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; \ S . * FOREWORD o
& ”The concept of “staff &evelopment.is as relevant in American- |

sponsored overseas schvols (ASOS)‘as it is in sta iteside schools.
Indeed, due to higher personnel turpover rates, which occur in
"many overseas schoo,ls, perhaps staff development planning is even’
more critical in ASOS than in’ the stateg.
\
. The ijice of Qverseas Schools emcustrated an interest

- 1n staff development dt&ring recent- years in the overseas schools.
. At least two prior efforts were made to develop a suitable manuai

This manual was an attempt to- utilize the best features of those
two efforts as well as'to extend the process further.

I3
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X t Carrel M. Anderson , .
' : Raymond Schaffer, Jr. o
, . ‘ L . December, 1977 . _

)

for the ‘i)urpose of assisting the ASOS in staff development planning.-
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) It will be helpful for the project director to devise a plan which . .

. . will {illustrate the sequential steps and time frame for the creation of |

each segment of the school's staff. development.program The mission
statement, * which serves as a foun.gtion or basic philosophy of the in-
stitution, needs to be prepared fiyst. It 1s from the mission statement

" that all other segments gvolve, The individuals ‘serving on the comittee
to write the mission statement should be broad based. .

e

. "The needs .assessment survey should be made early in the program. It °

- - might-be found wo 5 - schools, to pegin work on this survey
) even before jnitiation'of the missien statement. Additional needs, which.
; might develop from the mission statément br goals, cdn be identified later.
Personnel responsible for this assignment might also b& appropriate to
work on activities determination and costing. activities

x
-

L While Goal writing cannot begin before the mission statement is
written tke personned can be choseu and guidelines prepared for them.
Goals can be written as soon as pakts of the mission statement have been
completed. The same is true fér the segmeist on staff objéctives. Personnel
) "can be chosen and their orientation arranged anytime before the staff.
. - objsétives are to be written. This group can’begin identifying objectives*
“after tbe goal writers begin producing them. The’project director will
""-probably ¥ind it most advantageous for .the same group to write the- goals

d and the staff objectives. ' | ' : 3
. hd ‘ : . »
There are, nost likely, some activities which have been traditionally
used in-some schools and will continue to be utilized. These activities . ’
- call be identiffsed early in the program. The group working on activities
’ -determinatioh ‘caeu therefor;e get thef work 1underway soon after the program '

commences. Their time frame of work will need to-be longer because of the -

nécessity of extending this segment beyond the pe‘riod of objective writing
to imsure that there will be activitigs specified‘* for each’ objecti

-

i . Costing activities csn be.carried out, in so* cases, siwltaneously .
Ej’ . \ ,» with activities determination: ‘It _may be assuled, certainly, that some

*' detivities would. oot entail any additicnal outlay pf money. Activity .
" costing would gost likely extend’oeyond the period'for gctivity de ermination .
. . _d\ue'to the additignal time needed for clarification of costs and flind sources..
e ) 5 p
-~ / In sunmaryé‘tl is recompended that three identifiable groups .be utilized
N "+ » Ome group will -be responsible for producing the.mission statement. A second
- .group will derive the goals,and determine thé staff objectives. And a third
: group will work' on ‘needs assessment _dctivity determination and costing
- * activities. , The project director will be responsible to assign staff . -
f Lo members to specific tasks, provide working guidelines, “establish time criteria
and maintain files on cdllected data and completed segments of the program. ’

) ’ - q
«
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. * A chart is found oh the following page., It indicates the proposed .
v sequence of gegments, the relative time period for the initiation of

' each segmént, and the approximate time required for completion.
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) PROGRAM_MANAGEMENT FOR.
- »
.- - o\ . Sy

' " "Y' STAFF DEVELOPMENT PLANNING

't

- MISSION STATEMENT PREPARATICN
Development of guidelines)

choose -participants and
notify, arrange meetings
and write statement.

NEEDS ASSESSMENT SURVEY

Development of, guidelines,
choose participants and
notify, arrange for meetings,

L

— - -——determtme instruments, |

complete survey and analyze.

GOAL STATEMENTS PREPARATION
Development of guidelines,

choose participants and

notify, arrange for meetings,-

\

write and order them.-

STAFF OBJECTIVES PREPARATION .
" Development of guidelines,

choose participants and

notify, arrange for meetings,

write and order them'

ACTIVITIES DETERMINATION

Development of guidelines,
choose;participants and
notify, arrange for meetings,
choose activities for annual
and multi-year plans.

COSTING ACTIVITIES

Development of guidelines,
choose participants and
notify, arrange for meetings,
assign #end sources and .
amounts. -/

PLAN FORMALIZATION -
Development of guidelinea.

choose participants and
‘prepare -annual and multi-year

lans.
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. TIME PERIOD FOR PREPARATI(N OF .
SCHOOL'$ STAFFIEVEL(PNENT MANUAL
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. There are cert\in,specific items of information which seem approprigte
' - .+ 7 fora title page for the school's staff develdpment ,plan. . These items ) -
might include: . - ; , . ‘\ .
. . ’ Name of the school = 4]{{5 S . . ) .
o . Subject .of the document . " i -
g . ‘ ) Time period to be covered . ) -
‘ B} - For whot the dotument was pared '
. By whom it was_prepared . - . ' ,
. Consultant {nvs'l*ved . .
’ ' Approvals and dates . ‘ ‘
v \
: , . The following page serves to illustrate a title page' utilizing the ' *
' above suggestions. .- . '
¢ a . M R - * N i
~ (x 4 < - .
~ . [ ‘
. .
3 [ . 1 0 ".
hl . j
< o~ » . . . . a
e ¥ C o .
g , ) - ¢ b
P s ) e N - :
' . , s . ]
, o
- * 4 1 T ‘.
[ ) /) . ¢ - ’r
‘ r . .
. i3
. ‘ " .
' (YR ,
* . * N . L .




" v . t s ) . . » |'. “w - N - ' * . v .
* ¢ . ‘ , : .’ ¢ - - A -
., Lo vl LA , . . - *
v Co oy v . A -
. - w d . . = ! -~
[ - ! .” .1 * . ~ ¢t . . ’
. s [ o ' C o~ s - . .
¢ * N e 3 . N s o ’ /
4 ¥ - .
R 4 "f"! % '. - 0 ~, v, N
A e e T ‘ ' . - -
- » - ~ . N » R . ¥ R “ 1
) : Toeoa: .- o ! : T .
B . PRI ‘ .::“; "; " “ oy ~—— . . R . ; Y.
’ -~ ‘Q\ + f*\\ Y !hdel . &~ - f -
AN ARV . - - .
) . . Ll ! e | oT
. - i
' _— - Repqrt Tjtle Page . . :
¢ ' . L - \ R
4 ’ ; M I
", M T e—
. > . _’ ™~ , ‘ v , ——— -
. ‘. . —_ ¢ 4 . N -, - . " N . .
. . o™ LEN . F) »
' - - , . . )
A (Name of School) ' ALPHA BETA 'INTERNATIONAI‘. SCHOOL . f
. ) . . : . . ,
¢t CL . C ‘ : S S -
» . . - . . . i
S ~ o I S R N S A T R ]
- \\ v +

. . for : L.
(Time period) N 'Year'X to_Year, X+4 - L. s

(Subject of report) aff Development Plan ' _, . } .
. . “ . ) .

- . ,
. .

(For whom pi‘epared) Prepared for the Sthool Board of R

Alpha Beta Intemational School = . = ° .
. 'S R . ) ! 4 . ” .
i N g ' AR f -
. ‘ — /o - ’ .
-~ ‘» . N ‘
) - - ’ R ~ . - « .
> - 7 . ~

(By who;l prepared) Prépared by: Ralph‘M.:lller,' Project ‘Director . - >
(Censultant) Consultant: . =« . ' . R

. . -
! L - » , - = R
. . -
. -
- “ *
- .
5
L 5
N -
-
-‘3— ‘, - -. € ¢ :
.
oY '
‘ o » » -
. ﬁ: . 2. ‘e ?
. = - .
. > -
. s
- - \ '
. o . +
. ~ ) - - ’
v - . ) ot ., R [
4 s 8, . !
i -
- : .~ . - * ‘ .
.

Approved l%: el . . .
S (Pres., -School Board) (Date) -, (Director of School) = (Date) "

. - , . - )
. . . _— « . R
(?ote: Please turn.to fol;lowing page and dxaft ‘your. title page.) T P,
. C R (] ) - / : . ; .
L' 4 L) ; L W ’ . o -
. * o .
. - . - 77 ’

Q . . ) ) 3 . ,

ERIC . M
. . . ) L R .
F, K - -t T Y : . . -
’( T . - - ¢ e - 4 -~
L . ] \ . L .







- programs for today and tomorrow. %This is the Mission Statement. This

: 9
THE MISSION STATEMENT . . : '

-

Every school should have a clear idea a3 to what is being done, _

,whom it is bef{ng done for and why. A series of written stdtements may . ) v,

‘clarify function and purpose. These become the bases for planning

statement is sometimes referred to as Background, Philosophy or
Basic Permise.of the schoof. , ’

.
. -

A review of the Mission-Statements of more than several dozen -
overseas schools’ shows that,they range from ome to ten paragraphs in
length. Regardless of length, there are recurring components. They
are as follows: : 4

1. The name aﬂd founding of the school--by whom and date, etc. .
2. . Degree of government control--U~.S. and host country -
3. Religiois ‘affiliation--sectarian, unsectarian ° A
4. Who it is serving--nationality (ies), grade range, whether
co-ed, etc.
. 5. Type of education--U.S. national, combination, etc.
6. ‘Type of programs offered--mono-, bi-, or multilingual . :
7. Cultural emphasis--U.S. , bi-cultural, ‘etc. -y -
8. pectations of program—educational achievement, cbaracter

, development, maturation levels, morality, etc.
" 9; Methodology and curriculum--modern or traditional degree of
flexiﬂility, ‘etc. : .,

10. Student activities-types of purposes .
"+ 11. Community role--it might include use of facilities by civic ] '
groups, assistance to host country needy, serve as bifcultural, ’ \

center, etc.

4
v

The object is to prepare a Mission.Stdtement that is gzzrogriate
and- functional for your school. Not all schools would include all of
the above coqponents There might be others whicﬂqyou would like to 'add.

Several representative Hissipn Statements follow. They were chosen
on the basis of variation in location andscope. . 2 Yy
Ie 1 The Anerican School of Bucherest, founded in 1962, is,
a private, non-profit co-educational day gchool serving,the English--
speaking community of Bucharest. The school offers a program of
studies for levels ranging-from kindergarten through Grade 8. The
curriculum is primarily American in chargeter and instruction is 1in
- English. French is taught as oreign language. There is no re-
, ;igious instruction. . ) 4
. T
Example 2. tacola Americana Do Rio’De Janeiro is an independent, day
school founded in 1937 by the American Chamber of Commerce. It is

&




% ‘ ¢ .
fegisteted as non-profit-making organization It offers co-
educational, hon-sectarian schooling from kingergarten through
high school. R
*

The school is accredited by the Southern Association of Schools
and Colleges; it is a member of the National Association of Independent
Schools; and of the Association of American,Sponsored Binatifnal Schools
in South America...Grades I-V in the Lower School are registeréd as an
estola primaria with the Secretaria de Educacao do Estado da Guanabara.

-~
S The aim of Esceld Americano is to-provide sound basic education ~

appropriage for American and other students 1iving ia Brazil. Ail

. students are taught to understand and appreciate the language and
culture of their host country. . e (\
Example 3. International School of Manila, founded in 1920 as the
American School, is a private, nen-sectariam, independent school in-
coyporatediunder the laws of the Republic of the Philippines as a
non-profit, nog-stock organizafion It is governed by an elected,
ten member Board of Trust tesponsible for information of policy.

Operated and maintaghed for students of the international
community, the curriculum provides English language instruction for
college preparation with additional courses to broaden’ and enrich

*  the ptogram for chfldren of multi-cultural background and experience. ;
“The aims of the dchool have been to establish for students _the highest \

- stand®rds of education within_the'sczge of the facilities; to prepare v
students for entrance intqQ colleges and universities; to develop the’
Intellectual and cultural qualities ofjeach student without ‘neglecting _
useful and helpful skills; to challenge each student to realize his
potential; to meet the unique requirements Ji individual students; -
and to maintain high standards and practices baSed on new develop-
ments and discoveries in the various academi’® disciplines. It is the
further intent of the program to assist students of the international !
community in their transition from and to schools located around -the .
world and the language development program for the teaching of English
.as a second language is an-integral part of imstruction.

<

“ i .
J i
o o o' 2 -

b ¢’ e o e o
-
~

~ The school is approved by the Department of Educatiom of the
) Republic of the Philippines, is accredited by the U.S. Western

J/ Association of Schools and Colleges and holds memberships in the U.S.

- Natiohal Association of Independent Schools and the East Asia Re-
(gional Councll of Overseas Schools. It has ‘qualified for and re~,
celved grants for educational purposes from the Office of  Overseas - '
Scﬁools, U S. Department of State, and the Asian Development Bank.

oo ' Now that you have read a fbﬁ examples of Mission Statements f;om '
" ‘ - other schools it should be note:e{gat othex characteristics such as, 1) *
< qualitativer rather than quantitatfve emphasis,’ 2) present and future
- anticipated conditians, and 3) a reflection of aspirations, that may or
may not be met--are usually part of:a school philosophy.
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The validity of your- Mission Statement will be 1arge1y determined
by the broadness qln+base of the contributors to it. A committee con-
*.sisting of school'board members, administrators; teachers, other’ staff
members, parents &d students would consitute a very broad base.

entioned suggestions in mind, it is time to
garding the criteria for the Mission Statement. ’

maké some’decision

* 1. Who shouﬁ be°represented in developing the statement’

2. What kind of orientation should hey have?

3. Whep ‘will we have our first meeting" ¢
. 4. Where'will it be? .
-5

. What is ‘the target date fqr comp&ion"
Afte your c ittee has. begn selected and orientated it is time
to begin writing the Mission Statement., Go the following page and begin.'
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GOAL STATEMENTS

- \

- ' ‘
- .

1f your Mission Statement summarized those things that your school

is,. what it is doing now and what it should be doing in the future, then
o your goals should not be difficult to determine Goals spell out more

' ) specifically how yowr school anticipates goinggabout achieving its mis-

. sion., Goal statements are more qualitative than quantitative in nature;
howeyer. L . . ’

Q In the/last paragraph of the Mission Statement of Egcola Americano

* - Do Rio Janeiro it is‘%tated that a function of their school is to, "Provide
- " gound basic education" for their students. An elaboratien of these ideas
: . in the form of goals mightrbe' (Please keep in, mind that these are ogly
. e examples) 3 .. 4 R A2
st , . N ;
. 0 T : " To léhrn'that ‘the agplfcation -of scientific principles '
oo ., *,'is-fundamental to nommal functioning in the modern
T , . " world. .
o . / 0 To eqcburaée student growth in the development of language
_ -t - , 8kills so that they will be ‘able to commnn cate effec-
- . -, i . tively ip the modern world. *
‘ LT " To provide a,mathematics prdursm which will meet the re-
B rLTy ¢ : quirements of our accrediting association and the ‘
L - .. . - needs of our students. ) .
! ... _Their schoof pliilosophy aI%o says that, "All students are taught
‘ : to understand and appreciate the language and the culture of their
..+ host country " PAppropriate goals’ might be: .
' g . .
v oo {o fostér tha appréciation for Brazilian cultural values
” : \ oo among the international student body.
T -
e e : ., To promote the understanding of-and the ability to
g o ) communicate in'the Brazilian language by school
R * *. - staff and students. ,
. - "‘ \/{.,' B . o
.. . . To ancourage ‘and demonatra!! how school personpel can
\ bt e successfully participate in Brazilian life.actlvities.
LY : ‘ ! ’ (v - o
-, " A search of' current literagure shows that there isn't any universally
R ‘ _» accepted definition or distinction between school goals and objectives.
) Hoqever, duthors have de¢ided to identify the c¢haracteristics of goals
| . ' as: used’ by someg contenporary curriculum we ers They are as follows:
B s,
. * 12 No quantifiers are found in the makeup of goals. ‘
S -2, Goals are éroad statements; they deal with general areas of
o . growth, . s . , - . ' <

. . . d Y
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3.. The desired growth, as- specified in goals, will require a - (

y . . lengthy period of time to accomplish .
’ . 4. The aspired outcome will pot 1ike1y be achieved by everyone
" : concerned, - ) i , . . .

, e N (.
) . __Jhe_characteristics of school objeetives‘, as defined in ‘this manUal
are found in the section on staff develppment Lbjectives. (See page 19)
. co . Before writing the school' s -goals, more deci.sions ‘have to be made b
. regarding how ‘the goal writing is to be accomplisl‘ed A » R
v R ‘ v A ’ ¥ . : 3
SR 1. Who will participate 1in preparing the .gosls of your 'school?:, Will,
' l‘ R it be aIl professional staff members QT only department heads or
. v ‘v department heads getting feedback’ from personne]. in their departments -
. . .+ or will it Re assigned to grade-%evel person.nel or a combination’ <« 1
‘" . . 'of the above? Or a}é\goals l:;een writéen and apprOved by - the 1
* Board~ previousl_y? S A ‘ '

Yy o 2. Whdt means and crikria will be provided for -guiding goal writing"
. . n ’ . Wou}d a workshop be needed or' can it be accomplished by means o
L Coa mwor‘vdum that .inqludes the mission statefment and examples of
Lt goals2 ,Shoyld the elements of ghe entire staff development plan
. . -be, exp ained at. this time or should. it be res'tri‘!;ted to goal
. ‘ , / writin . .
\ - E L ' s . -
K 3. “When ‘should they begin and whdt 18 theiq; expected date of
comple!:ion7 Whatever, your decision ‘conceérhing time it w
ary ofe

-, ...

. . . fall within thé ‘alloted ti.me frame you assigned this p _ .
the proj-ect S o . ‘ o *
‘. '\ T » - .
4 . After these.preliminary decisions have been made, regarding who the ‘

- . ., participants will be end instructions ‘given them, it is ti)ne to begin
vriting the first draft of the schooi's .goals ~P1ease to tu‘ru to’ the
. following page. . e L .1 -

4 e
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ready,ﬁeen established for your school, you may '
rself with goals related directly to staff:

’ B . . " .

Lol ) .wish to concern
‘- development.




S GQAL PRIORITIES
' . , . . . » ;—-— M . ) ‘
We all aspire to* accomplish more tagks than we have the time or :
ability or resources to do extremely well. Therefore, we establish a
set of priorities for these tasks.-and provide more time, effort,. and -
resources for the ones tomsidéred most significant. We arrange them .
in a hierarchy of relative importance. Schools need to approach their%
tasks in the same anner. Your next step then is-.to arramge your goals,

\ * once completed, into a sequential order that)egins with the highest

priority ‘and ends with the lowest.
. Looking back to the goals derived from tHe Hission Statement of
. Escola Americano Do Rio Janeiro, it might be decifled that they be
order_ed in the following manner: -

W

. -

'-. 1. T encourage studént growth in the development of language
: , .skills so that they will be able to communicate efchtiver
T in the modern world.
! 2. To provide\a math.ematics 'progran which %l ﬁeet the require-
ments of our accrediting association’and the needs of
our students.

3. To learn that{the applicatioh of scientific prdnciples is
. fundamental to normal functioning in' the modern world. .
| S -
4. Tq foster the appreciation for Brazilian cultural values \
<. . amdong the international student body. :

’ -
@ . '

> ’ 5. To eneourage and del’nonstrate "how school personnel can
‘ «successfully participate in Brazilian life activities.' - %

6. To promote the understanding of, and the- ability to comnicate
' , ¥in the Brazilian language by school staff and students.
. . . Vel ‘ .(? .
It 1is time to make some aecisions- Go to the #ext page and write,
. your established goals in order of i:nportancé -
‘ )

. -

™
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5 KINDS AND ROLES OF gnmcnw;sé e ‘
') Objectives are written statements which describe either the means
by' which some end or ends are expectéed to be achieved or, simply an ex-
pected end product. School board members, for example, could create

* specific kinds of objectives which would pertain to their best achieving

.sound policy-making decisions. School adninistrators, also as an ex-
ample, could.ereate a unique Bet of objectives which would guide them in

. improving school management. Teachers too, at times, create behavibral

objectives. Behaviordl objectives, as used in education, describe the
expected outcome ‘of *student learning experiences or, an end product In
addition, there are staff development objectives.

Ltaff development objectives refer togose activities or ‘processes
by which it is expected that growth will acfrue to'all staff members.
These objectives are created for the purpose of better attaining school
- goals through evolving growth patterns of the persomnel responsible'for®w —
achieving goals stemming from the mission statement. 'In its simplest
sense, then, staff developnent means school personnel growth, and staff
developnent objectives are these statements -of activities and prodesses
which tend to produce professional inproven;nt - . -

—

4

“

Educational objectives infer assumptions. It is assumed that'by °
fulfil],ing a particular objec'tive*that the activity or process involved
will contribute to goal achievement: that objective attaimment, in other
words, leads, to goal attainment. It is understandable that stated objectives
might or nzht not lead te goal attainment. Or, that some objectives will
be more effective in leading to goal attainment than others. The ideal
type of staff development objectives would be ones which are appropriate

" and likely to achieve goal attainment. .

t

NOTE: Theoretical criteria regarding objective levela. no.enclature,
etc.,have been avo:lded for the sake of convenience and clarity. S vy
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s STAFF DEVELOPMERT OBJECTIVES . | e
R - \ .
s . | . Objectives; which are dertved from ‘gd';fs', are more’ narrow than ° L v

. goals. They zero in on specific achievement targets for staff members.
They spell out what is goimg to be ad lishéd so that goals can be:(
achieved. Other characteristics of these objectives "are that they .’ -~
express: ) :

. 2. A quantitative aspect--how
+ w1ll do it ’ / v
/ 3. A process-gthe methodelogy to,/initiate chafige
y / 4. " A product--anticipated outcome

. 1. A time pngiod;-specific date oy frequency indicator
S will be involved or who :

4

/ In addition, it is customary ‘o fhave more than one objective for

/ each goal, and on the other hand, onT objective may apply to two or
: more goals, : .

‘. Writing staff objectives, espec&i.ly for the inexperienced, is a
' thought-provoking chore. Do not bec discouraged if they do npt seem
to flow as you initially might think i:hey should. One value of writing .
down objectives is to clafify what has always been "understood" in your
school. |, N, P ‘-
. - <
Let's review what is hoped to be ac lished in writing objectives. -

Ve t

Your purpose in writing them: To clar y what staff members will do
. S to accompr{sh goals of the school.

How to accomplish this end: By providing wider experiences, greater
) “ knowledge and -Detter planning among the
. . staff who wil] be striving for goal
' * achievement. To plan activities which
. » . . will baest facilitate staff development.

Q’ N
Your objectives ’

sould include: A time element — A quan. aspect A process ~ A product

Examples of the' " - ~
preceding: By Sept. 1, 1980, All staff members, Meeting, work- A review,
» . each semester, 257 of elementary shop,_ course. production,
monthly, etc. teachers, new work, commit- evaluatien,
’ staff, etc. tee, etc. completed
. . . . course, etc

’ -' ’ L] - ) Ld b'




i : . Let's apply what we now und%rstand about writing staff developpent
objectives to ‘one of our goals

Y
’

s Gog%: 1.. To encourage student growth in the.developmént of language - -
' . S skills so that they will be able to comnunicate effectively
in the modern world. 4
% -
¢ . . It might be convenient to.list the essential eriteria first, .

[

A time element A quan. aspect ~A process X p;odect

£

i

,and then ° By Feb. 28, of , Five English anhappointed review of the *
- develop the each school year teachers ) committegs school's English
specifics. “eurriculum .
After we have all of the elements its only a matter’ef putting them
. together in statement form. C
/A staff objective: An appoimted committee of five English teachets
2 will review the school's English curriculum by
// . February 28, each school year.
Let's show anothér example,from goal ‘number five tﬁis time. . ‘
Goal: 5. To encourage and demonstrate how school personnel can
successfully participate in Brazilian life activities,
Time.-(when) Quantitative (who) " Process (how) "Product (what)

»

Before start of All newly 1mported staff Six hour tour of - demonstration in

.each new school members marketing plades local buying techni-.
year ques
A staff objectiye: A six hour tour of host eity marketing‘blaces vt

will be provided for all newly imported staff
members before the start of each school year to
] . - B demonstrate local- buying techniques.

yFl,‘

v ﬁecieions have to be made: . T, '
. J

. . . Who is going to prepare the objectivea?

- What kind of orientation should these staff members have?

In what form should the orientation be, where should it take .
Place and when?

W N

. 4. When is the starting date for writing objectives? .
5. When is the targef date for completion? ' \
6. Will there be a review of objectives uritten?
7. 1If so, by whom? -

After these decisions have been made, it is time to begin.writing
staff developnent objectives. Go to the following page and begig

o,
2

’
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* ‘PRIORITIZING STAFF DEVELOPMENT OBJECTIVES v ‘ .
S . L X M . . ’ TN 5 s ! x
. . o . .

As in’goal writing, after your 'staff objectives have beeﬁ’ written,
it'will"bé necessary to order.them in terms of priority. A convenient
way .to maintain céntrol of your iority of objectives, well as °
. continye to identify -objective relationships, is to U%e the number
" base’ alréady establishéd. .For example, again dealing with gaal number
. one, the related objectives %ght be shown in the following manmer:
Goal: .I. .To encourage student growth "in-the developmént: of
language skills so that they will be able to com-
municate effectively in the modern world.

.

"*Objectives: ' 1.1

~ [ 4

- ~ . } 'v .
An appointed ‘committee of five English. teachers *~ -
will review the English curriculum by February 28,
... each school year. '

Y

.1.Z  All secpndary English steachers will share success-
ful: teaching techniques by October 1, and February P,
. éach school year. . ) .
= 1.3, Three—fourths of secondairy Engl‘fsli" teachers will have

earned three or more additional, credits in theifr _ -
cognitivg‘ field by September 1, 1980. - '

.

-

_were created, another is that we have desjgnated priorities and still ‘
another is th?t we instituted a two digit numbering system for objectivés.

The first digit corresponds toithe goal with which an objective is associated .

a:_td‘ the. second digit thHe priofity which we haxe assigned to that objectivgé.

. , - I . ) 1o N
ot _lh:ie decision making is necesgary. Arrange your objectives, in orde '
of priotity and number .thﬁ Working .space is ‘provided on the negty;age.

3

. . o,

a4

.
PO

Three things have been done. One 1s‘that two additional objectives R Ce

-~
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NREDS ASSESSMENT - S

The sequential preparatiop of the school's staff development )
plan requires that the miséion dtatement be completed first. Once’
completed, the goals are derived from the mission statement and the
schqol's objectivés derived from the goals. At this point, then, it -
becomes necessary to assess what chgnges or continuatiéns in your
school's staff development program are needed to best ,gecomplish
the specified objectils. , N

Some necessgary changes‘might be obvions For example, suppose
a current faculty member qeither performed adequately nor was considered
capable of improvement. .Replacement is a logical answer. This de-
cision need not be part of your formal plan theugh it would be pard\
of the concept of staff development. On the other hand, future re--
cruitment policy, as & significant fsgtor of stafﬁ development, may
be included in the formal plan T

. " .'. ) . M .

*. In order to determine what activities should be done,’ to produce-

apg effective staff development program, a. needs.assessment should Be -
carried out. The activities dre those actiogs and pracfices thxough

, which-it is expected that school personnel will be better able to: . .

. achieve objectives. One or more instruments should be used to asdess
the needs as perceived by. staff members. " -

The needs assessment survey shquld lead to the identification qof  ,
both shortcomings ‘and strengths of the current staff development program,
This information would be used to continue.or modify currepf‘activities
by. elimination, extension, reduction and/or additfon. A needs assessment
instrqpent is included-in the appendix. The instyument indicates the
kinds of information which may be sought and utilized in staff develop-
ment planning .

e )

f Some decisions must made.
S P

1.~ Are 'needs assessment instruments to be used in deve
. school's program for staff development?
2. Who will be respomsible for deciding dnstrument use?
3. Should only the instrument provided in the appendix he used
~or should additional -ones be created?
4. Should we modify the provided imstrument to accgunt for the
unique conditioné of this schooi? ¢
_.5. Who will”instituté the survey, compile the data and summarize it?
6.7, Hhen are the'. targeted beginning and conpletion dates?

/' . 5 i \ N .

~
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N
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ACTIVETIES - .. *

. . B
L ’

",Activitiea are events or happenings which staff members utilize %

‘directly to accomplish objectives. Some activities are more, appropriate

to reach objectives than others. Once it is Tealized that activities
consume some of your resources’ (personnel,’ tine, money and materials)
then it becomes.necessary to makk wise decisions 8o that the best

utilization of these resources can be made within the framework of 4
staff development.

2

. . : ' ’ hd \

<+,

. Frequently .used activities include general ‘staff deetings, consultants,
specfgl meetings, workshops, institutes or con?i;ences, cultural experiences,
visitatiogg, uni¥ersity courses, staff pairings, exchange program, intern-
ships, etc.” This, of course, is no exhaustive 1list of activities that
might promote the attainment your school's staff development objectives.
,Not all schools vould choose all of the same activities each year in their
multi-year program. . , -

While most of your gchool's activities will probably take place in
your school setting there are some kinds of opportunities such as wqu—
shops, institutes, university course work, exchange program, etc.,
imvolving other locations, which should be given serious considezation
in your overall plan. N .

-
=

[

Let s take a cloaer look at designating activities for particular
objectives. We will begin by showing the goal we are working toward
and the objectives with which we expect. to achieve Ait. ) .

-

/
Goal.a 1.¢ To encpurage student growth in the develop-ent of .language

skills so that they will be able topgommunicate effectively
in' the modern world

. - 1

Objective: 1.1 . An appointed committee of five*English teachers will v

+ review the school's English curriculum by February 28
. each school year. . b

Actibitz: 1.11 cou-ittee a¢tion’ for general review ahich
. reports to upper, niddle, and lower school
- ptincipals. :

Activitz: 1.12 by recon-.nding acquisition of publications

“on English curriculum development -
Yo Acti ;x 1.13 by prepar ng préiininary report, consultant
‘. "' visitatiop and post-repott on English cur--

, , . riculum ’ .
° " L]
Activitz:'L.ih by comparin with surveys nad' £;Engliah
. «curricula in selected U.S. pulgkic, private
and other overseas schools *%




“ R ' 76 )

- : ) Objective: 12 All é‘{lish teachers-will ghare successful teaching
: . techniqueg by October 1, and February W, each schnol

. year. }
¢ ¢ . . Activity: 1.21 ° by inviting other«English teachers to class
) B} ‘ - for demonstrative purposes <
., Activity: 1.22 by making special preséntations to other
. N teachers at grade‘levelﬂor area in neetings
] Activitvz 1.23  ‘'by collecting, reproducing and. distributing
.- . y accepted teaching techniques
< < ‘ These activities, as‘phown, could have been used to acco‘plish
, Objectives 1.1 and 1.2. ‘It should be noted that some objectives have -
", "built-in" activities. The built in part in objective 1.1 is %:t a
‘review will oceur.. However, this afimul review will be in conftnction
. with input provided by information from activites -1.21, 1.22, and'1.23.
There has been an expansion of the numbering system to include a
third digit. The third digit refeyYs to the specifiq activity.
‘( " There are decisions to be made. ot
1. To what extent, below the adnﬁnistrative level, will activity
suggestdons be accepted ahd ,implemented? - - ' Ty
*+ 2. How should we determine the effectiveness of existing-activitiea?i
© 3. What will we do to increase the effectivemess of. our activities?
"4y What kind of cost criteria will be provided for those that
- determine activities? .
- . 5. Who will finally determine activity decision matters?
. 6. When shall we begin deciding our activities and when is the .

T o y : + expected completion date?
7. Bow will each planned activity be evaluated?

Please turn te the next page and s1n vriting activities for each
staff deveiopment objective. Use the numbering system established to
naintain the relationship’ between Goal/Objective/Activity
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COSTING ACTIViTIES ‘' T

’

~ Schools, like-other 1nstitufions, have limjted resources. It is
a worthwhile goal of institutions to get the #0st “possible from their
available means. Therefore, the functions of this part of the staff
development manual is to,provide for ‘codt awareness 6f activities on
one hand and to provide for the planning of budget allowances on the
other. - 5 . .o
: L

The cost of some activities will not require additional monies.
They are alread? accounted for in the established school budget. For
exapple, meetings which take place _withingyour school either before ar’
after classes are in session‘and olwing only school persomnel do not
normally require additional payments. The cost. of light{ng,’roon use,
paper consumed, etc., would not be costed. On' the other hand , if paid
substitutes for school personnél would be required so that a meeting
could be held, this would be costed.. If the final cost' of an activity
" cagnot be deternined accurately, a reasonable estimate is desirable

Before you begin costing activities it is advisable to consider

. _funding sources.’ It would be appropriate at this time to 1dentify
certain as well as probable fund sources with som€é kind of code. For
example: . ' . ’ )

A ]

Fund Source

General local income,

. Endowment income
A0S funds
University’programs
PTA pledges:
School—toJSéhpol programs
Other

OMHY O ®> EE

AdvantagéBsiare gained by linking activities to soyrces. An
accounting is made in terms of a money sourge for each activity and
particular activities may hinge upon whether an expected source
either materializes or provides emough to do the actitvity as planned.. .

¢ The. above list, of course, should reflect the achool's anticipated”

fund sources - .




WORKSHEETS ‘FOR' COSTING ACIIVITI"ES

¢ g N W . .
T Two types of worksheets are the annual and long termﬁéosting .
plans. It is appropriate to develop the long. termmplan of", activities
“first.

This will help, to detérmine whether specific activitiea"wii

. . be continued throughout the entire planned period, or whether an

o

activity should be phased in or out during the period
advantages for this approach are twofpld:
properly spaced -throughout the long term, and 2) incur

when. The

1) the-acti ities can be

id | expenses
can be more evenly distributed throughout the planned period. The -

‘

long term plan,, once completed, would be used to sub-divide the yearly

components into the more usable annual worksheet for each given school
year.

,,
. '

The annual worksheet specifies activities,. indicates anticipated
personnel and material costs for each activity and shows the source
-of monies. The cost for an activity is brokem down into the components
of personnel and materials and themtotaled. This total cost is then

shown on the long term plan. Let' 8 take a look at some exaupleh from
/our model.

1

In year X, activity 1. 11 is not expected to. involve added costs
8o that on both the annual plan‘and long term plan the word none is,
writtea for the -place provided for cost. 'In-activity 1. {2, theannual
worksheet s $10.00 cost for persomnel (extra secretarial time
paid for ordering materials) and a $65.00 .allowance for the coat of
materials. The cost of this activity will be funded from.two sources,
the/general income fund (A) 'and pledges from the PTA fund (E).
* activity will be tedporarily phased out when activity 1.13 is phased .
in (see workaheet for long term’ plan) :Activity 1.14 was initiated in
year X and will continue for three years In year X the cost will ‘
‘be $50 00. Agzin we 'find a $10.00 charge "for extra secretarial time
‘required. 1In addition, there i8 an estimated ,$40.00 expense for pre-
paration, reproduction and nailing.cost of the questionnaires. The
annual report shows that this money will originate from AOS and .the

sum of $50.00 is shown for- activity 1.14 in year.X on the priected.
. year plan.

.
4

. Tothl acttvity costs, for that group of activities, are indicated
for each page of the annual worksheet. On the. long term worksheet, the

* cost of each sorie;lof -activities is summarized by year as vell as total
annual costs for a series on thaf page. ~N .
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' e L T - WOPKSHEET FOR W03 iiNu ACTIVITIES g - ’ “
) 7 (Projected :__ Year Plan) ’ )
vy ) i
T Goal 1. A ' . o i -
- Nhjective 1.1 | . , . . ’ .
’ — ,¥ea1: X . ‘(Y‘eaf X+1 _ - Year X + 2 - ‘Year X + 3 Year X + 4
o (Cost/Fund(s) _Cost [Fund(s) Cost/Fund(s) Cost/Fund(s) Cost/Fund(s)
_— - \Aciivity 1.11  None None None None None
- kctivity 1.12 _75.00(AE) ' _75.00(A.E) .
Activity 1. 1.3 , RN . - . 150.00(A)" 500,00(A,C) 100 A
“' ’ . -
Activity 1.14 50.00(C) . 50.00(C) . __50.00(C) ? ‘
. . . _ . V4
— Activity 1. 1 Series Cost L25 00 125.00 : 200.00 500.00 100.00 -
i > ‘Objective 1.2 . » , - =y . .
© 7 Activity 1.21 None o fone " __Nope - _N.nng_____" . None -
b oActivity 1.22 None ° ___None None ‘. None .
| Activiey 1.23 o ' " 25.00(A) . - _15.00(a) -
- : ’ - . '
-\ctivity 1.2 Series Cost 3 None .None . — None 25.00 15.00 - -
-~ .
.o . .. 125. 00 . 125.00 . 200.00 ' 525.00 1115.00 4
P ' *  Year X co.;  Year X+ 1 Cost ~ Year X + 2 Cost  Year X + 3 Cost  Year X + 4 Cost
. ) . _0 N . R (. . . . .. . - R h . g
) . ‘ . .. ) ‘ , - . L ’ ‘




. b
WORKSHEET FOR COSTING AGTIVITIES
(Projected _" Year, Plan)
o

Goal 1.
Objective 1.1 -
. " . Year X - Year X + 1 . Year X + 2 Year X + 3 Year X + 4
- (Cost/Fund(s) » Cost /Fund(s) ~ Lost/Fund(s) ) Coat/Fund (s) Cost/Fund(s)

*

.
te

Activity 1.11

Activiey 1.12

Activity 1.13

Activity 1.14

- 1 Ser_ies Cost

Objective 1.2

Activity 1.21

Activi ty 1.22

Activity 1.23

Activity 1.2 Serieg Cost®

et gt e .

Year X + 3 Cost  Year X + 4 Cost
t " (3]
« Lod

-
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Goal 1. .

/ Objective 1.1

-

Acéivity 1.11
Actiz}ty.l.lZ
’ Activity 1.13
Activfiy 1.14

Activity 1.1 Seriz; Cost

~Objective 1:2

. Activity 1.21

o

Activity 1.22

Activit%:1.23

#

Activity I:Z'Series Cost

s

L 4

Year X

(Cost/Fund(s)

4 Year X Cost

-

ae

t'ORKSHEET FUR (.OSTING ACTLVITIES
(Projected __ Year Plan)

PR}

*

4

Year X + 1
Cost/Fung(e)

Year X + 1 Cost

t

—

Year X + 2. Year X + 3
Cost/Fund(s) *‘  Cost/Fynd(s)
. o
- ’ B
. - ’
v AY
. v L 4 .
. | '
Year X + 2 Cost Year;; +'3 Cost
* J-
» _ !;.)
= g( ’ *
w .

Year X + &
Cost/Fund(s)

Yegr X + 4 Cost

w
N
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. % .+ WORKSHEET FQR COSTING ACTIVITIES. 1
A, N (Projecked __ Year Plan) . . ‘
N ¢ . . -
. - A 2 ‘,: ‘ ) . . »
o / . P ) : W, » - , L
) 3 Goal-l. g . . . ~ lb‘ - &
d Objective I.l/ . R Y . . . '
: : A - Year X Year X + 1 Yegar X+ 72 . éYear X + :}‘:'f? Yedr X + 4
oo, o "(Cost/Fund(s) .. _Gost /Fund(s) - . Cost/Fund(s) - Cost/Fund(s) _Cost/Fund(s)
& . . . » i . . e
¢ Activity 1,11 _ ) o L T = \
g : ¢ - } ! . ) N ’ * b -
y - . Activity 1 ’2 .y ¢ - . * 3
i ‘ / x F) - . - - s
Activity 1,13 7 . ) > : : T
. ’ ; . -~ * 4. - _dl_—_ o ’ T e -
SRR G » S s
. Activity 1.14 - ) . . 5
-%. ) . - \ ; ¢ ¢ t - * - o,
Activity 1.1 Series Cost. , . L . .y ..
. - N / ﬁi._\._’( —_— ~ . : .
£y . hd - ' L] L d ’ - ) ' 7
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- Objective 1,2-, > 1 / ) e - - ' F
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- Activity 1.22- g : . e/
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Actigity 1.2 Series Cost = - : —— . - I
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Personnel costs = wages, . .
sal ariep, stipends, per ., WORKSHEET FOR COSTING AC‘I‘IVI‘I‘IES

= dlem. . ' (Annual) -, . - pub. preparation
¢ ‘ » ‘ * b
Goal: 1. _° . - - : :
¢ ’ * L=

. r. . - . l' . . 1 ‘
T Objeetive 1010 . N M /‘//(

ﬁctgvity 1,11 " . : - S S C ) . L g
i, ’ s v N
N ) . L 4+ " HNone - » None i :
(Person:ﬁ costs) (Fund sowfce) (Materdial costs) (Fund source) -(Total gost) v
Activiey 1,12 o - : . et PR
. , . . * . - , . . - . ] . l‘@‘
St N ; — % . = , — —
' 7 - . . ‘ . ’ ’ 4 ' . s
. . ‘ \ 0 s PR N
o - $10.00 A ' © $65.00 E §75.00 . -~ -
) . (Personnel costs) (Fund source) + - (Matezial cosbs) (I-“und source) = (Total cost). _ ~-
” " Activity 1.13-. ' ' ' ' . ‘ ] :
' LI ‘ |- ~ . P 7. ) S o o .
s ‘ Ty N < ‘ - - - i = — z - 5
& o ) I * . . o, ‘ , -
, . ) 5?elop Later . ‘ Develop Later ° . None 4 .
{ - s ‘. (Personnel costs) (Fund jvsourqe) + (Material costs) (Fund source) = (Total cost)
A Activity 1.14 - ) '
) - — ,. -
. ~. -y T _— M 00 . . C U + _$40, OQ ' c =7 'y $50.00 -. T )
. . . (Perspnnel costs) (Fund source) (Material costs) (Fund sourTe) /(Total cos¥) . v
. \It 1s highly probable that the‘fcost of some activities, especially ones ' . P
“projected for future Years, will not be known at planning time. These Page 1, Total Activity Cost : ¥
. activ.ities can be costed bysusing the letters u.a.p. (unknown at present) . C '$125.00
[mc 43 - . : | . o 4 .
. . ’ ‘ s, . : .
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Personnel costs = wages, ' <o g . o o Material:coats = books, 1
* salaries, stipepds, per WORKSHEET FOR COSTING ACTIVITIES - correspondence, facilit
diem o (Annualy) . pub. preparation “ l
. P . ) . * te J
* Goal: 1. .- ] '
f - }’ A ' s
- - »
. Objective 1.1.. v, . 4.;,
. meim T L e 3 ' - — - } (- :
: - haad ’ ¢ ’ . ; e
Activity' 1.11 . - - — - f— -
- E ) + ’ ' - ’

Activity 1312

e [/

. ;\~A&ivity 1.13

J '}ctivity 1*?%'.

'tt {s highly probaﬁle

projected for future years, wtll not be known at planning’time.
R activitie&gn Be'posted by using the lettefs u.a.p. (unknown at present),

Q
ERIC .

2

(Material costs). (Fund source) ” (Total c,oét)’ .

i
T »,'L

(Personnel costs) (Fund source)
¥ 4

.
A hd . ! '\
T ~ =
AN . . N -

t . - " ., .
v -
" ‘ 7’

N . * .

(Personnel costs) (Fund sourcé) + (Material costs) (Fund source) = . (Total "cost) - ' L
R TR . . :

- ’

*

ey RN} *
= L s
y \ - .
» "
"
L ) -
> - —— -
. ’ PR .
-
A : » . i + ¢

(Personnel costs) (Fund source) + (Material Tosts) (Fund source) = - (Total cost)

~7o

¢ T

. + . - . .- .
(Personnel costs) (Fund source) <(Material costs) (Fund soursek- (_I'o_t_m“.
that the cost of seme activ{ties, especially ones o w ———— : ‘
These

"Page 1. Total Activity Cost
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Personnel costs = wages,

[

~

Materigl costs = books,

salaries, stipends, per . . "WORK@EEI.FOR COSTING ACTIVITIES correspondence, -facilit/’
/-diem . (Annual)* pub. preparation " /
L .
.‘ [ * ‘ . % 4 - ’
’ Goal: 1. * . '
‘ ¢ / .; e . ’ ) ,’ a o> L
. .
Objective 1.1. ' S ' - . ’
. N . ! L ] /.
» . A
it ® ’ ;
Activity 1.11 . ) o /!
b ] - N ’ . ‘ 3 ] N \ . " = =
o, ~ v ' N . PN . /
o (Personnel cests) (Fund source) (}latetjita.rl costs) (Fund source) {Total cost)
. Activity 1.12 - o .
1) ' l ;‘
AN , . .~' e . ﬁi . - L,
’ . N 1, \). .
. S A ’ 3
(Personnel césts) (Fund source) + (Material costs) -(Fund source) (Tofal cost)
Activity 1.13 ' ,
L ' N .
\, - "
. .. LI K ' Al . ’ L4 ,'/
¢ » : ’ B T} .
N 14
. ‘\ \ "/
. P (Pgrsonnei costs) . (Fund source) + ,(Material costs) (Fund source) (Total cost) '
Actfvity 1.14 . ; iy : -
- S : + . _ o
- (Personnel costs) - (Fund source) (Matesfal costs) (Fund souree) - (Total cost)

‘v It is highly probable that the cost of some'activities, especially ones
_projected for future years, will nGt,.be known at planning time. These
activities can be costéd by using the Ietters u.a.p.. (unknown at present).

IToxt Provided by ERI

Page 1. Total Activity Cost "
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P.orsonnel -costg = wages,

* e - .
WORKSHEET FOR COSTING ACTIVITIES

Material costs = books,

-

correspondence, facilit

salaries, stipenids, per 4 |
«diem - —— N 4 (Annua) pub. ‘preparation -+ -
: : ' J P i R '
B GoaJ.: 1 A - £ .
» , :: * F‘
. | . ] ;
o~ &
- - .
I :‘ Pl
Objective 1.1, ) _ - _ _ %
-:n ) :,'t % | .g:i' :
 Activity 1.11 - . ( 4
’ h Y . o ¥ . ’ ;o
, ;_’ ) . ‘ 9 + - ta. -
e (Personnel costs) (Fund source) - (Material costs). (Fund source) (Total cost)
Activity 1.12 - . - o w
iy 4 . 4 . -
™ , - ¥ .y! f ﬁ‘ ' i
g‘:: 1, -
i N
Y : v - |
- ’ H - . Es o |
X . ' . ry . S . i —_— [N ‘
, (Personnel costs) (Fund source) ++ (Material cost{{ (Fund source) ‘= (Total cost) . |
> Activity 1.13 ) . . ® o , " i _
. Y -
. « \. . . i " * . N
. * e ) - . ” N ’ "é
N e (Personnel costs) ‘(Fund source)  + 1’(Materia1 cost;)-(?und source)" = (Total costy . ’
Activity 1.14 .o _ R Y A . ; - —
:& " ~ ‘. . “ .
L : i P + ’ - s * ’ ‘e N >
) . ) . (Pefsonnel costs) (Fund source) , (Material costs) (Fund sourse) :\\\(Total cost) s
T . It 1s highly probable that the cost of some activities, especiallx_éges ’ roo S T e
‘projected for future §ea@s, will not be-known" at plahning times ‘Thes® ) Page 1. Totaf Activity Cdst T
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The presented criteria for this model of costing is by no . ¢
. . means exclusive of other possible criteria. A school might, ’ &

for. example, want to reflect a cost for every activity to satisfy
the '-needs of some interngl and/cr external reporting. If that is

the case, by using activity 1.1l as a specific example, a cost can
be demonstrated by using the follouing -formul
-/

1 School year —‘}80 days = 180 days/1 X 7 hojLs/day = 1,260 hrs. /staff member )

. : No. of participants X[bnnual average salary + (enployee benefitsi}x part
- > of school year devoted to activity = personnel costs . ’
h 4 60 hours (time used) )
5 English teachers X[$7, 000.00 + §1,000. oo]x mﬁwl sears) = p.c
p 5 X $8,000.00 X .00§ = s3eo.gq CE )

-

. If this model is used then activity 1.11 would reflect a tost
of $360.00 for personnel on the annual report and the same amount

on each of the yearly costs on the projected X year plan. dification
of this general formula could be made to reflect differenc day
length numbers of days in a school year, etc. ) g
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EVALUATION CRITERIA

T g L

A procedure needs to be developed to deteéfrmine whether the
activities, projected in the long term and annual plans have
been performed and their degree of effectiveness. . This course
of action serves as a control.for record-keeging purposes as to
whether the activities have been attained in full, in part, or
not at all. It can also be used to help determine whether specific
activities should be continues modified, or discontinued.

There are three types of evaluation that need to be made. One
type will indicate whether the proposed activity has been done or
not and then the extent to which it has been accomplished. A shoft
statement of degree of completfbn is all that is needed (see evaluation
summary) . .

A second type of evaluation,should reflect any change in the
attitude or performance of staff nembers. The input for this
evaluation can be the results of a questionnaire completed by staff
members or administrative and supervisory dpinions(as to staff re-
ceptiveness and responge.” This evaluation ‘could be either a suﬁjective
or an objective oné. The ,object is to devise a concise statement of
staff opinion as to the effectiveness of each specific activity (see
evaluation summary). . :

A third type of evaluation-Would center -on any changes in student -
attitude and/or perfémmance by the end of each school year. The data ¥
for this evaluation,can come from standardized test scores, noticable

. changes in student attitude or overall performance. Again, it would
be appropriate to evaluate the.activity by either an objective or sub-
jective statement. » ) ’
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" EVALUATION SUM{ARY
(Annual In-School Report)

For

St Year - .

Goal: 1. To encourage student growth in the development of languege skills so that they will be able to comnun cate
effectively in the modgm world N <
Objective: 1.1 n app.pinted committee of five lower, middle, and upper school English teschers will review th
ooy schogl's English cuz;riculum by February 28, each school year. Evaluation: Yes, met as planne&‘
P ) ' », B o ’ / - i
Activity . . ~ Change in Staff,‘ Change in Student
Number Activity Description N Activity Completion $- Attitude/Perform. _Attitude/Perform.

ct. 1.1l - committée action for gereral review Yes, met as scheduled Congidered a positive No change »
: which reports to uppew, middle, and ‘ 'approach i -
lover scheol principals - ‘ .
. by récommending a(:quisition of pub- Yes, recommendations General passive attitude No’ change
lications on English curriculum - were made ‘ : S
development. - : T . T

e,
L

L]

“+by .preparing preliminary report, Develop later Develop later . Develop later

sultant visitation and post~ . P
epbrt on English curriculum. ,
~ * . o X 5 . ) .
by cémparing with survéys madé of _Partially, one-half A great deal of interest = Greater interest.
English curricula in géleated U.S. correspondents didn't : : _ - shown_ ~ . ,)
.public, private and other overseas reply : e , r
schools. .  ° ' ’ ) ,
- v ~ 4 - -
All English teachers will share suecessful teaching techniques by October 1, Februsry 1, eath ochoo]. year.
Evaluation: Yes, teaching techniques were shared. . -
. z : ' . , .
by inviting othetj English teachets '  Yes, took place as A popular &etivity ' Greater interest
- ' ‘ . scheduled . - : oo shown
. o . \ . » - ,; i . N _‘ ‘ .
by making special prehutations te De'velop later , Develop later L Develop later ~
' other, teachers at grade level er . . ) ‘ T .
areg in meetings. 'y : . L

.
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. MODEL SCHEDULE FOR STAFF DEVELOPMENT

i P A T PROGRAM: IMPLEMENTATION AND EVALUATION ° oL T g
' ’ ' r . - . . . ‘
vho , . . . B, .y ’ . . >

- - . N .. . .
- . ‘

PROGRAM IMPLEMENTATION

O . The performance of activities . . -
as desigrated: in the’ school's 1 ¢ . 1 |-

plan L. **)/. N g " A '\e . ! ® \:

. L N d . J
P - EVALUATION OF 'PROGRAM - .- . +
, .(anmrai:"and multi-year) - ) , : . ‘ 4 ‘
Development o¥ guidelines, L ' y R ( :
chogse particigants and no s . - .
. arrange for meetings, d2teMine 11t 1. ~ .
* ‘instrument use/non—use, valuate \ e ) ! : ) i
co ‘ : - | :
: REPORT PREPARATIQN 11 | : : It
. " (ahnual and multi-year) ) .
-, ; De?reIopn)ent of guidelines,choose )
. participants and notify, arrange A1 L1 : /] ) .
P for meeeings, xompile information, |. . q ’ .
‘ :+ ' prepare report, and make distri- . - '
- 5" butien g ; ., CY S ACY ATy SISy AV ARCY BNy Y A=Y SEYY ST EYY IV BroY Sry Gy gV A
‘o . v N T ! Post
ELAPSED WEEKS OF ‘ Y S0 A Ny ' < School ,
SCHOOL YEAR & s / v /- , Year
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’ ALPHA .BETA INTERNATIONAL SCHOOL - Y9 . '
' S N
X Needs Assessment Survey . School Year : )
- . ' A i ) ‘ - ;
‘ Cl'assific.ati:em,g\ircL one) S ) ] ’ - 'Level (circle*onme)’
. . . Qe * '
Adninistrator Counseling/guidance — Elenentax;y Junio\ High ‘
Supervisor . ° Librarian K & Middle School: High School .
.\ Teacher Other (specify)’ ‘ . ’ N
‘ : . Catggom \(‘circle one)
Number of years at this school s D) o s { \
(includ€ current year) + -Lpcal hi¥e . import:
e TR ¢ . . PP ’ ' ~
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Directions:
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The purpose of .this questionnaire is to help determine the priotities

z -
¥

of school needs 4s perceived by the opinion of staff members A

the' degree of ‘need ‘for

K 4

‘Please circ,le the appropriate letter, A through F, that indicatesg

this activiﬁ.. -1f thege is a need, -then

indicate the means by which this need can best be accomplished by
‘circling the proper letter, S through Z g . 4

o . . -\ o " e ‘
Need Degree:- ’ . ‘ 3
o . .% ' 3
Very great need = - S, IndIvidwal- internship, teacher exchange,
. ' Great ‘peed i - conferences, plan for development
Need T. Group training-workshops, instituces,‘ seminars,
Litttle Need - by consultants v
No need ) u.2 Studies-research, comparative, independent and
-No opinion a group
' ' V. Meetings-all staff, subject matter,” grade, area
. and committee . ¥
. W. Misc. inservice-field trips, lectures, P
‘ .  demonstrations and visitatioms * =
' X. Off-site visitations, travel and leave of absense 1
* for prof. growth |
\ Y. Host. country experience—cultural t:omunity wrkﬁg
‘ ; " and_educational .institutions . . }
University «credit course work-on school site .

.

"This first set of  ten questions is'concqr'tfed w%:h« bhe,needé, as yongperceivef.
them, of Alpha Beta Internationdl School. . ¢ . . -

1.

2‘* Undersnanding and deaJ.ingA with tomunity Fharacteristics. .

“

K 4
Development of a bi- lingual teaching sf,aff ’

Need: A B C D E F 'Means inplementatiql S U v W XrY /

N
. -

or off .school site
‘e ¥ -

@&

LR

H Al

", Y Need: "A B’ c D E F Means mplﬂen:acion.s U v WX Y Z ' NS

3.

v
A program of multi-ethnic and/or crogs—cultural education.

Need” A B CDE F  Means implementation: SSU VW XY 2Z |
Comprehensive, school-wide curricqlum planning ,‘ T .
Feed: A B.C D E F Means implementation. S UV W XY 2 .
- \> . ) ~ -
- = ¢ K
- . ‘\ N X



-
e

.

II.

‘;; 0 o ’ .
. I * ' 44 *
. R , - ’ 1 . B - ‘\
’ . = s * R .« .® T “
Need Degree: - ° ‘' Means Implementation: ’
. . ’ ’ - ", o .
. Very great need s - S. Individual- .. .
Great need . 2 . T. Growp training- . )
. Needed . . - , -+  U,"-Studies- , , . ‘- =~
Ligtle need - - - . V. Meetings .
" No need - 7' - W, Misc. inservice- ,
No opinion ' ' ' - X. Off site- . Jos

Y. Host country\yéperience-'

. . v Zs University credit . ‘course work- .
. < £

.5. Revising curriculum guides to meet coununity characteristics:’

Need: A B C,D E E. Meaqsinplementation. suvwxvz

# -
6. Sharing teaching methods and techniques by staff members. )
Need: A B~ C-|D E F Means implementation. S vV W X Y Z

7. ‘Jddentification. and remediation Jof student learning disabilities.
‘Need: A B C D E E |Means iMplementation. - U V W XY Z
- . s . '
uence of developmental reading for students.

. 'N ¢: A B C D £, F; Means 1mp1mentat18w VW XYz T
9. Hriting gnd using measurable performanee objecti - tos » :.

=’eed ABCDEF Heansimplanent‘ation' SU#WXYZ [N

10. Integrating career education in the schopl 8 curricuﬂ&m e

Need: A B C D'E F Means implementation: 5 UNv W oX Y Z‘” e

P . .3 Q A w < LY /
(vd . ‘ AP ."

. - . v . * . t ve

This set of twenty two - questions #s concerned.with your personaI needs as a
staff member of Alpha Beta International Schpol S N

5
\ 1]

[
11. More training in youg grade level of subject matter, field. '
Need: A B C-D E F Means implémentation. sy v W.X. Y Z

-

. 12 ' Teaching critical thinking sﬂillgfto stUdents. - .-"'1v' t ' :
Need'ABC“DEF ueansmplementaé,fnwuvwxgz :
< -
13. Designing independent study projects for studént -] .
- Need®* A B C D E F Means implementation' zS U V'W X Y ‘z.
& / \

~15. Techniques of evaluating learning by students. Z

*

14. Imprgzed teaching methods in your field s s o . ..

.- feed: A B C D E F ﬁeansimplemeptatiop S B Y WX Y zZo
g A ' '

. 0,
Need: A B C'D E F Means impleme'ntation. s u-vwx?Yaz
~ / ‘

- . N ‘.
.

16.» Selection and use of audiovisual ard other instructional media.'
> Need:. A B C D E F Means implementation.. s v'vwxy z,

4 »

fl7. Learning and behavior/discipline in the classroom .-

Need. A B C D E F Means implementation.. s U v W X Y y A
BR

18. Involving the pupil in theteaching/learning process.
. Need:* A B C, D E F{ HMeans implementation; sU VW X ‘Y 2
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-Néed Degree: . ) o ' ’ Means Impi_;elnentation:

*

~
A. Very great need © 8., Individual- ,
T

B. Greatmneed * ) - Group trainingwy
€. Needed . ‘ U., Studies- '
,-D.” Little need . x',l{éétings-
E. No need . . . Misc. .inservice-
F. No opinion e X. ~Off site-
1 v - > Y. Host country. experience *
. Co- o . .+Z. University credit course work
19, Techniques of teaching talented and‘ gifted students.
Need A B C D E F Means. implementation: S T U v‘w X ¥ Z
20. Training pupils to tutor other pupils, \ . (
., Need: A B C-D E- F Means dmplementation: T,U V W+«X Y Z

~ ’ . K
21, . Techniques of‘ teaching s’sw—thildren. .
Need: A B C-D E F' Means implementation:
’op - * ‘
22, Reading in content areas b students. '
N Nee;r A B C D E F Means implementation:
-3 . . X ; 1'
23. Cla_ssroom management. _ SR
Nee°d: A B C D E F Means implementation:
, ‘ ‘
‘24; Personal professional development‘,lanning
¥ - Need:” A B C D E, F Means :I.mplementation
- . - . . .
2§. Decisioh‘-making and problem-soi.ving processes.

Nee.d A B € D E.F ' Means implementation: 'S T U V

26. Usé of school library ficilities and planning.’ \ i -
" Need: A B C D E=F Means implementation: § '1‘ U vw X Y y

.
‘?

27. Development of teacherwmade instructional ‘materisls. . ‘

Need,« A B C D E F Means implementation' S'J{T u v W X Y, z

28. “Production and use of 1nd1vidualized teaching/learning materials.
Need: A B C D' E -F Means implementation: § T U V. W X Y Z
R ) .
. . - t . 4 "
29. Using effective motivational ‘strageties in the classrooq.
., Need: A B C D + F Means implementation:- S .,T U V W, X Y 2
- ' . LA .

30. Knowledge of current research ; ertaining in the ‘tedaching/ learn:lng\proc'ess.
‘Need: A B C D E.F Mean implementation: S T‘U V W X Y Z
S
‘31. Providing for multi—leve"l learn)ing activities in the- classroo";‘\B
Need: A B C D E F Means implementation. S TuvwIXYZZ
. 32. ,Development of ‘counseling and guidance techniques.
. Need: A B C D E F ,ansimplementa’lion.STUVHXYZ

~

P




