant information on State laws and State Board of
Education rules and regulations, the systemwide policy manual,
other school handbooks, and unique characteristics of the school.

1 C2



-93

3. Outline the content of the handbook with attention to attractive
and functional format.

4. Identify assignments given to committee members and set deadlines
for completion of specific tasks.

5. Study, review, and evaluate the sections of the handbook as they
are developed.

6. Solicit suggestions from other faculty members.

7. Have the tentative copy of the handbook reviewed by representatives
of the central office staff and a legal advisor to insure that it
implements policies and procedures included in the systemwide
policy manual.

8. Reevaluate and edit the nlnuscript for school board approval.

9. Publish the handbook in mimeographed, looseleaf form to facilitate
revisions which might be needed.

10. Select a committee to revise and update material periodically.

Content of Handbook

The content of the handbook should be organized under major topics or

chapter headings. Chapters may be subdivided into appropriate sections and

sections into paragraphs, each of which should be addressed to a specific

policy, procedure, rule, or regulation. It would be well to use a numerical

system to code each statement or series of related statements according

to chapter, section, and paragraph.

Following are suggested chapter headings for the school handbook:

1. Brief History of the School

2. The Philosophy and Objectives of the School

3. Organization and Administration

4. Curriculum

5. Personnel Policies

103
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6. Policies and Services Relating to Students

7. Facilities and Equipment

8. School-Community Relations

9. General Information

It is suggested that the handbook be prepared in loose-leaf form so

it can be kept continuously up-to-date. Three copies of the handbook

should be available in each school, one in the principal's office, one

in the library, and one in the central office. Schools all need to

duplicate the handbook, or sections of it, periodically, for distribution

to teachers, pupils, and patrons.

Reporting

Division superintendents will be asked to complete a Ecaldre222221rt

on the Achievement of Individual School Planning and Mana ement Objectives

(a-h) for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.



-95

Coordinating The Services Of All Persons Who Work In A School

Within any school there are many programs and services. For example,

the instructional area includes guidance, library, health, and other services

which augment and support classroom instruction. There also are many

programs, such as language arts, mathematics, and science, which must be

coordinated. In addition, there are clerical, secretarial, food, custodial,

maintenance, and other supportive services which must be integrated into the

efficient and effective operation of the school.

The fact that persons with a wide range of skills, abilities, educa

tional backgrounds, and personalities are employed in these programs and

services complicates the process of coordination which requires the

efficient deployment and management of all school personnel.

Statement of Objective

c. The principal shall coordinate the services of all persons who
work in the school to provide a healthful, stimulating school
environment and an efficient and effective operation.

Description and Explanation

The objective states that the principal shall coordinate the services

of all persons who work in the school, and defines the scope of his

responsibility for services offered by school personnel.

Procedure for Development

No special activity or procedure is suggested for developing coordi

nation within a school program. Attention to coordination must permeate

all activities related to administration.
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Content of Program for Coordinating the Services of Personnel

The content of a well coordinated program within a school should

include the following:

1. Development of clear statements defining the roles and
responsibilities of personnel, and the interrelationships of
all instructional and supportive services within the school.

2. Development of efficient work schedules for instructional and
supportive personnel; and

3. Development of an orglmizational chart showing authority and
responsibility within the school.

Reporting

Division superintendents will be asked to complete a Progress Report

on the Achievement of Individual School Planning and Management Objectives

(ah) for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.

{.;
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Assigning Pupils to Classest_flograms, and Activities

To maximize learning it is extremely important that each pupil be

assigned to those classes, programs, and activities that meet his individual

needs. To achieve this objective, the pupilassignment plan in any school

must be focused on individual pupils and not on mass deployment techniques.

Frequently, pupils are classified as aboveaverage, average, and below

average on the basis of capacity and/or achievement and then placed in

classes according to these classifications. Although such a procedure results

in more homogeneous groups of pupils, it does not insure individualized

instruction which is the hallmark of quality education.

Statement of the Standard or Objective

d. The principal shall assign pupils to classes, programs, and
activities that are desigtad to promote maximum learning. All
pupils whose achievement is below a level commensurate with their
scholastic aptitude should be diagnosed for learning disabilities
and appropriate instruction should be prescribed.

Description and Explanation

Each principal is responsible for developing and instituting procedures

within his school for assigning pupils in such a way as to promote maximum

learning. The principal will develop an instructional program which includes

classes, programs, and activities which, if pursued, will meet the needs of

pupils. The principal, with the help of his staff, will develop procedures

for determining the needs of each pupil and for making individual assignments

based on Vlese.

The principal also is responsible for giving special attention to

underachievers. Further, once a prognosis is made, a definite prescription
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must be made for each pupil to help him close the gap between his potential

and his actual achievement.

Procedure for Development

Each school has some plan for assigning pupils. Consequently, no

principal would have to begin to design a plan where none existed; rather,

the beginning point would be the involvement of faculty, centraloffice

personnel where applicable, and other available consultative help in a

thorough review of each school's pupilassignment plan. The purpose of

such a review would be to institute new practices and modify existing

practices to achieve the intent of this planning and management objective.

The program of pupil assignment designed to meet this objective
, J.

should include, as a minimum, the use of the findings from diagnostic

tests, instruments for recording professional opinions, and the identified

needs of each pupil as a background for assignment to classes, programs,

and activities. Also, within each pupil's cumulative folder there should

be a record of his recognized needs in terms of the school's objectives at

a given time and what assignments have been made to help him meet these

needs. In addition, there should be included, in the cumulative folder

for underachievers a written plan, or prescription, that would help him

close the gap between capacity and achievement.

Content of Pupil Assignment Plan

A pupil assignment plan should include the following:

1. Description of the procedures, instruments, and personnel used
to determine the individual needs of pupils.

2. Description of the assignment plan that is used in the school
to place pupils in classes, programs, and activities.
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3. Description of the means used to keep records on tie existing
needs of pupils at a given time.

4. Descriptic.1 of the written "learning prescription" for those
pupils who have a lag between capacity and achievement at a

given time.

Reporting

Division superintendents W11 be asked to complete a Progress

on the Achievement of Individual School Planning and Management Ob :ctives

12=h1 for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.

11.
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Ensurin The Effective Use of Instructional Materials and Equipment

For the most effective use of instructional materials and equipment,

each pupil in a school should have access to learning materials which are

appropriate to his achievement, his ability, and the learning outcomes

(skills, values, and concepts) he is seeking in relation to the stated

objectives of the school. A variety of materials also should be available

to him.

Most instructional media, such as textbooks, are written for the

averartl learner, are designed for mass use, and include materials sequenced

in relation to the objectives of the author and not to the needs of a

pupil in a particular school. Textbooks and other media are indispensable

tools, but unless they are used effectively learning is not sufficiently

individualized.

Statement of Objective

e. The principal shall ensure that instructional materials and
equipment are used to provide learning experiences that are
compatible with the educational needs of pupils.

Description and Explanation

The principal is responsible for assuring the most effective use of

instructional materials and equipment in his school and for seeing that

the materials and equipment used are related in a meaningful way to the

learning needs of pupils.

The selection and use of media within a school must be based upon

objectives determined in relation to the eight broad purposes of education

stated in the Standards of Quality and Objectives. It is also implied

vac
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that within each class anticipated learning objectives must be stated

and appropriate materials and equipment must be used. It also i3 implied

that the media shall be sufficiently varied to meet the range of pupil

abilities in the school.

Procedure for Development

In his inservice and supervisory activities with teachers, each

principal should involve his faculty in developing objectives for each

subject by levels. These objectives should be both meaningful and

measurable. When objectives have been determined, media and equipment

should be selected that will contribute most toward attainment of each

objective. This process may include the development of learning packages

and learning modules. The identification of objectives and of appropriate

teaching media, combined with an effective management system, should

result in the most effective use of instructional materials and equipment.

Content of Pro ram for Effective Use of Instructional Materials

A program which insures the most effective use of instructional

materials and equipment should include written statements of educational

objectives for each subject by levels. Listed with these objectives should

be media available for use in achieving them. The management system that

is employed should assure that each pupil will use media related to his

ability and to the objective(s) he is pursuing.

Reporting,

Division superintendents will be asked to complete a Progress Report

on the Achievement of Individual School Planning and Management Objectives
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la--h for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.
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The Progress of Individual Students and The
Effectiveness of the Instructional Program in Each

Classroom and In The School As A Whole

An essential element of any educational program is a determination

of the extent to which its objectives are achieved. Evaluation focuses

on the impact of the educational program on the individual as a person,

the measurement of knowledge acquired, and the degree to which skills are

mastered. Measurement of the intangible outcomes of education, while

difficult, is nonetheless essential. It is generally recognized that

sound planning for an ongoing school program must be based on an understanding

of how well the existing program is serving its purposes. In addition,

.
the public is demanding a more adequate assessment of educational outcomes

as part of its concern for accountability in education.

Statement of Objective

f. The principal and his staff shall establish methods of evaluating

the progress of individual students and the effectiveness of the

instructional program in each classroom and in the school as a

whole:

Description and Explanation

The three phases of evaluation included in the objective are sufficiently

comprehensive to embrace every aspect of the school and its program. Inasmuch

as the function of the school is the education of the persons who are enrolled,

evaluating the progress of each pupil as an individual is the heart of this

objective.

Procedures for Development

The first step in this task is the development of a statement of

educational objectives for each pupil, since such objectives provide the
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basis for developing criteria for measuring growth. These objectives must

be developed within the parameters of the eight general purposes of educa

tion approved by the Board of Education. The pupils should take part in

this process.

The educational achievement of each individual should be assessed

in terms of these objectives. In addition to an analysis of the pupil's

progress to date, this procedure requires a diagnosis of his interests,

abilities, and learning characteristics in order to provide a sound base for

developing his educational program. A learning program, including the

materials needed for instruction, then can be projected for the individual.

The individual's progress should be monitored continuously and adaptations

made as needed in the program. Evaluation instruments should be used which

are designed to measure the individual's progress in achieving objectives.

Many of these evaluation instruments may be prepared by the teacher.

The second phase of the plan is the evaluation of each classroom. The

basic data needed for this phase is information already collected on the

ability and progress of each pupil in the classroom. Careful analysis of

this information will provide data indicating the degree of progress which

has been made by members of the group. When this has been done, generaliza

tions can be made concerning the strengths and weaknesses of the instructional

program provided in the classroom. It may be found, for example, that

satisfactory progress was made in the achievement of certain educational

objectives which are common to all members of the group, while the

achievement of other objectives may have fallen short of expectations. It

then will be possible to explore reasons for tnese successes and failures

as basis for planning improvements.
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Other factors to be assessed include the general learning environment

of the classroom: Is the environment conducive to good interpersonal

relationships? Is it conducive to maximum learning? Were good management

practices in evidence in the classroom? Was supervision of students

adequate? Did students have maximum ooportunity for selfinitiative in

their learning? Were adequate and appropriate curriculum materials available?

Was there adequate availability of professional resources to supplement

those of the teacher in charge of the group? Was the competence of teachers

used to the best advantage? What, if any, curriculum adjustments are

indicated for next year?

The third phase of evaluation, which involves the school as a whole,

should be derived largely from data already accumulated for individual

pupils and for classrooms. GenEralizations about the effectiveness of the

school as a whole can be drawn from these data. Since standardized

instruments are not available for many aspects of the required evaluation,

the judgment of competent, informed persons must be sought. The principal,

teachers, other professional personnel, and laymen should be involved in the

evaluation of the school.

As in the case of each classroom, when generalizations concerning the

achievement of educational purposes in the school as a whole are analyzed

strengths and weaknesses will be revealed. Thus, for example, it is

possible to assess the degree to which the basic learning skills are being

mastered in the school.

Additional factors should be examined in determining the effectiveness

of the school as a whole. Stated as questions, they include: Does the
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general atmosphere of the school facilitate learning? Is the school

atmosphere one which recognizes the worth and dignity of each student?

Is the environment of the school such that professional resources are

geared to the learning needs and program of the individual student?

An important area to be evaluated in determining the effectiveness

of the school involves relationships between the school and community.

Questions such as the following should be answered: Is ther adequate

communication between the school and community? Does the community

understand how the school is attempting to achieve its goals? Does the

community understand and support the relationships between the objectives

and the curricula of the school and the functions of school personnel?

Are the various resources of the community, human and otherwise,

approrpiately used in the school program? Is there appropriate

coordination of the school program with programs of other agencies in the

community and with other community institutions, such as the home and

the church, which affect the learning of students?

Content of the Plan for Evaluating Pupil Progress

The State Department of Education will provide forms for school

divisions to use in evaluating the progress of individual students and

the effectiveness of the instructional program in each classroom and in

the school as a whole.

Reporting

Division superintendents will be asked to complete a Progress Report

on the Achievement of Individual School Planning and Management Objectives
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lahl for submission to the Division of Research and Statistics of the

State Department of Education on Juno 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.
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Instructional Su ervision and Assistance to Teachers

Instructional supervision at the local school level requires the

involvement of all concerned persons in a continuous search for tentative

best answers to four basic questions:

1. What are the specific objectives of the school in relation to
those of the school system and the eight broad purposes of
education that are stated in the Standards of Quality and
Objectives?

2. What activities should be provided for pupils that will
contribute most to the achievement of the objectives of the
school?

3. How may these activities be organized to assure an efficient
program of instruction in the school, and what instructional
materials may best be used in these activities?

4. To what extent have pupils achieved the objectives stated in
(1) above?

For maximum effectiveness supervision of instruction must be centered

in the school and the principal must be involved in the process. The

intent of the following objective is to foster an effective program of

instructional supervision and assistance to teachers at the local school

level and to clarify responsibilities concerning the program.

Statement of Objective

g. The principal shall provide direct instructional supervision
and assistance to teachers to help them meet the standards
for classroom planning and management and shall utilize availa
ble supervisory and other consultant personnel as needed to
ensure an effective instructional program in the School.

Description and Explanation

The principal is responsible for providing direct instructional

supervision and assistance to teachers. This means that in small schools

the principal must spend an appropriate amount of his time working directly
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with teachers, individually and collectively, on problems of instruction.

In large schools, even though an assistant principal may have the primary

responsibility for supervising instruction, the principal must make certain

that an effective program is provided.

The objective also requires that direct supervision and assistance to

teachers be focused upon the six Classroom Planning and Management Objectives,

namely: (1) humanizing instruction, (2) providing for individual differences

of pupils, (3) using instructional materials effectively, (4) organizing

learning activities, (5) developing a favorable psychological climate for

learning, and (6) evaluating the progress of students. (See Standards of

Quality and Objectives, Classroom Planning and Management Objectives).

The principal also should utilize available supervisory and consultative

help needed. This means that the principal must plan a program of

instructional supervision that coordinates the services available in the

school with those in the central office.

Procedure for Development,

The principal must develop a supervisory plan for his school. Some

school divisions have all supervisory personnel located in the central

office. Others have special or subject supervisors in the central office

and general supervisors in the school. In either case, the principal

must develop a plan for his school that is articulated with the services

in the central office so that responsibilities and relationships of

personnel are well defined.

Some of the more important elements of a plan for instructional

supervision and assistance to teachers include:
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1. Reviewing and recommending textbooks and other instructional
materials and media for adoption and use in the school.

2. Providing appropriate inservice activities such as meetings,
conferences, classes, etc. for faculty members.

3. Providing opportunities for involving faculty members in
determining the instructional policies of the school.

4. Providing opportunities for involving faculty members in determin
ing the most appropriate subjects and activities to meet the
objectives of the school.

5. Providing opportunities for involving teachers in determining the
organization for the most effective use of the school day.

6. Providing technical assistance to teachers on subject matter
content and instructional methodologies.

7. Providing assistance and suggesting techniques for diagnosing
the instructional needs of individual pupils and groups of
pupils and prescribing appropriate programs for them.

8. Assisting teachers to determine their strengths and weaknesses
and recommending procedures for improvement.

9. Fostering activities, with community involvement, which are
designed to resolve instructionaa problems in the school.

10. Fostering innovative instructional programs to improve teaching
learning procedures.

11. Developing, with the assistance of teachers, procedures to
assist them in determining the extent to which their efforts
are helping to achieve the objectives of the school.

12. Providing opportunities for teachers and pupils to work together
to foster good human relationships.

Content of Plan for Instructional Supervision Within the School

Each principal, in cooperation with the supervisory staff in the

superintendents' office, should prepare a plan for instructional supervision

and assistance to teachers that is followed in his school. The plan

should include:
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1. A plan for instructional supervision which includes identification

of roles, relationships, and responsibilities and the way in
which the school supervisory plan is related to the divisionwide

plan for instructional supervision.

2. The deployment and use of personnel in implementing the plans

3. The major focus and activities of instructional supervision
within the school for the current year.

4. An evaluation of the accomplishments of instructional supervision

for the current year in relation to the six Classroom Planning

and Management Objectives.

5. Plans and changes for future development of the program within

the school.

Reporting

Division superintendents will be asked to complete a Progress Report

on the Achievement of Individual School Planning and Management, Objectives

a -121 for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures ana reporting to show the achievement of the

objectives.
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Evaluation of Teachers and Other School Employees

Quality teaching does not occur automatically. It is a product of

cooperative effort of teachers, supervisors, and administrators. Competence

can be stimulated and enhanced through an effective program of evaluation.

Involved in this process is a clearer definition of teaching responsibilities,

identification of performance expectations and areas where improvement may

be needed, performance objectives or work targets, a plan of action to achieve

the performance objectives in which supervision and evaluation are intertwinted,

selfassessment by the teacher, assessment by the evaluator, and an evaluation

conference with appropriate followup action. It is essential that teachers

and other Employees be involved in drafting the evaluation procedures to be

used to assess the quality of their performance.

As in the evaluation of central office personnel and principals, the

prime purpose of evaluating the work of teachers and other employees is to

improve performance. There may be other purposes to be served such as

determining the incidence of unsatisfa^tury service, providing data to fulfill

the requirements of due process when termination is an issue, or collecting

information which will be useful in making various personnel decisions.

These are more properly subsidiary uses of evaluation. A welldesigned

evaluation process can serve all of these purposes.

Statement of Ob'ective

h. The principal and his staff shall provide for the cooperative
evaluation of the teachers and other employees in his school.
The evaluation of teachers should be based on the standards
for Classroom Planning and Management.



-113

Description and Explanation

This standard requires that teachers and other employees be involved

in developing evaluation procedures to be used to assess their performance.

It is assumed that these procedures will be developed On a systemwide basis

rather than in each school. To do otherwise would result in substative

differences in practice from one school to another.

In applying the systemwide procedures in individual schools, the

principal, teachers, and other t Aployees should have latitude to make

adjustments to fit the unique requirements of local situations. In so

doing, inherent differences among schools can be accommodated.

The standard stipulates the performance criteria which are to be

used in evaluating teachers. They are stated on pp. 118-120 of this

Manual. Consequently, each school division will not have to develop its

own performance criteria. On the other hand, performance standards

(criteria) are not stipulated for other employees, and it is presumed

that these will have to be formulated by school divisions.

Procedure for Development

As has been indicated, the evaluation procedures for teachers and

other employees should be developed by a systemwide committee in which

teachers will have a dominant role. Other members of the committee

should be chosen from the administrative and supervisory staffs. The

committee should be guided by the six Classroom Planning and Management

Objectives and the model which is shown on the next page.

A separate committee, similarly constituted and implemented, should

be appointed for other school employees.
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The superintendent should convene the committees, charge them with

the development of the evaluation processes, set a target date for com

pletion of their work, help them get organized and in operation, and

provide them with necessary staff assistance.

Evaluation Committee for Teachers. The size of the committee will

depend upon the number of categories of teachers to be represented. If

too large to function effectively as a committee of the whole, the

committee may be divided into task forces to carry out its work. The

committee should develop:

1. Performance criteria. These have already been stipulated and

include: (a) humanization of instrufltion, (b) provision for

individual differences of students, (c) appropriate use of

instructional materials and other resources, (d) organization

of learning activities to achieve specific objectives, (e)

provision for a favorable psychological environment for learning,

and (f) evaluation of student progress. Each of these criteria

(standards) is explained on pp. 118-120 of this Manual.

2. Performance Objectives. Suggestions should be given to enable

teachers to design specific work targets, based upon the

performance criteria. The performance criteria are general

statements and are not easily translated into specific work

targets. It will be necessary for the committee to study the

techniques of developing performance objectives (targets), which

are discussed on pp. 50-54 of the Tentative Report, Evaluation

of Personnel.
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3. Evaluation Procedures. The evaluation committee should formulate

stepbystep procedures to be used in carrying out the evaluation

plan. Among the topics to be included are the following:

categories of teachers to be evaluated; frequency of evaluations;

designation of evaluators; role of central office specialists

in the evaluation process; procedures for collecting evaluation

data; "ground rules" for classroom observations and conferences;

Significance of self evaluation; nature of evaluator assessments;

evaluation conferences; appeal procedures; and other pertinent

topics.

4. Evaluation Forms and Records. The committee will develop

appropriate forms and records to carry out the evaluation plan.

Evaluation Committee for Other Employees. The committee established

to design an evaluation plan for other employees in 3ocal schools should

follow the same steps as the Evaluation Committee for Teachers. The

committee must establish performance criteria, since the Standards of Quality

and Objectives for Public Schools in Virginia do not do so. Otherwise, the

work tasks of the Evaluation Committee for Other Employees are the same as

those specified for the Evaluation Committee for Teachers.

Content of Plan for Evaluation of Teachers and Other School Employees

The work of the Evaluation Committee for Teachers should result in

development of An Evs,luation Procedures Handbook which describes all aspects

of the evaluation plan. The Evaluation Procedures Handbook for

teachers should include:
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1. Statement of the rationale of the evaluation plan (See performance

objective model, p. 115);

2. Statement of performance criteria (standards listed on pp. 118-120

of this Manual);

3. Suggestions for formulating performance objectives (work targets);

4. Sequential steps in the evaluation process, including the items

in Evaluation Procedures (See item 3, Evaluation Procedures, p.116);

5. Evaluation forms and records;

6. Other pertinent topics.

The outcome of the work of the Evaluation Committee for Other Employees

is also an Evaluation Procedure Handbook. It should contain essentially

the same topics as that for teachers. Performance criteria will be different,

however, and other adaptations should be made as required.

Reporting*

By June 30, 1974, a systemwide committec should have developed two

handbooks, one for teachers and one for other employees, which will be

available for use in all schools.

Division superintendents will be asked to complete a Progress Report

on the Achievement of Individual School Planni and Mana ement Ob'ectives

12=h1 for submission to the Division of Research and Statistics of the

State Department of Education on June 30, 1973 and.June 30, 1974. Beginning

with the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the objectives.

*One handbook may be developed for the school division that includes separate

sections on the evaluation of central office personnel and principals,

the evaluation of teachers, and the evaluation of other employees.
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2. CLASSROOM PLANNING AND MANAGEMENT

Many volumes have been written in attempts to describe effective

teaching. Usually, each of these volumes is based upon a specific teaching

methodology, a specific subject area such as English or history, or specific

learning objectives. Few successful efforts have been made to identify

and to state succinctly those factors which are essential for effective

teaching in all situations. Yet, such a frame of reference is necessary if

coordinated efforts of groups of persons with varied individual abilities,

backgrounds, and interests are to be focused sharply upon the improvement of

teaching. Further, each teacher has a right and a need to know precisely

what is expected of him in terms of job performance.

Effective teaching requires the humanization of instruction, provision

for individual differences, use of appropriate instructional materials,

organization of learning activities, provision for a favorable psychological

climate, and evaluation of the progress of pupils. The following objective

is designed to identify those common factors that must be present in all

effective teaching and to outline the responsibilities of teachers with

respect to them.

Statement of Objective

In accordance with local policies and regulations, the teacher

shall be responsible for discharging the following major duties:

a. The teacher shall provide for the humanizing of instruction in
the classroom. To accomplish this, the teacher should:

(i) Know the academic strengths and weaknesses of each child;

(ii) Know the home and community environment of each child;

(iii) Treat each child as an individual in accordance with his
needs;
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(iv) Understand and appreciate each child as an individual of
worth; and

(v) Help each child to recognize his potential, to develop his
abilities, and to assume his responsibilities as a member'
of the group.

b. The teacher shall provide for individual differences in the

classroom. To accomplish this, the teacher should:

(1) Provide di2fJent '3ubject matter and learning experiences
and have different achievement standards for individuals
with different abilities and/or past achievements; and

(ii) Provide opportunities for pupils to work independently on
meaningful tasks that derive from and contribute to the
planned activities of the group.

c. The teacher shall make use of available instructional materials and
other resources that are appropriate to the needs of the pupils.
To accomplish this, the teacher should supplement the textbook and
make appropriate use of:

(i) Additional reading materials, such as library books and
reference materials, magazines, and newspapers;

(ii) Educational television and other audiovisual aids;

(iii) Demonstrations, dramatizations, and other classroom

activities;

(iv) Field trips;

(v) Resource persons and schoolrelated youth organizations; and

(vi) Individual and group projects, in or out of school.

d. The teacher shall organize learning activities to achieve specific
objectives which should include:

(i) The development of needed skills;

(ii) The understanding of specific concepts;

(iii) The solution of meaningful problems; and

(iv) The development of wholesome attitudes.
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e. The teacher shall provide a. favorable psychological environment
for learning. To accomplish this, the teacher should:

(i) Develop and use questioning techniques that require pupils
to employ the higher cognitive processes as well as to
demonstrate retention and comprehension;

(ii) Encourage pupils to express their ideas in group discussions;
and

(iii) Involve pupils in planning and conducting class activities
under the guidance and direction of the teacher.

f. The teacher shall evaluate the progress of students. To do this,
the teacher should:

(i) Emphasize the application of knowledge to new situations;

(ii) Include achievement in all areas of instruction, habits of
work, attitudes, personal traits, and group relationships;
and

(iii) Help each pupil to develop the ability to evaluate his own
progress and to involve him in the evaluation process.

Description and Explanation

Stated in the objective are the six major responsibilities of teachers

in Virginia. Also included under each of the responsibilities are suggested

procedures for successfully accomplishing each one. The objective implies

that each school division should make policies and regulations governing

the manner in which each of the responsibilities should be discharged.

It is incumbent upon each school division, according to its particular

needs, to extend, clarify, and make more precise the ways in which each

responsibility can be discharged most effectively.

Procedure for Development

To develop a broadbased, mutual understanding of the objective, each

school division should discuss with professional and lay groups the stated

responsibilities of teachers and suggested procedures for discharging them.
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After this has been accomplished, the objective should serve as a guide

for decisions related to the instructional program in the school division.

For example, as stated elsewhere in this Manual, teacher evaluation should

be based upon the Classroom Planning and Management Objective. This

objective, then, serves as a basis for developing teacher evaluation

instruments, and as a guide to assist school boards in determining policies

which affect teaching.

Reporting,

School divisions will be asked to supply information indicating that

their instructional programs are organized to help teachers achieve the

Classroom Planning and Management Objective and that teaching performance

is evaluated to determine the extent to which these objectives are achieved.

Division superintendents will be asked to complete a progressaport

on the Achievement of Classroom Planning and Management Objectives (a,:iLl

for submission to the Division of Research and Statistics of the Stott!

Department of PYducation on June 30, 1973 and June 30, 1974. Beginning with

the 1974-75 school year a special report on the achievement of these

objectives will not be necessary. Provision will be made in revised

accrediting procedures and reporting to show the achievement of the

objectives.
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The chart on "An Organization for Implementing Standards of
Quality and Objectives" indicates one way in which a school division
might be organized at the division level and. at the individual school
level to work toward the achievement of the Standards of Quality
and Objectives enacted by the 1972 Session of the General Assembly.
It is not meant to imply that every school division will find it
necessary to establish all the committees shown on the chart.

Under School Division Planning Council, the Chart includes all
Standards and Objectives for school divisions and groups them in
11 related categories: Kindergarten, Special Education, Secondary
School, Elementary School, Personnel, Vocational Education,
Continuing Education, Supervision, Instructional Materials, Follow
Up, and Policy. This enables the reader to see at a glance the
various Standards and Objectives and their relationship to each
other.

Under Individual School Planning Council, the Chart shows
eight Planning and Management Objectives related to improving the
individual school program: Annual Plan, School Policy Handbook,
Coordination of Services, Assignment of Pupils, Ensuring Use of
Materials, Evaluation of Pupils and Programs, Instructional
Supervision, and Evaluation of Teachers and Other School Employees.
It shows also the relationship of these objectives to the 11 areas
under School Division Policy Council.

Many superintendents, particularly those in small school
divisions, may consider it unnecessary to appoint a committee for
each of the 11 areas under the School Division Planning Counuil,
and many principals may consider it unnecessary to appoint a
committee for each of the seven areas under the Individual School
Planning_ Council. It is suggested that decisions on appointing
individual committees be reached only after the School Division
Planning Council and the Individual School Planning Council have
been organized, have studied the Standards and Objectives, and have
decided with the approval of the superintendent and principal,
respectively, on the best organization for the school division and
school.

The following suggestions are offered.

SCHOOL DIVISION PLANNING COUNCIL

It is believed that every school division should have a
Planning Council, appointed by the superintendent and approved

by the School Board. The chairman of the Council should be the
superintendent's designated representative in all matters related
to planning and implementing the Standards and Objectives.

As shown on the Chart, the Planning Council should assume
direct responsibility for planning the implementation of the
following Planning and Management Standards:
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(3). Planning Capability. "The superintendent shall develop the

capability, procedures, and organizational structure to enable

the school division to plan for future needs."

(4). FiveYear School Improvement Plan. "The superintendent shall

involve the community and his staff in the preparation of a

fiveyear plan, which shall be updated annually. Such a plan

shall be based on a study of the extent to which pupils are

achieving the eight broad objectives formulated by the Board
of Education and shall be designed to raise the level of pupil

performance. This plan shall be reviewed and approved by the

School Board and submitted to the State Superintender' of Public

Instruction for approval by the Board of Education."

(5). Superintendent's Annual Plan. "The superintendent shall prepare

and present to the School Board an annual plan to achieve

specific objectives of the approved fiveyear plan as part of

the annual operating and capital outlay budgets."

The Planning Council also should study the Performance Objec
tives as they relate to the school division. The current status of

the division with respect to the Performance Objectives should be

determined and plans made im meet them to the fullest extent

possible.

After it has studied the Standards and Objectives and the

relationships shown on the Chart, the Planning Council should

recommend to the superintendent that he appoint such committees as

are deemed needed to develop the necessary plans and programs.

Probably all school divisions should have the following committees:

1. Committee on Special Education to plan a program to meet the

requirements of Program Standard No. 4:

"Each school division shall identify exceptional

children, including the gifted, by use of diagnostic
procedures and shall develop a plan acceptable to the

Board of Education to provide appropriate educational

opportunities for them. Such opportunities may be

provided through local programs, regional cooperative

programs, or tuition assistance for handicapped children

where no public school program is available."

The Division of Special Education, State Department of Education,

will provide instructions and forms for identifying exceptional

children and developing a plan to provide a suitable program

for them. The instructions and forms will be available in

September 1972 and the plan must be ready by June 30, 1973.

2. Committee on Vocational Education to plan a program to meet

the requirements of Program Standard No. 5:



"Each school division shall provide, either within
the division or on a regional basis, training for
employment by students planning to enter the world of
work, or it shall develop a plan acceptable to the
Board of Education by June thirty, nineteen hundred seventy
three to provide such training."

This Committee should prepare an assessment of the program
of vocational education in the division. This assessment
should be presented to the Planning Council by November 15
so that it could be reviewed and presented to the division
superintendent by December 1. This assessment is due in the

State Department of Education by January 1, 1973.

If the assessment indicates that the school division is
meeting adequately the needs for vocational education, it
will not be necessary to develop a plan. If it is not, a
plan for meeting this standard must be developed and submitted
to the State Department of Education by June 30, 1973.

3. If kindergarten is not provided, a Committee on kindergarten
to plan a program to meet the requirements of Program Standard

No. 3:

"Each school division that does. not provide a
kindergarten program shall by the end of the 1972-74
biennium develop a plan to provide such a program, and
shall state in the plan a date acceptable to the Board
of Education on which the kindergarten program will be.
implemented."

The kindergarten program should be planned for inauguration
by September 1974 or, in case of exceptional circumstances, by
September 1976.

If other committees are appointed, a brief description of their
work is indicated below:

CONTINUING EDUCATION (Manua], pp. 22-25)

This Committee should make an assessment of the continuing
education program in the school division. If this assessment
indicates that the school division is meeting adequately the standard
on continuing education, it will not be necessary to develop a plan.
If not, a plan must be developed for meeting this standard.

SUPERVISION (Manual, pp. W.73, 108 -111, 118 -121)

This Committee should study Planning and Management Standard
No. 7 and Planning and Management Objective 1.g and recommend a
coordinated program of supervision for the school division and its

schools. This program should be focused primarily on assisting
teachers to meet the Classroom Planning and Management Objectives

(af).
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ELEMENTARY SCHOOL

This C.,rmittee should examine the following:

Program Standard 1 (Manual, pp. 9-10)

Consideration should be given to planning elementary
school programs and deploying personnel and other resources in such

a way that accreditation standards will be met. In cases where

accreditation standards are not met, the deficiencies of schools
should be studied and plans developed on a systemwide basis for
meeting the standards.

Performance Objectives 2, 3, & 5 (Manual, pp. 8446)

The current status of the school division with respect to
these Performance Objectives should be determined and plans
developed which will enable the division to meet them.

PlanningandEanagemalObjectives la, c, & d (Manual, pp. 88-90,

95-96, 97-99)

Ways should be developed for assisting principals and
their staffs in discharging these Planning and Management Objectives.

SECONDARY SCHOOLS

This Committee s'iould examine the following:

Program Standard No. 2 (Manual, pp. 11-12)

Consideration should be given to planning secondary programs
and deploying personnel and other resources in such a way that

accreditation standards will be met. In cases where accreditation

standards are no met, the deficiencies of schools should be
studied and plans developed on a systemwide basis for meeting the
standards.

.......lanceOlerfornc5 (Manual, pp. 83.84, 85, 86)

The current status of the school division with respect to
these Performance Objectives should be determined and plans developed

which will enable the division to meet them.

111-nniaL212aaamm1211ELLmaaala11 (Manual, pp. 88-901
95-96, 97-99)

Ways should be developed for assisting principals and
their staffs in discharging these Planning and Management Objectives.
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PERSONNEL

This Committee should give attention to the following:

1. Central Office a and b (Manual, pp. 1-3)
VIM1011111

The current status of the school division with respect to
these standards should be determined and plans developed with
the superintendent to meet these standards.

2. Schools a and b (Manual, pp. 3-6)

The current status of the school division and of individual
schools with respect to these standards should be determined
and plans should be developed with the superintendent and with
principals to meet these standards.

Planning and Management Standard 8 (Manual, pp. 74-79)

This Committee should study this standard and recommend
a plan for the cooperative evaluation of central office
personnel and principals. This Committee should recommend
ways the superintendent and his staff may provide assistance
to principals in the cooperative evaluation of teachers and
other employees.

Performance Objectives 4 and 6 (Manual, pp. 85, 86)

This Committee should determine the current status of the
school division with respect to these Performance Objectives
and should develop plans which will enable the division to
meet them.

Planning and Management Objective lh (Manual, pp. 112-117)

This Committee should study Planning and Management
Objective lh and recommend a program which will provide for
the cooperative evaluation of teachers and other school

employees.

INSTRUCTIONAL MATERIALS

This Committee should work in the following areas:

Instructional Materials and or Educational Television (Manual, pp. 7-8)

The current status of the school division with respect
to the annual expenditure for instructional materials should
be determined and plans should be developed to meet this standard.
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Planning and Management Objectivcs le and 2c (Manual, pp. 100.102,
119)

Ways should be developed for assisting principals to
ensure the effective use of instructional materials and equipment

and for assisting teachers to use instructional materials that

are appropriate to the needs of pupils.

FOLLOWUP

This Committee should examine the following:

Planning and Management Standard 6 (Manual, pp. 6L-68)

A person should be appointed to coordinate followup
studies in the school divisior and to serve as the liaison

person between the division and the Division of Research and

Statistics of the State Department of Education. The Research

Divisior will furnish all questionnaires and forms required in

conducting the followup studies.

Planning_and Management Objectives if and 2f (Manual, pp. 103,107/

120)

Ways should be developed for assisting the principal and

his staff in establishing methods of evaluating the progress

of individual students and the effectiveness of the instruc
tional program in each classroom and in the school as a whole.

POLICY

This Committee should give assistance in the following areas:

Planning and Management Standard 1 (Manual, pp. 26)

Assistance should be given to the superintendent and School

Board in developing objectives for the school division and in

formulating broad policies which will facilitate the achievement

of the objectives.

Planning and Management Standard 2 (Manual, pp. 27-44)

School personnel should be involved in preparing a policy

manual that will give direction fur administrative and

legislative action within the school division.

Planning and Management Objective lb (Manual, pp. 91-94)

Assistance should be given to school principals in the

development of school handbooks of policies and procedures

which implement policies of the School Board and which are

necessary for the efficient, operation of the school. Some
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school divisions may find it desirable to have several schools
work together to develop handbooks.

INDIVIDUAL SCHOOL PLANNING COUNCIL

The Individual School Planning Council will assist the
elementary or secondary principal in the same manner as the division
Planning Council assists the superintendent. The Planning Council
should include representatives of the community and should identify
areas for special attention, desirable procedures to meet selected
needs, and indicate other areas requiring future attention. The

principal or his representative should be chairman of the School
Planning Council. The School Planning Council should be responsible
for preparing the Annual School Plan (Manual 88-90). This plan
should focus the special efforts and resources of the school on those

aspects of the school program chosen annually for improvement.

In some schools, particularly small schools, the School Planning

Council might be the only organized group that is 'needed to assist

the principal in planning the implementation of the Planning and

Management )bjectives that relate to individual schools. It could

assist only with the development of the annual school plan or it

could be assigned to assist with one or morc of the remaining seven

objectives. In other schools, th' principal might want to appoint

additional committees to assist with one cr more of the seven

objectives shown on the Chart. If other committees are appointed,

their primar7 responsibilities are indicated below:

SCHOOL POLICY.HANDBOOK (Manual 91.14)

This Committee should assist the principal in the development

of a school handbook of policies and procedures. The Committee

should pork closely with the division Committee on Policy.

COORDINATION OF SERVICES (Manual 95.96)

This Committee should assist the principal in coordinating the

services of persons who work in the school by helping him to define

roles and responsibilities, develop work schedules, and prepare

organizational charts. This Committee should work with the division

Committees on Elementary School and Secondary School, if these two

Committees are appointed.

ASSIGNMENT OF PUPILS (Manual 97-99)

This Committee should assist the principal in developing and

instituting procedures within the school for assigning pupils to

classes, programs, and activities in such a way as to promote

maximum learning. This Committee should work with the division

Committees on Elementary School and Secondary School, if these

two Committees are appointed.
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ENSURING USE OF MATERIALS (Manual 100-102)

This Committee should assist the principal in assuring the

most effective use of instructional materials and equipment in the

school. This Committee should work closely with the division
Committee on Instructional Materials, if the Committee on Instruc
tional Materials is appointed.

EVALUATION OF PUPILS AND PROGRAMS (Manual 103-107)

This Committea should determine methods for evaluating the
progress of individual pupils and should assess the effectiveness
of individual classrooms and of the school. The Committee should
work with the division Committee on FollowUp Studies.

INSTRUCTIONAL SUPERVISION (Manual 108111)

This Committee should assist the school principal to ensure
an effective instructional program in the school. Direct
supervision and assistance should help teachers in the six areas of
responsibility described in Classroom Planning and Management.
This Committee should work with the division Committee on Supervision,
if the Committee on Supervision is appointed.

EVALUATING OF TEACHERS AND OTHER SCHOOL EMPLOYEES (Manual 112-117)

Although the Evaluation Procedures Handbook will be developed by

a systemwide committee, a local school's committee on the evaluation

of teachers might be helpful in providing suggestions to the systemwide

committee and in interpreting the Evaluation Procedures Handbook to

members of the school's faculty. In some schools, the principal may

wish to involve the local committee to assist him in carrying out

eval nation procedures.



APPENDIX B

REPORTING SCHEDULE

FOR

STANDARDS OF QUALITY AND OBJECTIVES
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R
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c
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c
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c
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c
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P
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c
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.
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p
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p
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p
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c
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c
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c
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m
i
n
t
,

g
r
a
d
e
r
s
 
i
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h
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p
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i
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i
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b
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d
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f
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p
i
l
 
A
c
h
i
e
v
e
m
e
n
t

4
.

K
i
n
d
e
r
g
a
r
t
e
n
 
E
n
r
o
l
l
m
e
n
t

5
.

S
u
m
m
e
r
 
P
r
o
g
r
a
m
s

E
n
r
o
l
l
m
e
n
t

6
.

S
p
e
c
i
a
l
 
E
d
u
c
a
t
i
o
n

E
n
r
o
l
l
m
e
n
t

7
.

C
o
n
t
i
n
u
i
n
g
 
E
d
u
c
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c
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p
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t
o
 
S
t
a
t
e
 
D
e
p
a
r
t
-

D
a
t
e
 
D
u
e
 
i
n
 
S
t
a
t
e

m
e
n
t
 
o
f
 
E
d
u
c
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