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INTRODUCTION

During the Spring and Summer Quarters of 1966, the
author was involved in a partial internship toward fulfill-
ment of Education 601, 602 requirements at Eastern Illinois
University. The partial internship took plece in Community
Unit School District #1, Coles County, Illinois. Speeific
places of training were the High School, Unit Superintendent's
Office and the Junior High School. The author was privileged
to receive training from the following personnel:

Mr. Paul E. Seitsinger, Unit Superintendent

Dr. Palmer Ewing, Unit Educational Consultant
Mr. Royce Marble, Unit Business Manager

Mr. Marvin Smith, High School Principal

Mr. Gall Borton, High School Assistant Principal
Mr. John Dively, Junior High School Principal
Mrs. Joyce Wilson, High School Secretary

Mrs. Anna Nickles, High School Secretary

The above named personnel were extremely cooperative
and the author would like to publicly express his sincere
appreclation for thelr understanding and training. The
author would also like to particularly thank Dr. Robert Shuff,
Head of the Department of Administration and Supervision,
Eastern Illinois Universily for his patience, understanding
and guidance. ’

Actual experiences in educational administration
provides invaluable ald to a better understanding of the
various problems an administrator might encounter today.

With this as a start the student may establish definite
guldelines toward becoming an effective school administrator.

316245



EDUCATION 601

l. Survey of the characteristics of Jefferson 3School Faculty
2. Junior High School Scheduling
3. Jefferson Schools Street Safety
4, Jefferson Schools Ass't. Principal's office equipment.
5. Jefferson Schools Faculty Handbook
6. Remodeling Junior High School Library
7. Junior High School Room and Pupil Utilization Survey
8. Discussion of above Survey wiith Mr. Dively and Mr. Seitsinger
9. Work on Projection of Unit Student Enrollment
10. Reading Research in Predirting School Enrollments and A 3urvey
of Three School Districts
11. Discussed 1966-67 class schedule - checked on library remodeling
progress and visited some rooms - lyceum assembly correspondence
Melbourne High School information - i1nstructions on how to use
. PA system console.
12. Unit Grades 1-6 Enrollment Project
13. Bring up to date Unit staffs transcript files
14, Jefferson Schools telephone service and needs - Sign and poster
machineinformation
15. Professional lLibrary
16. Professional library and Federal Aid to Education Information
17. Development of Philosophy of Jefferson Schools
18. Light and heat problem in Jefferson Schools office area - Junior
High School personnel selection discussion.
19. Jefferson Schools Faculty Handbook and Building master keys and
their use.
20. Junior High School objectives research
21. Second Junior High School Bullding Program discussion
22. Recommend goals for elementary schools years reading
23. Obtaining information for EMH student state report - Jefferson
Schools Faculty Handbok
24. Discussion with Mrs. McCabe of Junior High School Guidance program
and physical facilities - Information for ordering sign for
Principal's office ,
25. Junior High School teachers lounge equipment and 1966-6T7 class
schedule
26. Discussion of bullding bookcase for Ass't. Principal's office and
new reading textbooks, grades 1l-6
27. Discussion;of Junlor High School Guidance Program with Mr. Dively
28. Discipline research reading material
29. Discipline discussion with Jefferson Schools Principal
30. Confidential discussion with Jefferson Schools Principal on
Jefferson's staff
31. Wwork on Jefferson Schools Faculty Handbook
32, Survey equipment in Junior High School and reading of a report
on the Braln Injured Child
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Fllled out credit reference blanks and observed general office procedun
Discussed personnel problem with Mr. Borton

State Basketball Tournament ticket distribution

Discuesed qualifications for High School Ass't. Principals position
and the High School awards order with Mr. Smith

Discussed North Central Ass'n. recommendations on teaching loads

with Mr. Borton

High School summer Driver Education scheduling

High school Summer Driver Education scheduling

Discussion on Curriculum revision

Investigation of High School Student Information files

Investigation of High School Student Information files and discussed
duties of High School Ass't. Principal with Mr. Borton

Discussed North Central Ass'n. recommendations on guidance and how
High School rated with Mr. Smith

Vislted Jefferson Junior High School and discussed Junior High School
Ass't. Principal's duties with Mr. Dively, Principal

Discussed High School accident insurance procedure with Mrs. Wilson,
High School secretary

Further discussion of High School insurance procedure with Mr. Marble,
Comm. Unit #1 Business Manager

Discussed annual High School Principal's report with Mr. Smith
Discussed abllity grouping of students with Mr. Borton and Mr. Smith
014 High School Philosophy

01d High School Objectives

New High School Philosophy

New High School Objectives

Began investigation into the use of instructional aid in High School
Instructional aids investigation and completed questionnaire from
Southern I1linois Coaches Ass'n.

Instructional Aids Inventory at High School

High School Withdrawal policy

High School Curriculum

Opinionnaire discussion of High School Activities Fund with Mrs. Nickles
Discussion of Imprest Fund with Mrs. Nickles

Activity Program

High School attendance policy and procedure

High School procedure on failing students

High School Assistant Principal duties discussion with Mr. Smith
Desirable characteristics of High School Ass't. Prin. listing
compiled by Mr. Smith and Mr. Borton

High School Guidance Program

High School Summer Driver Education schedule

Characteristics of the good Junior High School - Dr. Ewing
Registration of June group of Summer Driver Educ. Students
Application forms for instruction permit:¢s in Summer Driver Educ.
Characteristics of the good High School

I. He S. A. District Baseball Tournament Procedure to finish the tourne
Observed general office procedure

F1lled out Speech Questionnalire with the assistance of Mr. Borton and
Mr. Ozier

Discussed Summer assignmehnt with Mr. Seltsinger Educ. 601

Athletic awards - Hiring policy of school dist. (Comm. Unit #1)
Course Descriptions



Thursday March 10, 1966

Today I used the student permanent records to fill out
credit reference blanks for a former student of Charleston
High School.

The remainder of the period I observed general office

procedure.
Friday March 11, 1966

Today I participated in general discussion concerning a
teacher who had used all of her sick leave. This person missed
seven additional days and the question involved was whether this
teacher should be docked on the basis of her base pay or base
pay plus increment. The declision was made to dock the teacher
at the rate of 1/180 th per day of her total salary.

Spent the rest of the period observing general office

procedure.

Monday March 14, 1966

Participated in general discussion on procedure for
handling Illinois High School State Tournament tickets. It
was decided that the state series tournament team, three
coaches, one manager, High School Principal and Unit Super-
intendent wduld recelve tickets on Friday. Coaches and wives,
Principals and wives, Superintendent and wife, and Junior High
C.oa.ch would receiveAtickets on Saturday. If there are any

tickets left they will be given to school board members who



March 14, 1966 (con't)
have requested them; After this discussion I distributed
Super Sectionali Basketball tickets.

Sat in on a conference where questions were raised on North
Central Self-Evaluation report. ﬁiqcuesed with Assistant Prin-
cipal a copy of the program for the annual meetihg of the
North Central Assoclation to be held in Chicago, Illinois;

March 28, 29, and 30. This will be the seventy-first annual

meeting. Appeared it would be an interesting meeting.

Tuesday March 15, 1966

Participated in general discussion with Mr. Smith on
qualiifications for Assistant Principal's job. Mr.‘Smith felt
there should be a 1list of duties for this position, then
the hiring agents must check qualifications to find the best
person to meet the requirements.

The use of double periods in a school schedule was also
discussed. It creates many probiems and appears an adminis-
trator shouia steer clear of their use as much as possible.

The school awards order form was discussed. The individual
teacher determines the number on hand and the number needed and
subtracts to find out how many to order. This form 1s turned
into the Principal's offie and the order is made. Generally

this 1s done about the first of April every year.



Wednesday March 16, 1956

Observed discussion between speech and drama teacher and

Assistant Principal regarding procedure of studemts going to

and participating in State Speech and Drama Contests. Problem

involves possible overnight trip for students amid teacher. It

was decided to investigate time students are to perform and if

an overnight trip 1s needed the school board must give 1its

approval.

Final decision will be made later.

Discussed North Central Association recommendations on

teaching loads. The North Central Assoclation of Colleges and

Secondary Schools recommendations are as followé:

1.

The ratio of pupils to teachers and professional

staff members of the high school shall not exceed 27

to one. Only a staff member's time actually devoted to
duties in the high school maﬁ'be counted in determining
the pupll-teacher ratio.

The teaching load shall be such that teachers have
adequate time to perform thelr duties effectively.

A teaching load in excess of seven périods dally for
the short period schedule amd six periods daily for

the lengthened period schedule shdl be considered a
violation of this criterion.

It 18 strongly recommended that each teacher should be
assigned at least one period dally for conferences and
preparation. In schools employing the lengthened period

schedule with six or seven periods, teachers should be

assigned not more than five classes and or study halls.

In schools employing the short period type of schedule



March 16, 1966 (Con't)
with eight or more periods teachers should be
assigned not more than six classes and or study
halls.
4. Except 1n certain activity type classes, such as
typewriting, physical education and music, the total
pupil load for a teacher shall not exceed 170 pupils

a day.

Thursday March 17, 1966

Began schedule for summer driver education classes. To
méet state requirements of six clock hours in behind the wheel
phase of driver education for reimbursement purposes and a
state regulation requiriﬁg at least four weeks in length for
the course, i1t has been decided to pur four students in the
car each period. It takes four five day weeks plus four days
to meet the six hour requirement with four students in the car.
In order to meet time requirements the teachers have their
cholce between cutting back from 40 students per teacher to
30 students or teachers will have to meet on June 2 and ali
Saturdays during the month of June. Another choice involves
cutting back to three students per class period for one sesslion.

Filnal decision 18 to be made later.



Friday March 18, 1966

In regard to the summer drivér education program it was
decided to submit the fbllowing plans to the .two driver educa-
tion teachers for their approval.
Plan No. 1:
June 2--Start first group-4 students per class-5 classes
a day-6 days a week-2 teachers-40 total students-plus June 4,
11, 18, and 25.
June 30--Finish first group.
July 1--Start second group-4students per class-5 classes
a day-5 days a week-2 teachers-40 total students.
August 4--Finish second group. Make up missed time on
Saturdays or during evenings in first group.
Total students 80. Total reimbursement $2560. Total salaries $2160
(Each teacher $1080)
Plan No. 2:
June 2--Start first gropp-3 students per class-5 classes
a day-5 days a week-30 total students.
June 30--Finish first group.
July 1--Start second group-4 students per class-5 classes
a day-5 days a week-40 total students.
August 4--Finish second.group. Make up missed time on
Saturdays. «
Total students 70. Total reimbursement $2240. Total salaries $1890
(Each teacher $945) '
Plan No. 3:
June 2--3tart first group-3 students per class-6 classes
a day-5 days a week-36 students.

June 30--Finish first group.



March 18, 1966 (Con't)

July l1--Start second group-4 students per car-5 classes
a day-5 days a week-40 total students.
August 4--Finish second group. Make up missed time on
Sturdays.
Total students 76. Total reimbursement $2432. Total salaries $2052
(Each teacher $1026)

Plan No. 4:

June 2--Start first group-2 students per class-6 classes
a day-5 days a week-36 total students.

June 30--Finish first group.

July 5--Start second group -4 students per class-6 classes
a day-5 days a week-48 total students.

August 5--Flnish secona group. Makeup missed time on
Saturdays.

Total students 84. Total reimbursement $2688. Total salaries $22606

ach teacher $1134)
The two driver education teachers chose Plan No. 3. The
administration gave its approval. The summer driver education

program will be set up as described in plan number three.



Monday March 21, 1966

Dr. Shuff's office--Discussion on curriculum revision.
Brief discussion centered around the following items:

Role of curriculum coordinator for entire district.

Role of subject area curriculum coordinators in the district.

Role of buildng principal in curriculum revision.

Role of department heads in curriculum revision.

Role of teachers in curriculum revision.

Role of State Department of Education Consultant and

University Consultants in curriculum revision.

However, time ran out before the area of curriculum revision
could be thoroughly explored. I gained valuable information and
hope we can continue the discussion later. Dr. Shuff loaned me
a book entitled "Curriculum Reorganization in the High School"
for further studj.

Tuesday March 22, 1966
Begaln 1nvestigation into student informa&lon files kept in
vault 1in the Principal's office. Each student in school has an
accumalative record folder. Information kept in this folder 1s
as follows: _
1. All testing scores by type and 1nbwhich grade they
were given since the beginning of thelr schooling.
These tests include; California Short Form Test of
Mental Maturity, Differential Aptitude Tests,
California Achlevement Tests, The Iowa Test of
Bducational Developmeht, Kuder Preference Record
Vocational.
2. Teachers estimate of progress, subject, grades in .

elementary and junior high school, and attendamce record.



March 22, 1966 (Con't)

3. Family background information.

4. Extra curricular activities and hobbiles.

5. Medical, dental and optical examination records.

6. Any other pertinent information. |

Each student also has a premanent record card listing subjects,
grades and credits received in high school by semester and year
of attendance.

Will continue investigation tomorroﬁ.

Wednesday March 23, 1966
This is a continuation of yesterday's investigation of

student files. 8School attendance registérs are kept in the
vault showing each students attendance record, these records
date back to 1950. Each student's attendance record is put
on the back of his permanent record card by school year.

Held brief discussion with Assistant Principal on duties
of his position. Final 1ist of duties will be included in this
report, plus a list of desirable characteristics a person should

have for performances as a High School Assistant Principal.

Thursday March 24, 1966

Discussed number of guidance counselors employed at the
high school. It was felt that our guidance staff was of
adequate number. Following 1s the North Central Assoclation
of Colleges and Secondary Schools recommendation of Guidance

Personnel:



March 24, 1966 (Con't)

l. Adequate pérsonnel---All member high schools should
employ at least one professionally trained counselor
or director of guldance services. The ratlio of students
to qualified guldance personnel should be approximately
300 to 1. Schools enrolling fewer than 300 pupils should
have at least one half-time guidance worker. Schools
enrolling over 300 pupils should have a full-time guidance
worker or the equivalent 1n part-timeworkers for every 300
pupils or major fraction thereof.

2. Preparation--Professional staff members employed
primarly as guldance counselors or directors should
have at least 15 semester hours of graduate preparation
in guidance and counseling.

Held a brief discussion on the work of our guidance staff.

Student-counselor relationships and the testing program were

briefly discussed. No final conclusions were reached.

Friday March 25, 1966
Visited Jefferson Junior High School in Charleston.

Discussed schedule ofclasses, staff, personnel, and dutiles

of the Junlor High School Assistant Principal, then toured
the buillding with Mr. John Dively, Principal. It was pointed
out that they are at capacity and need more space. The

library 1s to be completely remodeled this summer.



March 25, 1966 (Con't)

The building is in need of better lighting in several places.
The following is a partial 1ist of thesuggested duties
of the Junior High School Assistant Principal given to me by
Mr. Dively.
ADMINISTRATIVE:
1. Assume the duties of the Principal during the
Principal's absence.
2. Handle the employment and supervision of substitute
teachers.
3. Share the responsibility of minor discipiine problems.
4, Supervise athletic program and contests.
5. Schedule and supervise school sociai activitiles.
6. Supervise and teach classes when substitutes are not
avallable.
- T. Supervise and coordinate student transportation to
school activities.
8. Assist in the general supervision of the entire
student body, building and grounds.
9. Supervise handling of grade cards and personal records.
10. Pertorm any other duties the Principal, Superintendent,
or Board of Education assign.
SUPERVISORY:
1. Assist with scheduling.
2. Coordinate activity program. (Clubs)
3. Conduct departmental and faculty meeting as directed
by principal.
4, Assist with orientation of new teachers.
5. Assist Principal with continual visitation and evalua-

tion of faculty and other personnel.



March 25, 1966 (Con't)
6.‘ Assist 1n“research, evaluation, gnd recommendations
of texts and other instructional materials.
T. Conduct conferences with students, teachers and
parents.
8. Assist 1n evaluation, research and recommendations
regarding curriculum improvement.
9. Perform any other duties the Principal, Superintendent,

or Board of Education assign.

-

Monday March 28, 1966

Discussed insurance coverage and procedure for student's
injuries at the high school with Mrs. Wilson, High School Sécre;
tary. The student insurance 1s with the Guarantee Trust Life
Insurance Company. The company 1is represented by thé Page
Insurance Agency in Mt. Vérnon, Illinois.

The procedure for filing a claim is as follows:

1. Student reports injury to Mrs. Wilson.

2. Mrs. Wilson fills out the claim form and the
student takes the form home for parent's signature.
The form i1s then returned to Mrs. Wilson and shé
mails it to the attending physician.

3. The doctor completes his part of the claim form
and mails it back to Mrs. Wilson.

Mrs. Wilson keeps a complete register of injuries. This
report is broken as follows:

A. Type of injury.
B. Name of student.
C. Date of injury.
D. Name of doctor.

E. Date claim form sent home.



March 28, 1966 (Con't)
F. Date claim form sent to the doctox
G. Date claim form sent to the company.
H. Amount of claim as submitted by doctor.
I. Amount paid by company.
J. Date company paid bill.
K. Date company was notified of the injury.
4. VWhen the eclaim form returns from the doctor it is
signed by the High School Principal and malled to the
company.
5. Company mails check to the Superintendent's office
and they malil these ¢hecks to the doctor and or hospital.
At the same time Mrs. Wilson receives a copy of the claim
draft which shows students name, policy number, claim
number, draft date, amount paid, to whom paid, and a
description of the injury and payment. This 1is kept
on file.
6. Upon receipt of the claim draft, Mrs. Wilson

finishes recording in her register of claims.

Tuesday March 29, 1966
Questions raised after receiving insurance program
information:
1. Should parents be notified after doctor and or
hospital bill has been paid?
2. What about school's responsibility to see that all
reports are in on time to meet the terms of the contract
with the insurance company?
Called Royce Marble, Business Manager of the School

District, to obtain a copy of the terms of the insurance



March 29, 1966 (Con't)
contract. He has the master policy on file in his office.
At the beginning of the school year a form léter is given to
the students to take home to their parents which outlines the
coverage of the policy. A copy of this letter is included in
this report.

Spent the remainder of the period observing general office

procedure.



COMMUNITY UNIT SCHOOL DISTRICT NO. 1
Charleston, Illinois

Dear Parent:

The school student insurance program provided this school year,
and adopted by the board of education, includes benefits shown below:

TIME PERIOD COVERED

1. ATTENDING SCHOOL during the hours and on the days when school
18 in session.

2. - TRAVELING directly to or from the Insured's residence, and
the school for regular school sessions, for such travel time
as 1s required, but not to exceed one hour before reguhr
school classes begin, and not more than one hour after regu-
lar school classes are dismissed, or if additional travel
time on the school bus 18 required, coverage hereunder shall
extend for such additional travel time that might be necessary.

3. PARTICIPATING in or attending an activity exclusively organized,
sponsored and solely supervised by the School and School
employees, including travel directly to or from such an
activity in a vehicle furnished by the school and supervised
solely by School emiloyees.

COVERAGE AND BENEFITS

UP TO $5 000.00 PER ACCIDENT. If the insured sustains injuries covered
under .the Plan, benefits will be payable for expenses incurred WITHIN
a 52 week period from the date of the accident, as follows:

BENEFITS FOR COVERED INJURIES are provided as fdlows: If, within thirty
days from date of injury, the insured shall require the services of a
registered graduate nurse (R.N.) during a period of hospital confinement,
OR treatment by a legdly qualified physician, Surgeon, or Osteopath,
holding the degree of M.D., or D.O., only, OR the use of a licensed
ambulance from the scene of the accident to a hospital for confinement
therein, OR any necessary hospital care or service the Company will

pay for such necessary and reasonable expense incurred, but in no

event shall the covered charges exceed the usual and customary charge
for such services, supplies and treatments normally made within the
County of the State in which the treatment is given and provided any
IN-PATIENT HOSPITAL EXPENSE COMMENCES WITHIN SIXTY DAY3 FROM THE DATE

OF INJURY, SUBJECT TO THE following:

PHYSIOTHERAPY: diathermy, heat treatment in any torm, manipulation
or massage 1s payable up to $30.00 per injury.

DRUGS, medicines and prescriptions shall be payabie when rendered in a
hospital or in a doctor's office. The maximum amount payable shail not
exceed: for room and board, the semi-private room rate of the hospital,
ambulance - $25.00 for any one covered accident; X-RAYS, two x-rays

when neither a fracture or dislocation of a bone is involved;or for
orthopedic appliances, artificial limbs, crutches, wheel chairs,
orthop:e:dic shoes or inserts, the sum of $20.00 for any one covered
Injury, only when supplied and charged for by a hospital.

DENTAL BENEFITS for each individual, sound, natural, unfilled tooth;
825.00 per injured tooth, if not replaced or Capped; $50.00 per injured
tooth 1f Capping is performed, or $100.00 per tooth if tooth is
replaced.



OTHER BENEFITS If the injuries cause Death or Dismemberment within
90 days after the accident, the plan pays in lleu of other benefits
as follows:

Accidental Death . . . &

e o o o o $#1,500.00
Double Dismemberment . « « « . . . &7,500.00
Single Dismemberment . « « « « « « 81,000.00
Entire Sight of One Eye. . « . . . $1,000.00

ITEMS NOT COVERED

(a) - Injuries sustained as the result of participating in or while
practicing for intersholastic Senior High School football, including
travel to or from such activities or practices; (b) the services of
an assistant Surgeon or Physiclan when a surgical operation 1s per-
formed; (¢) vegetation, ptomaine pdsoning or bacterial infections
(except pyogenic infections due to accidental open cuts); (d) treat-
ment administered by any person employed or retalned by the School;
(e) hernia in any form, however caused and regardless of anatomical
location; (f) reinjury or complication of a condition due to acci-
dental bodily injury occurring prior to the effective date of this
Policy; (g) injurlies caused by War or any act of War; (h) 1llness or
disease 1in any form, including blisters, insect bites, heat exhaustion
or sunstroke, or (i) injuries sustained while fighting or brawling.
This does not cover injurles resulting from the use of skateboards or
sldewalk surfboards of any type.

THIS IS AN ILIUSTRATION - NOT A CONTRACT. Master Policy on File at
the School.



Wednesday March 30, 1966

Our High School Principal compiles an annual report called,

apprcprlatély, the Principal's Report. Discussed with Mr. Smith

the reasons for these reports. The main purpose 1s to provide an

accurate record of what has happened during the year, also it 1s

used as a gulde for the coming year.

Mr. Smith felt it had proven,

over the years, to be an invaluable reference source.

The following 1s a 1list of the items covered in the report:

American Educatlion Week
Assemblies

Athletics

Schedules

Holiday Tourney
Fresh-Soph Tourney
Invitational Track
Information Sheets
Intramurals

Attendance (Permission)
Awards (See Club Reports)
Bus Chaperones

Board Policlies

Boys' State Representative
Calendar

Classroom Control

Class lists

Class Officers

Class .Reports

Class Schedules

Clubs and Reports

DAR Good Citizen Award

Faculty Meetings
Faculty Bulletins
Fallure Iilsts

Fleld Trips

Final Week Instructions
1st and 2nd Semester
Financial Report

Fire Drill

Foreign Exchange Student
Freshman Handbook
Freshman Orientation
Graduation Information
Program

Publicity

Graduating Seniors
Seniors Entering College
Handbook

Health

Homecoming

Homeroom Chart

Honor Roles

Insuranee Summary



March 30, 1966 (Con't)

Directory Letters to Parents
Discipline Committee Letter (Misc.)
Driver Education New Students
Open House Non-Graduation Seniors
Parent Permits Orientation
Reclassified Students Programs
Scholarship Candidates Reports (Special)
Senior Class Rank See Fleld Trips-Club Reports etc.
Senlor Class Addresses Senlor Class Grade Point Average
State Employment Tests Social Activities
Students Entering from Iab Sch. Student Teaching
Study Groups Substitute Teachers
Summer Addresses (Faculty) Summer School Students
Tornado Drill Traek
Transcripts Malled Withdrawals
Friday pril 1, 1966

Spent the period discussing abllity grouping and 1ts use in
the high school program with Mr. Smith and Mr. Borton. In any
school program, grouping of students i1s used. There are two main
plans of grouping students. One plan involves heterogeneous
grouping, whereby students of varying interests, abilitles, and
achlevement levels are placed together for the purposé of instruc-
tion. This does not mean that the grouping i1s done haphazardly.
Individuals are grouped by showing progress and achievement, thus
wve have promotion from grade one to grade two and so on. Another
plan involved homogeneous grouping, which attempts to group students
on the hasis of mental ability, academic achlievement, interest, or
a combination of these criteria. Sometimes these groups remain

together in all subjects, however, at times they change by subject



April 1, 1965 (Con't)

areas. A combination of these two plans might be the best way to meet
the challenge of ability grouping in order to provide the best
educational program. Before any final decision could be made

on my part, I woulid like to explore further the research on this
subject. I would also like to discuss this with 6;her administra-

tors, teachers, and consultants in the educational trield.

Monday, April 4, 1966
Recelved Dr. Shuff's guidelines for field experience

intermship, I spent paft of the period looking over this set
of guldelines, then began a check to see what parts of this
listing I have aliready covered.

Next, I began an investigation into our curricuium. In
describing our curriculum, its construction, courses of study,
and extra-curricular activities, it seems to me we should first
list our philosophy and objectives. Our philosophy at Charleston
Nigh School 1s very well stated in the Faculty Handbook as
follows: '

"Fundamentally, a philosophy of eéutation 1s made

up of the objectives or goals toward which an education-

al program 1s directed. Working with developing boys

and girls in a changing world, we must be constantly

aware of the need for our educational program and 1n

many cases, our attitudes to keep in stép with modern

trends.

We belleve that teachers in a democracy must be

zealous and enthusiastic proponents of democratic liv-

ing, not only in the classroom but at all times, and

must maintain as fundamental the 1dea that this country

18 a place where it 1s safe to be different so long as
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being different doesn't interfere with the rights
of others. Democracy 1s a way of 1life where all
people, regardless of ability, are given an opportun-
ity to develop to the fullest their native capacities.
An education which fails to instill within boys and
girls a sense of responsibility to family, country
and mankind i1s fragmentary and inadequate.

To produce the good citizen, in the fullest
interpretation of the word should be the main purpose
of our schools and all activities should contribute
toward that end. Character education is a most
important part of any school program. To attain the
goal of good social, intellectual, physical, moral
and religious adjustment, one must develop the power
of a more friendly relationship of mutual respect
among students, teachers and laymen with all three
groups working together in a wholesome andcongenial
atmosphere.

We are aware of the fact that pupils vary in the
rate and degree of comprehension and we will ever strive
to help boys and girls of all levelé of abllity receive
a feeling of "belongingness" both in school, and out
of school. We will attempt to train students to be
open-minded in their outlook but at the same time to
be willing to subordinate the individual good to the

common welfare."



Tuesday April 5, 1966
The Faculty Handbook of Charleston High School 1lists the

following 15 objectives:

l. To help each student develop to his maximum poten-
tiality. This specifically includes giving time
and attention not only to the slow but to those
gifted with more than average intelligence.

2. To teach students to speak, read and write the
mother tongue effectively.

3« To teach the basic'facés concerning health so that
the student may protect his own health and that of
his dependents.

4. To instill in boys and girls ideals of good morals
and worthy home membership.

5. To provide a sufficlent background for those boys
and girls who desire to attend colleges and univer-
sities.

6. To foster within youth an appreciation for democratic
1deals and a zeal in the American way.

T. To provide sufficient practice in democratic living
that the youth of today will become participating and
responsible citizens of the local, state and national
levels of government..

8. To develop world-mindedness within our youth citizens
so that the shrinking world will soon become one world
in fact as well as in name and so that existing prejudices
of race, color and religion will ever decrease.

9. To teach students to practice good sportsmanship both
as a spectator and as a participant in sports and leisure

time pursuits.
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10.

11.

12.

13'

14,

15.

Wednesday

To prepare boys and girls for a fuller, more wholesome
“11fe through sound, factual information concerning
family relations, courtship and marriage.

To teach courses in vogcations and to provide assistance
in guidance so that the student wiil understand the
requirements and opportunities of various jobs.

To strive to develop within boys and girls a wholesome
outlook and a sensible approach to this business of
living in the 1light of practices acceptable to soclety.
To supply alil youth with the opportunity to develop

his capacity to appreclate beauties in literature, art,
music ard nature.

To gulde youth in thelr struggile ﬁo grow in ability to
think rationally, to express tneir tnoughts clearly,
and to read and listen with understanding.

To master to the best of his abllity those fundamentals

which are required for effective and worthy living.

Due to the present self-evaluation report belng done by our

high school staff and in conjunction with a North Central Assocla-

tion visitation team we have developed a new philosophy and set of

objectives for Charleston High School. The following 1s a copy of

the new philosophy and objectives.

PHILOSOPHY

The program of a school must be built upon a sound philos-

ophy which 1s not hastily formulated from untied educational

theories, but evolved from the inner convictions and personal
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éXperiences and knowledge of those who are in close contact
with youth, and who are familiar with the specific and gen-
eral situation in which the program will be promoted.

This must'be a cooperative enterprise, because participation
in any program of instruction which develops from the philosophy
will be most complete and effective by those who are responsible
for 1ts creation.

In a changing social order, fiked guldes may be a danger to
educational growth and improvement. Therefore, it 1s essential
that the school and community Join periodically in an analytic
examination of i1ts educational philosophy, and implement the
necessary modifications or changes that will guide in the de-
velopment of a program adequate to meet the needs of the time.

We belleve that the specific purpose of the school 1is the
preparation of boys and girls in such a way they may enjoy the
full 1ife and contribute as much as possible to the advance-
ment of the soclal order. In a democracy, we add to this the
stimulation and development of 1deals and thinking that will
be directed toward achieving the highést type of citizenship
and the preservation of the democratic way of 1life. Education
in a democratic soclety should provide a diversified, differen-
tiated .program of activities and experiences that will stimulate
appreciations and ideals, and develop necessary knowledge, skills,
and capabilities. Out of this active participation in selected
and planned experiences should emerge a personality prepared
to lend 1ts fullest value to the improvement of all social,

political, and vocational affairs.
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éXperiences and knowledge of those who are in close contact
with youth, and who are familiar with the specific and gen-
eral situation in which the program will be promoted.

This must'be a cooperative enterprise, because participation
in any program of instruction which develops from the philosophy
will be most complete and effective by those who are responsible
for 1ts creation.

In a changing social order, fiked guldes may be a danger to
educational growth and improvement. Therefore, it 1s essential
that the school and community join periodically in an analytic
examination of its educational philosophy, and implement the
necessary modifications or changes that will guide in the de-
velopment of a program adequate to meet the needs of the time.

We belleve that the specific purpose of the school 1s the
preparation of boys and girls in such a way they may enjoy the
full 1life and contribute as much as posasible to the advance-
ment of the social order. 1In a democracy, we add to this the
stimulation and development of i1deals and thinking that will
be directed toward achlieving the highést type of citizenship
and the preservation of the democratic way of 1life. Education
in a democratic soclety should provide a diversified, differen-
tiated .program of activities and experlences that will stimulate
appreciations and 1deals, and develop necessary knowledge, skills,
and capabilities. Out of this active participation in selected
and planned experiences should emerge a personality prepared
to lend 1ts fullest value to the improvement of all social,

political, and vocational affairs.
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for the satisfaction of felt needs for creative expression.
Therefore, i1t becomes the duty of the school to revitalilze
1ts program in such a way that every stage in the contimuous
intellectual and soclal growth process will be accompanied by
proportionally mature experiences of enrichment and beauty
that will give spiritual and aesthetic value to living at
all times, and supply an invaluable source of creative leisure-
time activity.
' It has been implied in this statement of philosophy that
we belileve education must be to prepare each individual so that
he may satisfactorily meet the problems'of life. It 1s essential
in this procedure that the knowledge and information apilicable
to the process of problem solving become a part of the educa-
tional make-up of each youngster. Each youth must face the
1ssues of the day, and be able correctly to solve problems
that may accompany these 1ssues. This involves the abihﬁy
to evaluate and use resource materiais, to think critically{
and to develiop acceptable attitudes, appreciations, ana skills.
The full 1ife, then; for which the school must fit every
individual 1in our modern democratic economy may be achleved oniy
through the development of knowledage about these and certain
other aspects of life. Included in these aBpects are such
guiding rules of living as those that will lead to maintalining
good health and to being aware of adequate safety methoas,
d;vices, and practices. They should lead to the development
of attitudes that will make it easy and profitable and pleasant
to live 1n assoclation with other persons, and to all those
characteristics, habits, and attitudes that contribute to good

citizenship. They should certainly emphasize practices,
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developments, and institutions that are essential to our

defense and the preservation of our national security.

Thuraday

1.

April 7, 1966
- OBJECTIVES
To help each student develop to his maximum potentiality;

this specifically includes giving time and attention to

~all intellectual levels--slow, gifted, and average.

To make 1t possible for each student to develop in such

a way as to enable him to adjust to a changing physical
and social world.

To prepare each student to en)Joy Life in an environment
suited to his interest, needs, and ablility.

To stimulate -in students i1deals and thinking that will
be directed toward achlieving the highest type of citizenship.
To instill in each a desire to preserve our democratic
way of 1life, and to be able to participate actively in
this process.

To encourage 1deals and appreciations through a varied
program of activitles and experiences.

To make 1t possible for each student to be prepared to
contribute as much as possible to the advancement of

the soclal order.

To builld in all students necessary skills, knowledge,

and attitudes to the fullest extent of their capabilities.
To develop the types of personalities that can lend value

to the improvement of social, political, and vocational affairs.
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10.

11.

12.

13.

14,

15.

15.

17.

18.

19.

20.

2l.

22.

To make avallable to students both general and speclalized
training in adequate amounts to service the needs, interests,
and abilities of all.

To prepare boys and girls for desirable vocational possi-
bilities.

To so traln youngsters that they can examine aﬂalytically
and apply critical thinking to the solution of immediate
and anticipated problems.

To help all to attain maximum personal satisfaction from
personal service for the welfare of all.

To bring into each life an adequate amount of refinement
and culture as well as personal growth and soclal achievement.
Along with intellectual and soclal growth, to provide
experiences of enrichment and beauty that will give spiri-
tual and aesthetic value to the living of each individual.
To be prepared for valuable and creative leisure-time
activities.

To bring to each a knowledge of the rules of living that
will result in the mailntalning of good health and.:safety.

To make students familiar with practices, developments,

and institutions that are essential to our defense and

the preservation.,of our national security. .

To teach students to speak, read, and write thei!English
language effectively.

To provide a sufficlent background for those boys and

girls who desire to attend a college or universi;ty.~

To provide an adequate terminal education for those who

do no intend to go to college.

To gulde youths in developing the abllity to express

thelr thoughts clearly and to read and listen with understanding
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23. To help each to master to the best of his ability those
fundamentals which are required for effective and worth
living.

24, To give every studept an opportunity to participate in
extra curricular activities suited to his interests and

needs.

Monday April 18, 1956

Began investigation into the uée of instructional aids in the
High School. Continued gathering of information for a description
of course content. The gathering of this information will involve
gsome time to meet with and ask the cooperation of the individual
teachers. I am asking them to prepare a short paragraph describing
the course content of theilr class or classes. I have had excellent
cooperation with all teachers that I have been able to contact. I am
hopeful that I can, with the teachers help, compile a complete listing

of courses and the content in its present form at the high school.

Tuesday April 19, 1966
Gathered more information on the use of instructional aids
and courseveontent in the high school.
M1lled out a questionnaire received from the Southern Illinols

Coaches Association. A copy of the questionnaire follows.
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COACHING INCREMENT QUESTIONNAIRE 1966

1.

2.
3.
4,
5.

Charleston H.S., Route 130 & Iincoln St., Charleston

QSchool)

Address)

(city)

Apﬁroximate Number of students enrolled in school_S00

Is your school a 3 or 4 year school? (circle)

How many periods in a student?

Please 1list:

Head Basketball Coach

lst Ass't. "
2n d 1 n
3 Xﬁ “ H
Other "

Head Football Coach

lst Ass't. "
ond Ass't. "
BX'd n n
hth " o
Sth " 0
Other "

Head Track Coach
Ass't Tréck Coach

Other " "

Head Cfoss-Country
Other " "

"

Increment No. ot C

No. of minutes each period

Other Information

Classes
650 3 1 study hall & homeroom
350 6
350 6
650 ) 1l study hall & homeroom
350 6
350 6
250 6
350 3 1 study hall & homeroom
200 6
None
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Head Baseball Coach 350 6
Ass't " " None
Other " L

Head Wrestling Coach__None

ABS ] t 1" "

Other *® "

Head Golf Coach None
ABS 1 t 1] tt

Head Tennis Coach None

Ass't " "

Head Swimming Coach None

Ass't " -

Head Gymnastics None

Ass't n

Athletic Director None

Ass't 1] "

Other

6. For coaches working in small schools whose increment for
coaching cails for all sports and Athletic Director;

Piease indicate your increment

Sports included in your program: Check each sport;
Basketball Football Baseball Track

Cross-Country Other

Do you have an assistant? His increment

Number of sports he asslsts 1in, please list
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7. When, in relation to the periods in thg_school day, does

varsity practice begin in each sport?

The beginning of the 9th period

8. What re-imbursement does your coaches receive for Scouting?
Meals _None Mileage per mi._ 8¢ Pay for scouting_None

9. Are there other Coaching fringe benefits? If so explaln;

10. Are coaches allowed to attend clinics? Yes

If necessary to miss school? _ Yes

Is there any re~1mbursement2  Meals, Mikage, & Iodging

11. Explain Qhat coaches are premitted to attend the State
Basketball Tournament, ticket situation, expenses pald by
the school; _3 basketball coaches may go to all sessions of

tourney at Champaign. School will pay for coaches titkets,

meals, and mileage.
12. Submit any additional information your coaches think might

pertain to this questionnaire:

Please return to Bob Jones, Centralia High School, Centralia, Ill

Sincerely,

Bob Jones
Committee Chairman



. Yednesday April 20, 1966
The following listing 18 an inventory of instructional aids

which are available to teachers at the High School. Mr. Strader,
our Audio-Visual director, supplied this information.

7 Pilmstrip projectors

9 16mm motion picture projectors

12 16mm motion picture files

646 slides

495 35mm file strips

35 disc recordings

93 tape recordings

3 tape recorders (excluding language laboratory)

7 record players

3 radios

3 picture sets

33 models

16 model wood joints

5 overhead projectors

1 opagque projector

17 wall screens

5 tripod screens

1 screen 1n auditorium--10' by 12'

1l Thermofax (for making trénsparentcies)

1 Diazo color printer (for making transparentcies)

Teachers in this high school have no trouble in ordering films.
Mr. Strader does an excellent Job 1n getting these flles for us and
on the days we want to use them. The file schedule for 1965-66 shows

; the following breakdown by department:
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Soclal Scilence 98
Physical Scilence 54
Blological Science 43
English 69
Forelgn Language 32
Home Economics 105
Industrial Arts 67
Agriculture 28
Business Education 28
Art 26
Driver Education 18
Music 12
Physical Education 1
Total 581

We also have an adequate supply of wall charts and maps for
classroom use. Due tO the avallability of federal funds we are
anticipating a sizeable increase in the number of overhead projectors

and filmstrip projectors to be at our disposal next year.

Thursday April 21, 1966

Continued discussions with several teachers toward collecting
material reflecting course content. Spent a 1little time developing
a study into extra curricular activities.

In the time left I added our withdrawal policy to this report.
It is taken directly from the Faculty Handbook. Upon withdrawing
from school for any reason, tne foliowing procedure 1s to be

foliowed by the student:
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l. Bring a signed statement from parent or guardian,
addressed to the principal, requesting that you be
permitted to withdraw from school, and stating tne
reason.

2. Get a withdrawal card from the principal's office.

3. Have each teacher under whom you are taking work,
the librarian and guidance director, sign it to
indicate you have turned in all books and material.

4. Bring the card to the principal who will sigﬁ 1t to
indicate your record 1s clear.

This card 1s then filed in the office safe with other withdrawals

and the student permanent record card for future reference.

Friday April 22, 1966

Generally speaking, we have a pretty good curriculum. Our

curriculum revolves around three areas of study. fhese three areas
consist of a general course, business course and a college pre-

paratory course. We have provisions to meet the state regquirements

in English, Foreign language, Soclal Studies, Math, Scliences and
Physical Education, and Health. 1In addition to thése basics we have
courses in business consisting of; Typling, Shorthand, Office Practice,
Bookkeeping and Personal Recordkeeping. We have recently added a
Diversified Occupations course. We also have a Vocational Agriculture
program. We offer both phases of Dri&er Education in our present

curriculum. Most of us feel that we need to broaden our vocational
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program to better fulfill the needs and interests: of the students
not intending to go to college. We would also like to strengthen
our other programs, however, our enrollment somewhat 1imits the
avallabllity of certalin specific courses.

Basically, I think our curriculum 18 pretty good. However,
I feel we need to broaden in some areas. First, we need facllitles
and second we need staff. Given these two major ingredients to work
with, I feel our Principal and Assisﬁant Principal could do a more

effective Jjob.

Monday, April 25, 19656
Filled out DePaul University, School of Education opinionnaire
and malled 1t back to DePaul University. The following 1s a copy

of this opinionnaire.

DePaul University
School of Education
OPINION POLL SURVEY CENTER
OBJECTIVE: Your school has been selected as a representative sampling

of midwest schools for this month's (May 1956) opinions
relative to several educational 1ssues. The midwestern
states, known as MOWIII include Michigan, Ohlio, Wisconsin,
Illinois, Indiana and Iowa.

PURPOSE ¢ The basic purpose of this opinionnalre 18 to determine

whether or not, the opinions as expressed by PUBLIC
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SECONDARY SCHOOL TEACHERS can be regarded as a significant
trend of opinion.

T TO :We shall appreciate your extending this opionnaire

0

to any regularly employed secondafy school teacher for
her expert opinion on these matters (may be a "him" 1f

you choose!) A SELF-ADDRESSED, STAMPED envelope 1s enclosed

for the respondent's reply.

FINDINGS :A summary of thils survey will be releaéed to newspapers
and educational jJournals at the end of thé month. NO
PERSONAL MENTION will be made to the respondent replying,
or to the SCHOOL involved. NO SIGNATURE IS NECESSARY.
STATEMENTS |

YES NO_  UNDECIDED

1. In your opinion, do you belleve that the be-
havior of high school students today 1s fast

becoming a major troublesome Ares?....ccceee

2. In youropinion, 1f you were to begin your
college education again, would you select

teaching as a future career?....ccceececoccece X

If your answer 1s "NO,' what would you have

selected as a future career?

3. In your opinion, should secondary schools
consider the possibility of sponsoring even-
ing classes for junior and senior students?
This might conceivably take care of increased
enrollments, afford teachers the opportunity
of choosing to work eilther day or evening
sessions, and might provide cer@ain students
who are eliglible to seek Jobs. .Do you favor

Buchaproposal?'........................... L
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4. The School Code of Illinois states that "The

Directors or board of education of every»school
district in the State of Illinois shall cause
to be displayed in each class room of all
public schools during the school hours of each
school day the U.S. national flag of not less
than eleven byweighteen inches in size." 1In
your opinion,'does this act assist high school

students to acguire loyalty and patriotism to

OUr COUNLry?ececsccsecccccrscsocossoscccssncoce X
THANK YOU FOR YOUR PATIENCE. YOUR COOPERATION IS DEEPLY APPRECIATED

We have what 1s called an activities fund at the high school.
All class and organization money handled at the high school goes
through this fund. All money 1s turned in to a certaln secretary
and she gives a receipt for this money to the organization. This
money 1s then depositqd in an activities fund account at the bank.
The breakdown, by organlization accounts, 18 shown on a separate set
of books kept by thls secretary at the high schooi. Her title 1s
that of treasurer of the activities fund and she 1s covered by a
blanket bond. To withdraw these funds a request for check order
mst be signed by the organization sponsor and the Principal amd
presented to the secretary so she may write a check. This check
must be signed by the principal and the treasurer of this fund.
This secretary must have a bill and a check number for each expendi-
ture when this account 1s audited at the end of the school year by
a private auditing firm. I believe thlis method of accounting ard
auditing is an efficimt way of handling the activities fund. 1In
talking with the Business Manager of the district, I learned we
have a similar activities fund érrangement at the Jefferson Junior

High School.



Tuesday. April 26, 1966
An Imprest Fund 1s set by the Superintendent's office to

enable the High School office to handle miscellaneous expenditures.
Mrs. Nickles, one of our high school secretaries, 1s advanced $500
in August of each school year to be deposited in the bank under the
heading of Charleston High School Imprest Fumrd. Mrs. Nickles may
write checks on this account with the approval of the High School
Principal or Assistant Principal or Business Manager of the School
District. Every check written requires a request for check signed
by the High School Principal and a receipt, invoice, or bill. When
the level of the account reaches $100, Mrs. Nickles submits a request
for reimbursement to the Board of Education. This request must be
accompanied by an itemized statement of expenditures with attached
recelpts and invoices.

Upon approval of these receipts and invoices the Board of Education
will reimburse Mrs. Nickles to make the account balance $500. This
money is then deposited in the bank under the heading of Charleston
High School Imprest Fund. Then the procedure starts all over.

Mrs. Nickles is limited to writing checks of more than $25 unless
approval is granted by the Business Manager of the Schodl district
for higher amounts. On June 15, of each year, this account must show
& balance of $500. Mrs. Nickles then writes a check for this amount,
payable to Community Unit School District No. 1, to close the account
until the next school year.

A partial examination of this account shows the following 1list
of expenditures:

Athletic Officlals
Illinois High School Association Dues
Athletic Scouting mileage

Incidental bills for plays and musicals
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Commencement Speaker

Athletic entry fees

Battery ceils for physics department

Speech contest entry fees

Debate materials

Intramural officlals and supervision

Stamps and cards for school use

P. E. publications, etc.

Wednesday April 27, 1966

In our activity program at Charleston High School, we utilize

our homeroom periods on Wednesdayb as a club period.

neet every week, others every other week.

outslde of school hours.
Actors
Library Club
Amateur Radio Club
Cheerleaders
Band Club
Debate
"c" Club
Future Farmes of America
Future Homemakers of America
Camera Club
Future Nurses
Future Teachers

Girls Crafts

Some clubs

Special meetings are held

The following 18 a 1list of clubs:

Majorettes

National Honor Soclety
Press Club

Projection Club
Recorder Club

Senior Girls Club
Student Council
Trojets

woodcarving Club
Radlological Defense Club
Quill and Scroill

Girls Athletic Association

We try to encourage as many youngsters as possible to belong

to a club.

We as teahrers are encouraged to sponsor a club. My
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only objection to this program is that not enough students parti-

cipate in clubs.

Our intramurai athletic program leaves something to be desired
since 1t consists of only basketball. We need to expand this into
other actifities such as bowling, table tennis, softball, volleyball,
ete. Inadequate staff and facilities seem to be the main stumblimg
blocks.

We have two dramatic productions each year and they are expertly
done. We have very good band and chorus programs to meet the musical
needs of our students. Recently, the music and drama staff has
combined to produce some musical comedys which have been very well
received.

Our newspaper staff works hard and produces a page in the local
newspaper each week. The recorder ataff works many long hours to
prepare a yearbook each year to sell the student body.

Our athletic program mresently consists of football, basketball,
baseball, and track. We have good participation in this part of our
program, however, we would like to expand this program to include
cross country, wrestling and tennis. Inadequate facilities and staff
are also holding this up.

Approximately six lyceum assemblies are provided for the student
body during the school year andan excellent Christmas assembly.

We have two school dances a month for our students and thelr guests
during the year, three of these are semi-formal and the others
informal. The activity program in our school, in my opinion, is
well above average. We would need more staff and facilities to

improve this part or the school program.



Thursday April 28, 1966

The period was spent discussing our attendance policy with
Mr. Smith, this policy seems to be very effective. The following
statement 1s from the Charleston High School Faculty Handbook:

The relationship of regular attendance to the progress of
pupils has been established by a number of careful studiles as
being both positive and significant. It 1s also important to
know that the financilal assistance each school district receives
from the state 1s based upon the average dally attendance of
the students; thus, 1t 1s possible for a district to lose several
thousand dollars in a single year because of the absence of the
boys and girls in the schools. It becomes necessary, therefore,
that we do all in our power to encourage pupils to realize the
necessity of thelr coming to school regularly.

One thing which must be done 18 to make the student realize
that we are checking as to his whereabouts at all times.

After a student 18 absent, he must have an excuse to re-enter
class. An excuse may be obtalned by bringing a written state-
ment from his parents or guardian to the attendance office before
the time of his first class.

An excused absence (white premit) permits him to make up
school work. These are 1ssued only because of illness, sickness

in family, death in Amily, and, in rare cases, work. '"Shopping"

or "to go on a trip" are not accepted as satisfactory excuses
for'being absent from school. In such cases, in which parents
insist on taking their ghildren out of school, previous arrange-
ments must be made with the school administrator.

It 18 recognized that there are emergency sltuatlons 1in

which 1t 1s necessary for a student to receilve the immedlate

attention of a doctor or dentist. However, 1t 1s also belileved
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that in most cases in which a student 1§'in the care of a do¢tor
or a dentist a few hours, or even days, delay will 1n no way
cause harmful results. Therefore, 1t i1s emphatically recommended
that parents permit thelir children to accept appointménts with
dentist or doctors only at ﬁimes when it will not be necessary
for them to miss school in order to fill those appointments.

If the statement from parents i1s forgotten, the student will
be 1ssued a pink permit. This will permit him to enter class
for one day. Fallure to bring this written statement the
following day 1s an automatic unexcused absence and a blue slip
will be issued.

Students may not enter any class after an absence without
one of these premits. This should be presénted to the teacher
as soon as you come to his class. |

If students know they are going to be absent for any reason,
they should see the attendance officer before the absence occurs
to arrange for a prearranged make-up..slip. If the»prearr;nged
make-up 1is possibie, a telephone call from parents will be accepted.
When a student has been absent, rqgardless of the réason, he should
be required to do whatever make-up 1s appropriate.

If a student is tardy, instead of reporting to the attendance
officer, he should go directly to the class or study hall where
he 18 supposed to be in attendance. Upon entering the room, he
should fill out the proper tardy slip. »

Tardiness 1s sometimes necessary and unavoidable. However,
1f a student 1is excessively or even frequently tardy, he should
be required to make up time. Students who are unable to stay
after school to make up tardiness should be referred to the

noon-duty teacher for make-up during the noon hour. Teachers
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cannot expect students to be prompt to classes 1f the teachers
themselves are not prompt. It 1s the responsibillity of every
teacher to be in the classroom, ready to begin the days activitiles
immediately after the bell rings. Teachers should never loiter
in the halls after the bell.

Teachers are requested to use the class record supplied for
the recording of attendance. This record should be kept up to
date, and used when gradesﬂare being recorded on the grade cards
‘at the end of each report period.

The really important thing 1s to handle each situation in
such a way that the student 1s made to reallize that he always
misses something every time he 1s absent from aclass meeting;

that his presence at every class 1is important to him.

Friday  April 29, 1966

Entered into a discussion on falling students in classes with
Mr. Smith.

Our guldance staff calls 1n underclassmen who are falling sub-
Jects and endeavors to help them to help themselves. This sometimes
helps to lower the number or falling students. They also conduct
the following program to see 1f the student is improving.

The following statement on £11ing puplls is taken directly from
the Faculty Handbook.

Failing a student, even for one week 18 to be regarded
as a serious matter. There are three immediate sources of
responsibility which should be considered when a student 1s doing
unsatisfactory work: the school administration, the tezcher,

and the student. It 1s the duty of the administration to
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provide a situation which 1s ¢éonducive to effective teaching
and learning. Given a satisfactory situation from this point
of view, 1t 18 the responsibility ot the teacher to plan work
adapted to the needs and abilities of the students and to
present 1t effectively, following up with whatever individual
help may bé necessary in order to enable the student to make
the maximum progress of which he i1s capable. The student
may then be expected to apply himself diligently and intell-
igently, making such adjustments in his routine of living as
may be necessary in order that he may carry hisschd&l work
successfully.

Each of these three factors should receive consideration
whenever a student falls to do satisfactory work. The pupil
should be studied as an individual with particular reference
to hime conditions, past school record, mental ability, interests,
and other related factors. The teacher should reconsider her
selection, organization, and presentation of subject matter
to see if some change can be made which may result in more
effective learning on the part of the student. Provision
mist be made for individual differences, taking 1nto‘consider-
ation both the bright student as well as the slow learher.
Thought should also be given to the possibility of making

administragtive adjustments which may be beneficial.
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In brief, we are committed to the 1dea that i1t 1s possible

for every child to do satisfactory school work, although on
somewhat different levels, and that there 1s likely to be
something the school can do about i1t when the student falls

In order to better serve the student and to keep in closer
contact with those who are doing unsatisfactory work, and to
encourage a careful study of such cases by the guildance depart-
ment, teachers are requested to make periodic reports on in-
dividual cases of student fallure. Special blanks are provided
in each teacher's folder of materials for this purpose.

Parents should be notified immediately when a student's
record indicates that he will not be graduated in the regular

four years. Although 1t 1s not intended that any great amount

of time will be spent in the actual preparation of these reports,
it 1s expected that as much time as 18 necessary will be spent
in studying the cause of fallure for each individual student
in order that the teacher may have a thorough understanding of
the case. Effective treatment can be based only upon such |
knowledge and understanding of the student.
Mr. Smith asks all teachers who have seniors 1in their classes

to 11st those who are falling and the reasons why. Next he calls

in the students for a conference. The parents are also notified

of the students problems and are welcome to come in for a conference.

Next Mr. Smith conducts a follow up on the student to see 1f they are

“improving.
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Sometimes there seems to be a higher per centage of fallures
than at other times in our high school. I asked Mr. Smith for methods
of attempting to help teachers to ascertain i1f they are falling too
many students. The following suggestions came from this discussion:

1. The use of summary of marks sheets each semester by

teachers. These could be used at the end of each six
weeks period also. |

2. Have teacheras grade a sample distribution of test

scores. Complle these statistics and discuss with
the teachers 1in faculty meetings. A discussion of
normal curves 1s also carried on in these faculty
meetings.

3., Discuss with the individual teachers this problem.

Sometimes 1t 1s advantageous to discuss this with
an entire department of teachers.

Grading 1s a ticklish problem because many teachers feel this
is thelr own private 1ittle world and nobody has the right to
challenge them. However, the school administration must strive
" for some form of falrness and consistency among 1ts teachers

in order to meet the students needs in the educational program.

Monday May 2, 1966

Mr. Smith and I discussed the position of High School Assistant
Principal ard his duties. In order to have a good situation the
Principai and Assistant Principal must be compatible. This relation-
gship does not mean that the Assistant Principal 1s just a "yes" man.
Honest disagreements of opinion do happen but in order to resolve
these differences a free exchange of 1deas must be held in seeking

a solution to the problem. The final decision still must rest with
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uﬁ Principal. It would be wise to think of these two positions as

a team and a good team must work together. A difference in educational
back-ground of these individuals could promote a better learning
gituation in the school. Normally speakins, after a person galns
experience he receives more responsibility and authoritj. However,

he should have something definite to work from. Therefore, we have

a 1listing of duties for the Assistant Principal. This list appears

in our faculty handbook as follows:

ASSISTANT PRINCIPAL--GENERAL DUTIES

The following 1list of responsibilities and duties 1s
neither final nor all inclusive; 1t merely includes certaln
activities, formerly handled by the principal, which are being
suggested for the assistant principal. The 1list may be added
to or deleted at the discretion of the principal, the superin-
tendent, or the board of education.

1. Responsibilities of principal during absence of principal.

2. Teacher absences and substitutes.

3. Student transportation to out-of-town activitles.

. Noon hour supervision.

. Coordinate extra-curricular activities, including clubs.

4
5
6. School social functions, including scheduling.
T. Handle minor discipline probiems.

8. Help with scheduling.

O. Assist the principal with athlet1§ contests.

10. Discuss teachers problems with them when requeted

to do so0o or 1t seems desirable.
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- 11. Confer with principal on general school problems.

12. Review referals made by teachers anmd act upon them
or pass them on to the principal in case he feels
they are outside his field of responsibility.

13. Assist with schedule changes.

14. Other duties for which he feels responsible or in
which he may be interested.

15. Teach one or more classes.

NOTE: Teachers should feel free to submit their problems or
complaints to the assistant principal. He will be glad to assist
when he 1s able to do so, and he will confer with the principal
relative to any situation he‘feels should be brought to the

principal's attention.

I would like to suggest that once the Assistant Principal has
proven himself, so to speak, that he should handle the majority of
discipline problems. This would free the Principal to work more in
the area of supervision of curriculum. In talking to some of our
teachers at the high school i1t seems they would like to have more
classroom visitation and other help in developing the best learning
situation possible. Our present Assistaﬁt Principal has done an
excellent job of fulfilling the duties listed above and has been
given more responsiility and authority as time went oh.< I think
this will better prepare him to assume his new position of High
School Principal.



Tuesday. May 3, 1966
As stated on Wednesday, March 23, 1966 in this report, the

following 18 a 1list of desirable characteristics a person should
have for performance as High School Assistant Principal. This 1list
was compiled by Mr. Smith and Mr. Borton of Charleston High School.
I have participated in a full discussion € this with both Mr. Smith
and Mr. Borton and concur with their feelings wholeheartedly.
However, this 1ist 1s not all inclusive, but in my opinion 18 an

excellent attempt to describe what 1s needed to fulfill the position.

DESIRABLE CHARACTERISTICS OF ASSISTANT PRINCIPAL

l. Must be a willing worker. He should look upon this position
as beilng an around the clock job.

2. Must be a well groomed individual and display a conscienous-
ness for appearance and actions at all times.

3. Must have a congenial personality that commands the respect
of colleagues and students.

4, Should maintain active membership in professional organiza-
tions and be interested in taking part in local civic and
professional organizations.

5. Should hold an All-Grade Supervisory Certificate or be
working towards a similar type of cértificate.

6. Should have a definite interest in school administration.

7. Be willing to travel and visit other schools as well as
attending professional meetings.

8. Display a certain degree of maturity and be at least 25
years of age.

9. Must display a high degree of loyalty and esprit de corps
toward Charleston High School, Community Unit No. 1

School, ard the overall school community.
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10. Must display a high degree of integrity in the handling

of school matters, especially confidential information.

Wednesday May 4, 1966

The following report was gathered from information received
from discussing the guidance program of Charleston High School wilth
Mr. Smith, our principal, and Mr. Hankins of 6ur guldance department.

Informal guldance 1s constantly goling on with the students by
teachers, guidance personnel, and administrators in Charleston High
S¢chool. This takes the form of supplying information on an in-
dividual bésis and in group discﬁssion with the students. An example
of this might be as follows:

A young lady asking a home economics teacher about proper
dress at a high school dance or advice on proper procedure in
dating the opposite sex. There are many other questions of this
type where our teachers can help to gulde our students.

Our formal guidance from the guidance counselors re?olves around
passing information on to the students. The main areas of this type
of>gu1dance revolves around occupational, vocational, educational and
personal problems. In the occupational, vocational, and educational
areas our counselorsprovide college catalogs, arrange college visita-
tions, occupational outlook handbook, career meetings with specialists
in various fields, films, and testing with individual counseling.
They provide an occﬁpational file in the library for the use of all
studehté. In the area of personal problems our counselors are very
capable listeners and provide the necessary foliow-up whenever and
whereever possible. This guldance program seems to function very

well due to the excellent cooperation of counselors, tegcthers , and
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administrators. Our guidance program i1s moving rapidly toward the
recommended ratio of 300 students to one counselor expected by the
0ffice of the Superintendent of Public Instruction of the State of
I1linois.

Our present guldance department 1s composed of three members.
One 1s a full time counselor and the other two have one assignment
sach besides their counseiing duties. There 1s one man and two
women in the department. The tests they administer are as follows:

Ninth Grade---Iowa Test of Educational Development

Kuder Preference Records andInterest Surveys
5. R A. Reading Reéords_~

Tenth Grade---Differential Apptitude Tests

Eleyenth Grade---Iowa Test of Educationai Development

The results of these tests are used in trying to show the amoqnt
of success a student may expect in dirferenp areas of study and vo&ations.
This 18 done in individual counseling sessions held with each student
at least once every year. Seniors are counseled in the fall‘and other
students are counseled in the second semester. There are other speéiél
tests completely administered by.an outside source and some of our
students utilize this service.

The guidance staff hopes the guidance program at Charleston High
3chool will be improved in the very near future, in the following ways:
1. All group tests will be machine scored at Eastern Illinoils
Univérsity. This will save at least half of one counselor's

time, thereby, providing more time for student contact.

2. A group guldance course fof all freshman. Two groups to
meet two homeroom periods a wéek for vocational and educational
information. This would include a unit on "How to 3tudy"

and a unit on "Use of the Library".



May 4, 1966 (Con't)
3. Follow-up studies; specific graduating classes have not
been designated. This information will be useful in
interpreting the value of the school program in relation

to the area in which the graduate 1s working.

Thursday May 5,,;2§§

Discussed with Mr. Borton the summer driver education program.
Due to a change in school calendar, we have decided to go to a schedule
of five classes a day with four students in eaéh class for both Driver
Education teachers. This will allow us to provide instruction for 80
students this summer instead of 76 as our previous plans indicated.
This instruction 1is now scheduled to begin on May 31 instead of June 2.
The first group will finish their instruction on June 30. The second
group will begin on July 1 and finish on August 4 as was originally
gscheduled. By meeting on May 31, June 1, 2, and the aftermoon of
June 3 plus one and a half Saturdays we can fulfill the time:'require-
ments set up by the Office of Superintendent of Public Instruction
of the State of Illinoils and qualify for full reimbursement.

Mr. Van Bell and myself are to meet with these students Monday,
May 9 to complete the class registration and give information for
the permit tests. The permit tests involve a written, sign, and eye
check to obtaln a student driving permit so we can meet the law and
instruct these individuals. Some students will already have a permit
or 1icense and these students will not have to take these tests. The
¢class schedule shows Mr. Van Bell having classes at 8:00, 9:00, 10:00,
2:30, and 3:30. My schedule will be at 8;00, 9:00, 10:00, 11:00, and
1:00, TEach class period 1s one hour in léngth and each student will
recelve credit for 15 mimutes behind the wheel each day. The total

amount of reimbursement to the school district should be $2560.00.
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Total teachers salaries will be $2160 with each teacher receiving $1080.

Priday  Mey 6, 1966

Dr. Palmer Ewing, who has surveyed our school district curing the
past year, gave me a pamphlet entitled "The Junior High School We
Need". This pamphlet was issued by the-ASSOC1ation for Supervision
apd Curriculum Development of the National'EducgtionaAssocﬁation in
1961. Todays report comes from a chapter entitled "The Junior High
school Today" from this pamplet. There are eleven suggested eleménts
needed to provide an adequate minimum education for early adolescents
in a good Junior high school program of today. They are as follows:

1. Be of moderate size - the suggested 1limits are between
500 and 800 students. Schools smaller in size than 500
students have difficulty in providing program, staff and
facilities for satisfactory instruction. Schools larger
than 800 students may promote in many students feelings
of individual alienation and anonymity. The individual
student must not become one of a shifting and rootless
crowd.

2. Have a well stocked library staffed by a professional
librarian-teacher. The library should be truly the center
of a good school. Well selected, currently useful books
at the ratio of 10 or more books per student can provide
needed stimulus and opportunity for reading for young ad-
olescents. The good library has adequate space, stock and
personnel, including a clerk in addition to the librarian.

3. Provide ample guldance services - counseling and gulidance

are both crucial during the early adolescent years. There
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§hoiuld be emple time for teacher-éounseling supplemented
by guldance specialists. There should also be time and oppor-
tunity for staff members to consult with parents.

4., Offer block-of-time instruction each y;ar for the three
years 80 that one teacher willl have a group of children for
a substantial period. There are different kinds of block-
of-time instruction, but the essential ingredient is that
of continuity of assoclation between the teacher and the
student for more than one year.

5. Maintain flexibility of scheduling. There seems to be a
need for multigrade classes which can help bridge the develop-
mental range which marks this age gfoup. Flekibility also
allows for meeting the neeas of talented individuals at all
grade lemls plus it helps to provide remedial programs.

6. Be staffed with teachers prepared for junior high school
teaching and devoted to Jjunior high school age students.
There seems to be a need for trained staff for this parti-
cular level. Most of our present day teachers are trained
for either elemermtary or secondary education programs.. The
young adolescent requires speclally trained staff to meet
their problems.

T. Provide help for teachers by principals, by siipervisory
staff, and by clerical personnel. The school needs to
provide a wealth of instructional materials ard.:.devices,
programs of in-service education, time for planning preparation,
constructive supervision and consultation, and clerical and
mechanical help 1n handling pupll accounting and oﬁher such

organizational requirements for 1ts teachers.
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8.

10.

11.

Provide a modern instructional program in sub)ect areas.

The need to keep with subject matter change must be met.

The problem of continuity and‘articulation of instruction
must also be met. The Junior high school hust continue the
skill development sﬁartedtin the elementary years and helps
the early adolescent to gain competence in these skills
necessary for lifetime learning. All tools of instruction
must be utilized to meet the individuval students needs.

Have adequate physical education programe. The good Jjunior
high school recognize and provide a sound physical education
program in which all children are encouraged to participate.
Boys and girls should also have a proéram which emphasis
personal hygiene, mutrition, diet and other health matters.
It 1s also suggested that a school doctor and.:nurse should
be avalilable to answer students questions about growthiand
physique.

Have ample laboratory and workshop facilities. The school
shoulid provide for and encourage exploration of vocatibnal
and avocational interests. Art, music, homemaking, industrial
arts, crafts, etc. are needed in a good program. Speech and
drama classes are also needed. Foreign language classes
should be provided with laboratories to assist in the
deve10pmént of conversational skills in the good Junior high
school.

Have an established, reasonable teacher load. Each teacher
should have a duty free lunch period and one other period
for planning and preparation. In order to use the planning
period properly, the schedule should be arranged so that the

teacher can use, in his or her own room, the files and other
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materials which are avallable there. If this 1s impossible
to accomplish then a large faculty room should be available,
with ample desk and study space for teachers. A faculty
lounge should also be provided for relaxation and for informal
teachers meetings. The schedule should provide for professional
meetings or teachers during the teaching day, with additional
workshops and professional tralning programs arranged

during pald for summer months.

Monday, May 9, 1966

I spent the period registering the June group of Sumher Driver
Education wheel students. It was relatively éimple because Mr. Borton
had already arranged the students in chronological order by date of
btrth on 3 by 5 cards. The oldest students belng first in order of
preference. Next we used an overhead projector with a transparency
showing the various class times for both teachers. I then started
thru the cards asking each student thelr preference and recorded it
in the proper time slot. When the period was finished we had eight
slots left open and eight cards left. Two of these youngsters were
absent from school and the other six forgot to report for registration.
I plan to contact these eight students tomorrow and finish the schedule
for the month of June. I distributed "Rules of the Road" books to be
used by these students in studying for the permit tests. Thiere will
be forty students enrolled 1in the June group..

The June schedule of summer driver education wheel students 1is

as followsf
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SUMMER DRIVER EDUCATION CIASS SCHEDULE

JULY GROUP WILL START JULY 5, 1966, END AUGUST 5, 1966

KIMBALL
1:00 A.M.

1. Mary Jones

2. Connie Walden

3. Phyllis Butler

4, Jean Satterfileld

9:30 A.M.

1. Betty Herman

2. Billl Fiscus

3. Rick Byrd

1:00 P.M.

1. Regina Butler

2. Debble Huddleston

3. Shirley Hamner

4. Pam Johnson
2:00 P.M.
1. David Carrell

2. Christle Butler
3., Russell letner
4, David Flle

3:00 P.M.

1. Judy Coartney

2. Christlie Butler

3. Carol Donahoo

4, Darryl Nees

VAN BELLEHEM

8:00 A.M.
l. Sandy Sublette

2. Alan Story

3. Janet Allen

4, Susan Sonderman

2:00 A.M. )
l. Robert Coon

2. Marsha Tankey

3. Tim Kelly

4. Cindy Bouknight

10:00 A.M.

l. Janelle Adcox

2. Becky Ingram

3. Carol Harwood

4., Beth Ballsrud

l. Joe Rickleman

2. Daryl Christen

3 Jerry Rankin

4. Danny Cox

3:30 P.M.

l. Mike Garmer

2. Tom Talbott

3, Rick Melton

4, Bbb Stewart
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SUMMER DRIVER EDUCATION CILASS SCHEDULE

JUNE GROUP WILL START MAY 31, 1966, END JUNE 30, 1966

FOREMAN

8:00 A.M.

1. Barb Austin

2. Mike Bennett

3. ~Mike Inyart

4, Dede Brown

9:00 A.M.

1. Dave Durham

2. Ken Baker

3. larry McDaniel

4, ZJoe gavlorA

10:00 A.M.

1. Joe Millsap

2. Ron Seeley

3. Joe Stoner

11:00 A.M.

1. Dick Smyser

2. Gary Beavers

3. Berry Toothman

4, Barry Bell

1:00 P.M.

-1. Bob Kincade

2. Carol Wilson
' 3. Bafrv Jobe

4., sSteve Cloud

VAN BELLEHEM

1. Karol Stevens
2. Cheril Rissler
3. larrj Hall

4. Sherry Johns
9:00 A.M.

1. Bob Hood

2. Jerry Ashby

3. Sandra Baldwin
4., Linda Warmouth
10:00 A.M.

1. Mari McCurren
2. Kathy Trotter
3. Debble Ogden

4., Diane Rawls
2:30 P.M.

1. Dan Ensign

2. Noralle Edinger
3. Charies Middleton
4. Don Bezruki
3:30 P.M.

l. Gene Gordon

2. Mike Iivingston
3. Jim Tylman

4. Rosemarie Mills




Tuesday May 10, 1966

I begainr filling out application forms for instruction permits
for the June group of summer Driver Education wheel students. It is
necessary to print the information on these forms using a black pen.
Such information & name, address, height, weight, sex, color of hair,
and eyes, birthdate, name of high school, code number, type of applicant,
physical deficiencies, occupation, etc., must be recorded in the proper
manner and place.

The father or legal guardian must sign in two 4ifferent places
on the form. This signature matter must be explained thoroughly
to the students. If the forms come back with an improper signature
ve must fill out another form and send it home with the student for
signing. There is also a place for the Driver Education instructor
to slgn. The studehts return the properly signed form for a final
check by the instructor and must pay a $3.00 fee"for obtaining the
instruction permit. The forms and the money are then turned over to
the State of Illinois Driver's License men who come to the school
to administer the written, sign, and eye test. When the student
has completed all tests satisfactorily he will receive a temporary
instruction permit to use until his permanent instruction permit
comes from the Secretary of State's Office 1in Springfield, Illinois.
I was able to méet with 19 students today and hope to finish the

remaining 21 students tomorrow.
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yednesday May 11, 1966
I completed application blanks for the remalnder of the June

Driver Education wheel group. Six students had a valid instruction
mmft or operators license. Therefore, 1t was necesséry to f111 out
only 15 more application fdrms. Mr. Van Bell 1s taking care of the
July group in the same manner. Our permit tests -are scheduled to be
glven by the License Examinérs on Monday, May 16, 1966, in the High
éﬁool cafeteria. If any students fall thése tests, Mr. Van Bell or

I will take them for another try at the local License Examihing office
on Monday, Tuesday, or Wednesday;May 23, 24, 25, 1966@

ﬂmrsdai, ‘May 12, 1966
Mr. Smith gave me a copy of a pamphlet entitled "The High School

Wo Need." This pamphlet was complied and 1ssued in 1959 by the assocla-
tion for Supervision and Curriculum Development which 1s a department
of the National Education Association.

The following statements were taken directliy from the report
under the chapter heading of "Basie Belief Concerning the Education
of Adolescents." The American democratic commitments require that:

Universal education should be provided for all
youth through the high school years.

The educational system should enabple youth to secure
the type of experliences which develop the personal, soclal
and vocational competenclies needed in our soclety.

Various community agencies should be avallable to

serve the educationai needs of youth.

‘A sultable program»éhouid berprovided,by'the secondary
school for all youth assigned to 1t through the legal

authority of the community. |

Each youth should be free to select his vocational

goals and pursué an educational program leading to these
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goals.
ﬁfimplement these democratic commitments:
_The secondary school should be a comprehensive school.

A wide range of exmrlences should be provided through
class and nonclass activitiles. |

Certaln types of growth should be promoted 1in all
youth in the secondary school. The behavioral outcomes
sought should include: soclety, commitment, to democratic
values, economic understanding, political acumen, and
ability to think.

Individual students should be expected to achleve
deepening knowledge, skill and insight in each area, but
the amount of growth will vary from student to student.

Programs for students within the school should be
planned on an individual basis.

Each individual's program should contain general ed-
ucation and specialized education.

| The distinction between general and speclallized edu-
cation should be made in terms of the degree of cholce
given students. General education experiences should be
required for all students and specilalized education should
be selected by each student in terms of his purposes.

One-third to one-half of the étudents' program should
be devoted to general education designed t6 help him
develop the competencies needed as a citizen. Both class
and nonclass activities should be used for this purpose.

Thé remainder of the students program should be used
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to develop the talents that further his personal goals
within the framework of elective offerings the community
is willing to support. Elective choices should be made
through the cooperative plannihg of thé'student, his parents
and the school staff.

Courses in general education phase of the students'
program should be assipned to definite grade levels.

Courses in the specialization phase of a students
program should be open to students at any grade level 1f
they have sufficient purpose and a satisfactory level of
achievement.

Students should be allowed to select the specialized
phase of thelr programs from the total offering of the
school instead of being restricted to ane of three or moré
types of curricula.

Pupil choices among the various offerings of the curri-
culum should be made jointly by the pupil, his parents
and the staff member of the school in termsAof the pupils
purposes and level of achievement.

Pupils with agreement of counselor and barents should
be permitted to choose to work at vérying levels of diffi-
culty in different phases of the curriculum.

The testing and guidance program should heip each
pupil and his parents secure an accurate description of his
abilities and achievement levels.

Students should be grouped in various ways throughout
the different phases of the curritulum. Grouping of itself
is meaningless unless the teaching utilizes the kind of
group provided to fulfill the purposes of general or

specialized education.
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In general education classes students should be grouped
heterogeneously to provide experliences in working with
persons of other socloeconomic backgrounds.

In classes designed to further a students speclalization,
grouping should be made on the basis of the students' purposes
and level of achlevement.

Each student should be a member of at least one group
with which he has a contimuing relationship.

Each student should have a continuing relationship with
a staff member who knows him well.

The classroom teacher should provide the major portion
of the guldance of students.

Flexibllity 1n scheduling should permit the organization
of different classes for varying amounts of time.

Each faculty should develop an organization which
guafantees continuous evaluation and planning and coordination
of the total program.

Teachers of adolescents should move from dominant to
supplementary roles as necessary to encourage students
to challenge and question, aad emphasize the drawing of
Seneralizations and the understanding of relationships of
various flelds of knowledge.

Téacﬁers of aaolescents should develop skill in working

| with small groups in the class and should use flexible

grouping within the class to provide for individuali differences
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in purpose and levels of ‘achlevement.

Teacher education should be a function of the total
institution 1n which teachers are prepared and the teacher
education programs provided in the institution should be
Jointly planned by the various divisions of the institution.

Preservice and in-service phases should be recognized
as complementary divisions of teacher education in institu-
tions planning the services they provide for teacherms

The experiences provided for secondary teachers should
help thqm develop the speclal competencies needed for working

with adolescents.

friday  May 13, 1966

I spent the entire period today setting up and informing the
participating teams 1in the Illinois High School Association District
Baseball tournament of the final procedure in finishing the tournament.
We have two games left to play to determine the winner which advances
to the Danville Regional Tournament next week. Rain has forced us
to postpone games until we couldn't determine a winner in time for the
opening game in Danville which was originally scheduled for Monday,

May 16, 1966.

Mr. Borton placed a phone call to the Illinsois High School
Association office in Chicago, Illinois. They instructed us to play
single games on Saturday, May 14, 1966 and Monday, May 16, 1966, 1if
at all possible. If not we were to play on Monday, May 16, and Tuesday,
May 17. If this 1s not possible then the coaches of the remalning
teams 1n the tournament were to confer and come up with a winner.

They will have two alternatives in picking a winner. First, they are
to determine a winner by a consermus of opinion on who 1s the best

team to represent this tournament in the Reglonal Tournament. Secondly,
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1f they cannot reach a consenus of opinion the winner 1s to be de-
termined by drawing lots.

After recelving these instructions, I placed phone calls to the
coaches of Paris High School and Cumberland High School to inform
them of the assoclatlion instructions. All coaches agreed that they
would rather play the games than end up by determining a winner by
consenus or drawing lots. It was agreed, by the coaches, that every
effort would be madé to play these two ball games. The Reglional
Tournament has been delayed and will not start until Wednesday,

May 18, 1966.

Monday ~ May 16, 1966

Raln agaln forced postponement of the District Baseball
Tournament. The sun has shown brightly today and we intend to finish
this tournament by playing games today and tomorrow.

I spent part of the period today observing general office
procedure. As we are nearing the end of the school year everybody
i1s pretty busy. Mrs. Nickles was working on some bookkeeping for
the Activities Fund. Mrs. Wilson was typing a set of instructions
for teachers for the final week of school. These instructions are
to be duplicated and placed in the teachers mallboxes tomorrow.
Mr. Smith was measuring and fitting caps and gowns for some graduating
gsenlors. Mr. Borton was out of town attending the E. I. Conference
neeting in Marshall. Mrs. Crane and Mrs. Trank, two of our guildance
counselors were in and out of the safe working on student flles.

I left about 15 minutes before the end of the period to go to
the baseball diamond to meet with the incoming teams, coaches, and
umpires, in order to start the ball game at the proper time and in

the proper manner.
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Cumberland beat Paris 8 to 3 1n the ball game. Charleston will

play Cumberland tomorrow at 4:00 to determine the winner of this

tourney. In case of a rain-out, the winner will be determined by a

flip of a coin.

Tuesday May 17, 1966

I worked on a questionnalre from Illinois State Normal University.

The questionnalire involved our high school speech program. Discussed

the answers with Mr. Borton and Mr. Ozler, our speech teacher. The

following 1s a cOpy of the completed questionnaire which I mailed

late this afternoon.

Name of school Charleston High School

City

Charleston

Total enroliment: 860

Organization of secondary schools:

a. grades 7 thru 12
b. grades 8 thru 12
c. grades 9 thru 12
d. grades 10 thru 12
SPEECH CURRICULUM DATA
At the present time, our faculty includes the following number of
persons who teach curricular courses in speech:

a. Rull-time

b. Part-time 1

Our &éurricular courses 1n speech are taught by teachers certified to
teach speech:

a. as a major fleld_X

b. as a minor field

c. Other preparation (specify)
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3. If the speech teacher has a combination assignment, the courses
whichfhe teacher (other than those in speech) are most generally
in the area of:

a. English__ X
b. Soclal studiles
c. Forelgn language

d. Others (specify)

4, We expect persons whom we hire as speech teachers to be qualified
to handle: (Check as many of the following as apply)
a. classes in speech fundamentals X
b. classes 1in public Speaking X
C. Classes in oral 1nterprétat10n X
d. classes in drama and stagecraft__ X
e. classes 1in radio and t.v.
f. direction of school plays X
g. coaching of individual events__ X
5. Our co-curricular speech prograﬁ 1s directed by a teacher:
a. who teaches curricular courses in speech___ X
b. who has a speech major, but does not teach courses in speech
c. who has a speech minor, but does not teach courses in speech

d. others (specify curricular responsibility)

(If the above program is directed by two or more teachers, please
indicate the number of persons included in each category.)
6. Our high school teaches speech skills directly-and as a part of

planned instruction:
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8.

9.

a.
b.
c.

d.

Our
a.

b.

in a required speech course

in ah elective speech course X

as a planned sequence 1n English classes
integrated with the social studies

others (specify)

planned instruction indicated 1in question #6 includes:

Speech fundamentals X

Public speaking X

Dramatics X

Oral interpretation X
Stagecraft__ X

Advanced Speéch X
Debate X

Discussion__ X

Radlo, t.v.

Others (specify)

Voice Function and phonetic

co-curricular speech program includes:
Dramatics X

Debate X

Discussion

Individual speech events X

Others (specify)

high school participates 1in:
invitational debate tournaments
invitational speech tournaments
National Forensic League tournaments

IHSA District, Sectional, and State tournaments
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e. community service speaking activities
f. no tournament work
10. To meet the speech needs of our program and students, we would
recommend that speech education students:
a. 8specialize in one area such as drama or public speaking
b. pursue a program which provides them with background in all
areas
c. have an introductory course in all areas of speech, plus

speclalization in drama, public speaking, etc._ X

wednesdax May 18, 1966

I spent the period today discussing my summer assignment
in Education 602 with Mr. Seitsinger in the Unit Superintendent's
office.
The following is a partial listing of experiences to be undertaken:
I. Work on the development of an administrative handbodk
to supplement our Board of Education Policy Handbook.
A. Rules and Regulations to be followed in
implementing board policy.
II. Updating of professional experience records of all
certified employees in the district.
III. Student school records - planning the adoption of
an::updated system of keeping and filing these
records for present and future use.
IV. The development of the procedure used in employing
individuals in the district.
Mr. Seitsinger indicated that there were plenty of learning
situations that could be provided in addition to the above list for

my experience. Our present plans call for me to report at 2:00
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each afternoon, Monday through Friday, from approximately, June 13, 1966
to August 8, 1966. We may start one week earlier and end one week
later. Mr. Seitsinger has been most cooperative in helping me to

plan for this experience.

Thursday May 19, 1966

Counted athletic letters for coaches. There were 27 boys who
lettered in football and 2 menagers. Basketball had 7 lettermen and
2 managers. Track had 12 lettermen plus 1 manager and baseball and
12 lettermen plus 2 managers. These letters were stacked individually
and labeled for each sport. I then took them to Mr. Bakers office.
They will be presented to the athletes at the all-sports Banquet.

Entered into a discussion with Mr. Borton on the hiring policy
of this school district. The following 1s a 1isting of the procedure:

1. Notify placement bureaus of wacancy and also newsletter
to unit personnel 1listing the vacancy.

2. Allows time to elapse for applications to come in. This
time period varlies with the position. Cut off date 1s
usually one week ahead of a board meeting.

3. Applications are then screenéd by bullding Principal and
Superintendent. They attempt to narrow the list down to
three people.

4. These people are then interviewed and a preference iist
1s drawn up and presented to the board.

5. The Board of Education then approves the choiée.

6. If they don't approve the entire process 1s repeated.
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The remainder of this report will deal with course descriptions.

These were written by the teachers in the high school.
English I

English I is divided into two main areas of study: grammar and
literature. Grammar reviews the basic eight parts of speech; the
subject~-verb, the subject-predicate pattern; the phrase-clause structure.
Grammar also includes models of composition, standard English usege,
and spelling and punctuation. Literature covers the major literary
forms used today- the fiction and non-fiction, such as the short story,
the novel, drama, poetry, essays, articles, biographies, autobiographies,
and the epic. Both areas of English I stress written and verbal
communication and understanding through "themes" and "oral reports".

Practical English I.

A review of parts of speeéh; review of parts of a sentence;
recognizing kinds of sentences, run-on sentences, and sentence fragments;

capitalization and punctuation; one-paragraph themes; letter-writingi

and six book reports, both oral and written. We read A Call to Adventure
and complete the workbook accompanying it.

English II.

18t Semester--

Review of parts_of speech and parts of a sentence.

Study of phrases and clauses.

Writing complete sentences.

Practice in agreement-subject with verb and pronoun with :~:-. .~
" antecedent.

Correct use of verbs, pronouns, and modifiers.

Developing good paragraphs.

Rules of capitaliization and punctuation.

letter writing.

Vocabulary-learning and using new words.
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Book reports (6 during year) - oral and written.

2nd Semester--

Short Stories
Poetry

Non-fiction
Drama-Julius Caesar

Novel-Silas Marner

English IIT

The first six weeks of the first spmester of Junior English
begins with a review of all previously leafned grammatical elements.

At the same time, additional material i1s presented; such as, the parti-
ciple, the gerund, the infinitive, case, ¢ompound-complex sentence, phe
éemi-colon sentence, word order (eSpecially“the position of the modifie
voice, and mood. During the second and third six weeks of the semester
students learn how to write sentences that are correct, clear, and
smooth. Students continue their practice in writing and progress from
sentences to paragraphs and then complete compositions. Along with
learning to write compositions, the students learn how to select and
limit their subjects and to assemble and organize materials (outlining)
Finally, the students have the experience of writing a research

paper. As a prelude to the project, a thorough study of the library

is made so that the students know how to find information by using

all avallable sources. A regular program in spelling is followed
throughout the year with a vocabulary book.

The second semester 1s devoted primarily to the study of American
literature, but the students have further opportunity to develop their
writing skills through regularly assigned themes and through written
discussions. The study of literature follows the chronological order

as used in the adopted textbook.
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While studyiﬁg American literature the students continue to learn
different literature types; such as, narrative and lyric poetry, epics,
essays, short stories, novels, and plays. Thelr writing assignments
include examples of each of these.

Practical English III

Practical English III follows basically the same procedure out-
lined above. The difference 1s in the depth of study. All areas of
Practical English III are treated on a more elementary basis.

English IV’

English IV eﬁphasizes increasing the power and accuracy of
expression through written composition throughout the year. During
the first semester students concentrate on sentence structure and various
types of exposition. Some opportunities for creative writing are
offered. Vocabulary study 1s glven some attention.

English literature and the ensuing opportunities for compositions
constitute the second semester's work. Outside reading of essays and
novels by English authors provide further opportunities for discussion

and writing throughout the year.

Speech

Speech involves finding, analyzing, and presenting speeches,
discussions, debates, readings, and play cuttings. Critical evaluations
are made. A study 1s made of the human voice as a communicative |
instrument.

Journalism

Journalism 18 an elective course for sophomore who indicate a
marked degree of writing proficlency. For admission to the course,
the student's English grades are used as a guldeline. It 1s not a cre-
ative writing course.

As a course, Journalism attempts to train newswriters in the



Journalism-Con't

methods of producing a high school newspaper as well as using the
professional newspaper as an example of excellency in journalism.
The. course 1s based on learning to write straight news, editorials,
columns, interviews, features and interpretative news. Beginning
writers learn the theor assdciated with each form. 1In addiﬁion,
students learn how to headline stories and’thé-techniques of makeup.
French I ) |

-This course 18 the beginning of the stﬁdy Qf the French lénguage
and profides the necessary baékgrouﬂd for furthér study. U81hglthe
language laboratory, the students learn to reproduce the sounds
peculiar to the French language.. fhey also practice without the
1aboratory equipment. They become familiar with elementary grammar
‘patterns'which they use both in translation and in conversation.
‘By the end of the year, they have acquired a simple French vocabulary
which they have the abllity to use 1n conversational sltuatlons applying
grammatical principles which they have learned. Also, during this
first year the students begin learning about Frande’as to 1ts geography,
1£s economic resources, 1ts politics and 1£s.cu1tural hérit@ge-
French IT

This year's work continues the program begun in French I going

.deeper into all phases of the study of French. Conversation becomes
more important as the students develop a larger vocabulary and more
knowledge of French grammar and idioms. Also, somewhat more emphasis
13 placed upon writing.‘ This course 1s both a terminal and a continuling
course, as some studénts do not enroll for the third year. Thus 1%
1s necessary that the students acquire.a very broad knowledge of
grammar. All tenses, with the exception of the two subjunctive
literary tenses, are studed in French II. A student who has successfully

completed this course 1s prepared for continuing his study of French
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on the college level or for further study in the third year of high
school French. The language laboratory 1s used as in French I with
subjJect matter of greater difficulty than that used in the beginning
course. Also the comprehensive study of France is continued.
French III

This 1s an enrichment course. The language laboratory 1s used with
st11l more difficult material than that used in French II. Conversation
becomes still more 1mportantfas the students contiﬁue-to enlarge their

vocabularies and to go deeper into the intricacies of grammar, which

the student uses in his reading, writing, and speaking French. The
study of France 1s continued but the emphasis 1s on the best of French
1iterature. |

Spanish I
The textbook for Spanish I 1s Eptender Y Hablar, and the emphasis

1s on the acQuisition of correct habits of understanding and speaking
Spanish. From the very first day we begin "performing"'to build

up habits of communicating in Spanish--speaking and understanding what
other people are saying. Reading and writing come later.

Each chapter in the book uses five steps of'language learning--

Redqgg;tion, Imitation, Repetition, Variation, and Selection.

The book 1s divided 1nto twenty chapters with a uhit review follow-
ing every fifth chapter. We use programmed tapes, and the matérial in
the book 1s heard on the tapes. The first se&tion of each chapter is a

set of twenty Basic Dilalogue Sentences in which all new vocabulary and

structure are introduced. From them we go on to Question-Answer Practices

which repeat the material introduced in the firmt twenty sentences.
Next are the Pattern Practices, bésed upon the same sentences ard

expanding them with varliations on the vocabulary. Then we have
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Conversations which present the vocabulary and sentence structure in a
"wide and versatile variety of new combinations."
The last section of each chapter, beginning with Chapter Six,

gives us Topics for Reports, and it is here that we unite simple

paragraphs using the vocabulary already presented.
Sometimes we memorize short conversations to be presented as skits
and sometimes, using all the vocabulary studied, we write our own skits.
There are films from time-to-time, and whenever possible, we bring
in an outside speaker to tell of his experiences.

Spanish 1T
In Spaniéh ITI we use the textbook Hablar vy Ieer, the follow-up text

for Eptender y Hablar. There are prOgramed tapes for this book, too, but

there is less use made of them than in the first year. There is less
emphasis placed on listening and repeating and more on the student's
own performance.

In the first year we emphasize the aforementioneéd five steps of

language learning. During the second year we stress Recognition and

Selection. Imitation is restricted and is used to maintain pronuncia-

tion accuracy. Repetition and Variation come together into a question
and answer practice,‘where thé answer involves the repetition of some
structure on vocabulary in theiquestion. Selection occurs in writing
or orally composing questions and statements based on subject in the
text.

Work begins with an extensive review of first year material rearraﬁgs
in the new format of the second year book. It 1s at this time we begin ’

to change from "drill" to "use" of the Spanish language.
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During the second year we try to do the following:
l. Develop oral competence, reading skills and writing
skills.
2. Begin some study of formal grampar.
3. Develop cultural awareness.
Here, again, we make use of films, and of any outside speakers
who are avallable.
latin I

The first year latin book, Using latin, Book One, is divided

into eighteen basic units. Each unit is centered about a single
theme, and each one ends with a review unit. There are three to
five chapters in a unit. A chapter consists of a story, a vocabulary
list, some grammar with practice exercises, and:a word study
(derivation and related English and Iatin words).

The Hcal point of each chapter is a lLatin story on reading.
Of necessity the first stories are extremely simpie, and as soon as
sufficient vocabulary and forms have been introduced, the stories
increase in interest. The reading includes myths, stories from
Roman history, Greek drama and a little Latln poetry.

Vocabulary words are listed immediately following the story,
and the 1list varies in length from three to eighteen words. When
it is possible, we discuss these lists and give English derivations
and related latin words with which the students are familiar. Some-
times we have a straight vocabulary test to eheck on whether or not
the words are being learned. At other times we choose sides and
have a '"spelldown."

Most chapters have some grammar which is explained and developed
with examples. Forms are explained by using English equivalents,

8o that they are more readily understood. Where we can, we compare
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latin grammar with English grammar. In this way English is
strengthened while we are learning lLatin.

Each chapter contains exercises which use the new words and
forms taught 1n the lesson. It also reviews words and forms pre-
viously explailned. The exerclses, except for a few sentences to be
translated, are different kinds of"bbjecti?e type exercises, such
as completion, matching and multiple-choice. '

At the end of each chapter 1s a section called‘"Latin Lives
Today," and 1t stresses the relation of Latin and English as well
as comparing Roman life with 1¥fe today.

Under the heading of "Usefﬁl_Latin" we have material such as,
"Sing It in latin,""What's in a Name," "A Rbman Banquet," and the
like. —

Scattered throughout the book are accounts of Roman 1life
and times which are intended to develop an understanding of the
Romans and thelr contributlions to our dally lives.

The review chapter which ends each unit covers vocabulary,
forms and syntax of that section, including that which has been
previously taught. Following each review, we have a unit test
covering the material in the unit..

Iatin IT |
Using Iatin, Book Two, 1s the text for second year latin. Its

format 1s very similar to Book One. There are elght basic ﬁnits-
and two optional units to be‘covered during the year.

At the beginning of the year, we have an intensive review of
the first year grammar and vocabulary. We use as much time as 1s

necessary because this review 1s very important. HoWever, this unit

1s 1in addition to the eight basic units.
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In Unit One advanced grammar--the subjunctive verb forms and their
uses--1s taught. This 1sabout all the "formal" grammar with explana-
tions and exercises in the book. We doclook for examples of this
grammar in our reading throughout the year. |

The main emphasis 1s on reading ahd accurate, but idiomatic,
translation. The Review Unit has storles concerned with a family's
Journey to Pompell and thelr adventures on the way. Unlt One 1s the
beginning of our study of the history of Rome, and the translation
of one of the great Roman writers. Iivy wrote an account of the Second
Punic War. After a study of Rome and Carthage, we translate some of
his seletions about Hannibal's crossing of the Alps and his subsequent
invasion of Italy. |

Before we actually translate any of Caesar's writings, we study
Roman 1life during his time, his life and his contribm#pns to the Roman
Empire, and what effect the Romans and Caesar have had on our lives
today. | ‘

Unit Two begihs our translation of Jullus Caesar. The first meeting
is concernéd with "Life in Gaul and Germany," and these storles furnish
a background for Caesar's invasion of Gaul. ‘

Units Three through Eight are Caeéar's own acéount of his military
actions in Gaul, the invasions of Britain; and the civil war.

There are toplcal essays scattered throughout the book giving
additional background materials for the Latin reading.

Much emphasis 1s placed on word mastery, a device meant to increase
greatly the student's general English vocabulary by studying derivatives

and related latin words.
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In General Séience, at the beginning of the year we start out
by studying about the earth: the earth's rotation, gravity, and mag-
netism. Also the maﬁerials that make up the earth's crust and the
atmosphere are studied. From there we go on to study the forces that
change the face of the earth. Along Qlth this we study the different
methods by which mountains were formed. We study the different kinds
of rocks and minerals, and make a rock collection.

The second six weeks 1s taken up with the study of the sun, the
mobn, and the remainder of the solar system. Next, we study the
constellations, the different types of stars, and theories on the
beginning of the solar system. About this time we usually discuss
current events in space travel.

We next begin a study of machines, work, horsepower, types of
steam engines, turbines, internal combustion engines and the four-
stroke cycle. We also study typs of rocket engines.

The.third 8ix weeks we begin a rather lengthy study of atoms:
starting with defining and describing atoms and including studies of
how we combine atoms;why atoms combine; how we write and read chemical
formulas; and several commercial uses for chemicais. This materiai
usually takes the better part of the fourth six weeks.

The fifth six weeks we take up the study of weather;how we measure
weather;and howwe can predict weather. We discuss practical uses for
heat and cold.

Next we have a rather short study of‘electricity; what it 1s; and
some practical uses of electricity. After electricity is a unit on light
the study of how we see with light;how mirrors work; refraction and re-
flection. We end up a study of the physical sciences with the study of
cameras, lenses, and the spectrum.

The siixth six weeks 1s largely an introduction to the animal and
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plant kingdom; takihg up the phyla of animals and the divisions
of plants.
Biology

The great diversity of living things and how they are interrelated
1s the central theme of biology. An understanding of inheritance and
development helps lay the foundation for understanding evolution and
the continuously changing biological system on earth. Man should have
an appreciation for the dynamic equilibrium of the living world and
search for solutions to problems in medicine, public health, agriculture
and conservation in light of biological knowledge. Scientific inquiry
always seems to lead to more questions and present beliefs or knowledge
may have to be changed when new evidence is presented. Many problems
apparently cannot be dealt with scientifically. The historical develop-
ment of biologieal concepts have depemial upon the nature of soclety and
technology. Man himself fits in as one of the living organisms and
interrelates with all others on earth.
Physics
Prerequisite: Preferably advanced algebra -- on occasion students may

be admitted with one year of algebra.

Full year course

Text: Modern Physics by Dall, Metcalfe, and Williams

Publisher: Holt, Rinehart, and Winston

Although this is a conventional physics course, we feel that it
has been considerably upgraded in the last 5 or 6 years.

The primary units covered in the course are mechanics, sound,
light, electricity, electronics, and heat.

The students do about 25 individual experiments and as a group do

about 20 experiments.
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Emphasis 1s placed on understanding through problem solving
and laboratory experimentation.

General Math

General Math 1s basically a course with work in the four
fundamentals, working with whole numbers, common fractions, and
decimal fractions.

Considerable time 1s spent on per cents. There 1s a review of
areas, px*imeters and volumes of plane and solid figures. Some time
1s also spent working on signed numbers and algebraic equations.
Algebra I

The Algebra I course begins with a study of "Foundation Building
in Algebra." It then proceeds to the study of signed numbers, operations
wlth polynomials, equations, and relations, functions, and variation.
Following the study of linear equations, time 1s spent in the study of
systems of equations. Statistics, products and factors, fractions,
and powers and roots follow. The course 1s concluded with a discussion
of guadratic equations and a brief introduction to the elements of trig-
onome try and complex numbers. |
Algebra II

The Algebra II course begins with a study of the real number system.
It follows with thestudy of polynomials, relations and functions (both
linear and second degree), systems of equations and inequalities, expo-
hents and radicals, and expohential and logarithmic functions. It then
1s concerned with a unit on trigonometric functions, complex numbers,
vectors, and matrices and determinants. The course 1s concluded with
a unit on sequences and serles followed by a brief study of pernuitations

combinations, and probability.
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Geometry 1s a study of two and three dimensional figures,
dealing with the measurement, properties and relationships of
points, lines, surfaces, solids and angles. In much of the first
semester work there 1s an emphasis on deductive reasoning and the
development of a formal mathematical proof. Second semester there
is a concentration on problems involving ratio, areas, volumes and
the measurement of line segments of plane and solid figures.

Senior Math Course

Prerequisite: Advanced algebra
Full year course.

Text: Advanced High School Mathematics by Vannatta, Carnahan, and Fawcett

Publisher: Merrill Publishing Co.
About 1/3 of the course is devoted to a study of trigonometry.
About 1/3 of the course 1s devoted to a study of analytical geOmetry,
About 1/3 of the course 1s devoted to a study of the number systems;
sequences and series; permutations, combinations, and probability;
descriptive statistics; and inequalities. »
Civics
The course of study includes an analysis ot federal, state, and
local government, and a unit dealing with modern political systems 1is
also taught. The study of state and local government in the United
States provides an opportunity for a closer look at the government
in T1llinois. Where possible, social problems relating to the individual
and government are studied. Depending upon student interest and abiiity,

additional reading activities are provided throughout the year.
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American History at Charleston High School is offered in the
Junior year but may be taken in either the sophomore or the senior
years, depending upon the individual student's scheduling or academic
problems. The course 1s designed to cover the history of the United
States from discovery to contemporary times but may vary with student
or teacher interest. Speclal effort 1s made to relate American his-
torical development to the events of world history and current affairs.
DPeveloping the process of critical analysis 1s also of maj)or concern.
Geography

A one year course. Open to juniors and senliors - elective.

The first semester - Economic Geography, dealing with natural
elements and how they affect man - latitude,-climate - land forms -
minerals - bodles of water etc, and thelr effect upon agriculture -
housing - clothling - industry etc.

Second semester - place Geography - study of maps and all
countries - caplitals, major citlies, river - mountalns, etc. We
generally cover North America, South America and Europe by end of
school year.

Economics

- A one semester course - taught both semesters Elective - open to
Juniors and seniors - a study of how man makes a living and economic
problems 1n soclety.

World History

World history 1s a course which 1s designed to help high school
students better understand important natlions of the world today.
From the course, students should learn why various people think and

react as they do today.
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‘This 1s accomplished by studying them chronologically in their
development, noting the influence of their achievements, their objec-
tives in international affairs and world problems today.

The importance of geography 1s stressed. Present customs and
reactions are frequently linked with the past. A paramount thought
seems to be that man has been confronted with simllar needs and similar
problems in different places and at different times and has met these
basic needs and problems in different ways. This not only makes
present day life more interesting, but should creste some anxlety and
perhaps stimulate clearer thinking in solving present and future
problems.

General Business

General Business presents the commoﬁpiace functions of business
that everyone will experience in his personal 1life, regardless of
occupation. The student should develop an understanding of the nature
of business and the importance of business activities in personal, sobial
and national welfare; the functions of money and how to use the services
of banks; the function of credit and how to use credit wisely;how
insurance protects the individual from the risks of loss of property
or earning power; the importance of developing the saving habit early
in 1ife, and the basic principles of investing money wisely; services
ayailable to the traveler, and how these services may be used for
personal and business purposes; the importance of communication services
in personal and business activities and how to use communication ser-
vices properly; how transportation,and‘shipping services contribute to
our economic well-being; sources of ﬁsegul information; the value of a
systematic plan for filing useful information; and how to keep records

of important business transactions.
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 Personal typewriting 1s a one-semester course designed to
developed basic typing skill and apply this skill in typing to
simple letters, manuscripts and tabulations. The student is expected
to become familliar with the operation of the typewriter and develop
correct typing techniques.

Typewriting I

Typewriting I 1s a two-semester course designed to develop typing
skill and apply it to the typing of business letters, manuscripts,
tabulations, and business forms. The first semester is basically the
same as Personal Typewriting. The second semester 1s uéed td deveiop
a higher level of speed and accuracy and improve proficiency in appli-
cation of this skill to more difficult problem situations.

Typewriting TT

Typewriting II i1s the third semester of typewritiﬁg. This 1s
designed to develop typing speed and accuracy to a level acceptable
for office employment. The abllity to type difficult letters, manus-
cripts, pfough drafts and tabulattions 1s developed.
Office Practice

Office Practice 1s a one-semester course, following Typewriting II
designed to acquaint the students with business macnines and develop
the abllity of the student to do office-type work on an independent
Job basis. The student performs jobs on édding and calculating machines,
transcribing machines, direct process and mimeograph duplicators.
Other activities include filing and office-style typing assignmeﬁts.
Attention is given to the study of the duties and responsibilities

of secretarial positions.



Bookkeeping
Bookkeeping 1s designed to meet the needs of those students who

want a foundation for more advanced vocational skill and aptitude in
accounting pfocedures as well as those students who wish to use their
boohkeeping’to get a Job as a bookkeeper or some other allied job
requiring some knowiedge of bookkeeping. The fundamental bookkeeping
principles and procedures are presented in a logical manner--proceeding
from the easy simple records of an individual to the more difficult
records of a partnership business. The studenﬁ i1s given an opportunity
to apply the princip2es in a variety of problem situations through the
incorporation of workbooks and practice sets.
Art T

Art I 1s a general course in art appreciation and studio work. It
combines three major phases into one unified study, providing creative
activity, appreclation, and functional use of art knowledge.

Design, study of color, commércial design, sculpture, paihting,
architecture, art history, etc. are incorporated.
Art II

Art II 1s gulded to increase the students knowledge of the
principles of art. The program provides for instruction in basic
techniques of manipﬁlation of materials, media and tools. Areas covered:
Container design, palnting, jewelry, staln glass, sculpture, ceramics,
architecture, 1life drawing, etc.
Art III

Art III 1s designed more to the interest of the individual student.
Twelve weeks 1s spent working in sculpture and ceramics. Architecture,

commercial design, and sculpture are the main areas.



Art IV ‘ :
| This class 1s usually very small and 1s guided to the individual
student. They may spend what time they desife in their chosen field
and media. This has been suéh media as: mosaics, ceramics, crafté,
design, etc. | |
Industrial Arts I

This years work 1§ 1ntended fd be exploratory in nature. Nine
weeks 1s spent on each of the following subject fields: VWoodwork,
metalwork, drafting, and electricity.

The emphasis 1s on acquiring knowledge of and gaining skill in
use of hand tools.

Industrial Arts II

One semestsr 1is speht on blueprint reading and drafting, and the
second semester 1s machine woodworking. Use of power tools 1é emphasized.

Industrigal Arts III

Full years work in machine shop. This includes arc and gas
welding, foundry as well as work with the shaper and lathe.

Industrial Arts IV

Full years work in fﬁrniture making. Student designé gndAbuilds
his own original project 1f he desires, or he may get plans elsewhere
and work from them. This must be a major plece of furniture such as
a desk, chest, etc.

Home Ec I, II, and III

The subject matter in homemaking I, II, and III is planned to give
students an opportunity to: acquire knowlédge; develop skills and
abllities; evaluatéastandazﬁs, values and attitudes in the following:

| 1. Clothing and related areas

2. PFoods and related areas
3., Family and related areas

4, Management of time, energy, money and personal abilitles

5. Household equipment: selection, use and care



Home Ec I, II, and III (Con't)

 The continuity and empﬁasis at all levels is to help the student
develop attitudes of concern for individual needs and interests into
attitudes that include the welfare of the entire family group.
Family Iiving

In family living we discuss problems related to establishing a new
home. This of course covers many areas which we have guest speakers to
answer our many questions.

During the year we learn to understand ourselves and others, how to
meet new problems and solve some of the old ones.

Dating, going stead, engagement, religion and marriage are impor-
tant factors. So 1s the use of alcohol during the dating years.

When we marry we must meet customs and laws of our state. What
does 1t mean to be married 1s a question we discuss. After marriage we
need to understand quarreling, problems related to in-laws, management
of the family income, and security for all members of the family unit.

Parénthqod i1s discussed from the standpoint of approaching the
ad Justments of a new member to the family unit, emotional growth, discipli
and guidance to all members.

To complete the course we plan a home with character.

Driver's Education

Our objectives in the classroom phase of Driver's Education is tb
form a foundation of proper attitudes and ideas in felation to driving
and automobile safety. History of the automobile, mechanics of the
automobile, and rules of the road are all covered.

The driving phase of Driver's Education puts into practice techniques
of handling the automobile 1in aciuai driving situations. Courtesy,
respect for the automobile, and rules of the road are stressed. We

teach young people to drive -- safely.



Diversified Occupation Classroom Work

Each student studies the occupation at whithhe is working. This
1s done by means of study guides aﬁd ireference materials. This 1s
carried on as a supervised study class; “Four periods a week are spent
in this manner. One period é week .18 spent in class discussion on
general related topics, such as labor laws, labor union, income and
social security taxes, and relationships with'empioyer and fellow
employees.

Agriculture Science I - (each year)

Orientation and‘guidance, careers in agriculture, agriculture
experience programs, swine, dairy, soils and feriilizers, corn, hOmeA
gardens and landscaping, agricultural machinery (introduction), farm
building construction (introduction).

Agriculture Sclence II - (each year)

Planning and revising agriculture experience program, beef cattle,
poultry, beans, wheat, agricultural machinery and construction.

Farm Management (alternate with Ag Industries)

Managing and operating the farm business based on units studied:
in Ag Science I and II. |

Agriculture Industries (alternate with Farm Management)

Study of agriculture businesses and occupation; employee, employer,
and customer relationships; knowing, grading and selling agriculture
products and services; promoting products and services; transportation

and storing; records and inventories in agricultural business.

Agriculture Machinery (alternate with Agriculture Construction)
Welding, small engines, farm machinery selection, maintenane and

repair.



Agriculture Construction (alternate with Agriculture Machinery)

Choosing farm bulldings, farm carpentry and bullding construction,
masonry and concrete, farm electricity, surveying, paints and painting,

using power tools, plumbing, rural water supplies.

I did not receive reports on the fotlowing subjects: Chemistry,
Physical Education, Shorthand I and Shorthand II, Band, Chorus and

Orchestra.
Monday June 6, 1966

Worked with Mr. John Dively, Principal, and Mrs. McClanahan,
Secretary, 1n discussing and compiling information concerning Jefferson
Junior High School and Jefferson Grade School faculty. Statistics
compiled included sex, age, educational degree and total years of
service.

The following 1s a summary of informatlion obtalned from
this survey.

There are 16 teachers in the Jefferson Elementary School, two
men and 14 women with an average of 47.25 years. Among the 21
teachers on the Jefferson Junior High faculty seven are men and 14
are women with an averageage of 43.63 years.

Two teachers are non-degree teachers, ten have their Bachelor's
Degree and four have a Master's Degree in the Jefferson Elementary
Sschool. In the Jefferson Junior High School twelve teachers have
their Bachelor's Degree and nine have their Master's Degree.

In regard to years of service the elementary school staff has
served a combined total of 323 years. This ranged from one year of
service to a high of 42 years of service with an average for the group
of 20.13 years of service. The Jjunior high staff has served a combined
total of 274 years. This ranged from 1 year of service to 40 years of

service with an average of 15.05 years.



Tuesday June 7, 1966

This period was spent with Mr. Dively discussing problems con-
cerning the 1966~67 schedule.

Next year the junior high school will have two additional sections
of 7Tth grade which will require the hiring of two new teachers.
However, the additional sections also affect physicali education,
home economics, music, shop, and art classes where there will be no
change in staff. This will cause the science laboratories to be in
use every period of the day, leaving the teachers no time to prepare
in these rooms preceding classes.

The school will be running above capacity next year leaving
no available rooms and crowding youngs ters into an already overcrowded
situation. The passage of a building bond 1ssus in this district

is imperative.

Wednesday June 8, 1966
I sat in on a discussion between John Dively, Principal at the
Jefferson Schools, and Clark Baker, City Engineer, pegarding street
conditions around the Jefferson Schools. It was decided to propose
to the Board of Education that they request the City of Charleston
to 40 the following things:
1. Close Adams Street from 8th Street to 9th Street.
2. Improve 9th 8treet from Jefferson Street to Adams Street.
3, Widen Jefferson Street from 7th Street to 9th Street.
Resurface Jefferson Street from 7th Street to 9th Street.
The south-west and north-west corners of 9th and Jefferson
Streets are to be widened to allow more room for school
buses to make their turnms.
Cilark Baker seemed very cooperative to duv these things to improve

traffic safety and the school youngsters safety.



Thursday June 9, 1966
I spent part of the period discussing equipment needed for the

Assistant Principal's office. It was decided to ask our Business
Manager, Mr. Marble, for the following items:

1. 1 desk with lock, including one filecdrawer

2. 1 chalr |

3. 1-4 drawer filing cabinet with lock

4, 1 bookcase '

5. 1 typewriter

6. 1 electfic adding machine

7. 4 chalrs for visitors

8. 1 small table .

9. 1 extensilon phone

10. 1 window alr-conditioner

With the completionoof this l1list, I contacted Mr. Marble to obtain
his approval. He gave approval on all items except the window air-
conditioner. This 1temlmay be postponed for a year due to a lack of

money. Mr. Marble will order the approved items for immediate delivery.

Friday gggg 10, 1966
I spent the period today discussing a faculty handbook for the
Jefferson Schools. I read over material compiled the past year by
a committee of teachers at Jefferson and read coples of faculty
handbooks used at Thomas Jefferson Junior High School in Champalgn
and East Junior High School in Alton, Illinois. |
One of my first assignments starting July 1, 1966 will be to
further develop a teachers handbook for the Jefferson Schools in
Charleston, Illinois. The material in the handbook will be subject
to Mr. Dively's final approval. Wé plan on this handbook being ready

for distribution at the beginning of the school year.



Monday June 13, 1966

Today I began work in the Superintendent's office. Discussed
with Mr. Marble, Unit Business Manager, the rémodeling of the auditorium
and audio visual room at the Jefferson Junior High School. The total
cost of this project is $12,500, of which, $9,500 will be used for
new equipment. We look at the blueprints, showing arrangement, and
furniture catalogs. There are 8 individual study carrels, 16 tables
for study, a research area, plenty of stack areas, and a library work
room. It 1s designed for 90 students plus 6 students in the lounge
area. When this project is completed 1t will provide much better
library facilities for the Jjunior high school. The work is to be com-
pleted during this summer so 1t will be ready f6r use when school
opens in the fall. |

Helped to work up room utilization form for schools in the

district with Mr. Seltsinger.

Tuesday-Mondagy June lﬂ:ZQ, 1966

The entire periods were spent working in cooperation with Mr.

Dively and Mr. Seitsinger on a room utilization report of Jefferson
Junior High School. A copy of this report is attached.

At the present time, I was unable to figure puplil station
utilization percentages for the two Science laboratories, Home Ec,
Shop and Physical Education areas becéuse of a lack of a base recommended
figure per student forAsquare footage. I hope to be able to complete
this later. For the school year 1966-67, I was unable to figure
puplil station utilization because of the lack of suffiéienttdata
on number of students 1in each class. The final figures for this
will not be avallable until after lLabor Day 1965.

One copy of this report was given to Mr. Dively and one copy to

Mr. Seitsinger.
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Tuesday June 21, 1966
Mr. Sei@singef, Mr. Dively and I discussed the room utilization

report I prepared for Jefferson Junior High School. There 1s a need
to find an additional sixth grade room, but it was agreed this is
practically impossible at the pfesent time. This report pointed
out once agaln the need for additional building space in our district.
The next project Mr. Seitsinger asked me to do was work up a
projection of student enrollment in this district for the next five
years. Also, I waé given the task of checking the total number of
rooms needed in the district for grades one through six for the negt
five years. In this project I can assume, that grades seven through
twelve will be taken care of with the building of a new junior high

school for grades seven through nine.

Wednesday June 22, 1966
This period was spent with Dr. Ewing going over figures he has

gathered for a projection of student enrollment in this district,
the final projection is not completsd at present. I helped compile
some necessary figures for Dr. Ewing's final report concerning his
survey bf footage in~exist1ﬁg buildiﬁg sites in this district, this
was taken from various blueprihts in the Superintendent's office.
I also called Dr. Garner at Eastern Illinois Univefsity to obtain
information concerning the following 1items:
1065 fall quarter enrollment at E. I. U. --- 5335
1966 spring quarter enrollment at E. I. Us —== 4?74
Total net increase in civil service staff at E. I. U.
for the last five years. --- 135
Total net increase in faculty at E. I. U. for the last
five years. --- 162 o |

Dr. Garner was most cooperative 1n securing this information from the



June 22, 1966 (Con't)

University.
Thursday June 23, 1966

Today the entire period was spent reading two reports Dr. Ewing
made avallablie to me. One report was a rather lengthy survey of three
school districts in the State of New York done by part of the staff
of the Department of Education of New York University. The other
report dealt with the preparation of an accurate projection of student
enrollments in school districts.

Both of these reports were interesting reading and helped me
grasp the problems confronted in developing an accurate projection
of student enrollment and also in preparing a school survey.

Predicting School Enrollments by Roscoe E. Brown Jr., Professor

of Education, New York University, suggests the corrected promotion
method 1s the most accurate way of predicting future school enrollment.
The following 1s a 1list of information needed to use this method.

1. Pre-school census data.

2. Birth reports.

3. Past and present school enrollments.

4, Private, parochial and out of district school attendancé.

5. Pupil drop-out rates. |

6. Data on migration of children in and out of the school.

Using this information and the corrected promotion method

Professor Brown expects his predictions to be accurate within two
per cent of the actual enrollments.



Friday June 24, 1966

Dr. Ewing was attending an out of town meeting today, therefore,
Mr. Seiﬁsinger suggested I go to the Junior High School and work
with Mr. Dively. |

Mr. Dively and I discussed the proposed class schedule as it
now stands. We also checked on the progress of the remodeling of
the auditorium into a library andrvisitpd several classfooms to discuss
theirvgenerél condition. .

- Mr. Dively gave me correspondence in régard to a schedule of
lyceum assemblies at the junior high school for next year. He had
information regarding Melborne High School in Florida. Part of this
information 1nvol§ed a statement as to the reason and purpose for
student homework. It was decided we would run off copies of this
information and pass it on to the teachers next fall. Mr. Dively
instructed me on how to use the console in regard to the P. A.
system used in the junior high and elementary schools located at
Jefferson. - Next we ﬁisited the Home Ec¢, Music, Shop and Physical
Education areas of the school in order to familiarize me with the
building.

The Jjunior high presenﬁly has a primary and intermediate group
of E. M. H. students. At the request of Mr. Marble, Unit Business
Maﬁager; Mr.‘Dively and I compiled data showing total attendance |
by sex and group for these two classes. This information is entered
monthly at the junior high school office and Mr. Marble uses these

figures for his State Report.



Monday

June 27, 1966

Today's period was spent using a projection of enrollment to

figure the number of rooms needed to meet this projection in terms

of grades 1l-6.

The enrollment figures used are from an enrollment

projection worked up by Mr. Dintelman, former superintendent, during

the 1963-64 school year.

They are based on a two per cent increase

in population per year and an overall dropout rate of 20 p®r cent

in our district.

fairly accurate.

Attaéhed 1s

1-6 according to

our projected enrollment.

So far, the total enrollment figures are holding

a report on the number of rooms needed in grades

After completing this

report, Mr. Seltsinger and I spent some time discussing 1ts accuracy

and implications.

Mr. Dintelman's Projection
Rms based on 30 in a Class

N

Total

1st 2nd 3rd 4th 5th 6th Total
, Grade | Grade | Grade | Grade | Grade | Grade |Enroll.|Rms.
1964-65 (203-6.8 {230-7 .7 206-6.9 [219-7.3 |231-7.7{205-6.9]1294 - |43.3
1965-66 26548.8 207-6.9 P34-7.8 [210-7.0 |223-7.4|235-7.8 [1374 45.7
1966-67 |245-8.2 |270-9.0 £11-7.0 p38-7.9 lp14-7.1|227-7.6 | 1405 46.8
1967-68 [251-8.41249-8.3 P75-9.2 R15-7.2 1242-8.1|218-7.3 {1450 48.5
1968-69 [280-9.3 |256-8.5 P53-8.4 P80-9.3 é19-z.3 246-5.2 11534 51,0
1969-70 |240-8.0 [285-9.5 P61-8.7 P58-8.6 [285-9.5(223-7.4 |1532 51.7
1970-71 [285-9.5 |244-8.1 p00-9.7 b66-8.9 b63-8.8 |250-9.7 1638 54.7
1971-72 |270-9.0 [290-9.7 p48-8.3 £95-9.8 [271-9.0[268-8.9 1642 54.7




Tuesday-Thursday June 28-30, 1966

These periods were spent working on the unit staff's transcripts.
My assignment was to bring up to date each teachers folder in regard
to total semester hours of credit. Mr. Seitainger had a 1ist of the
total number of semester hours each teacher was creditéd with for
salary purpoSes.' From the teacher's transcripﬁ, I counted total
semester hours of credit, then added credit they had received for
additional courses, such as; additional course work and teacher
‘WOrkshOps. .Afterkdouble'checking my figures, if they did not agree
"with his list, I made a notation on separate sheets of paper for
Mr. Seitsinger's information. |

. There were filea witﬁ the transcfipts missing and other files
needed the transcripts brbught.up to date, notations were made
accordingly. Twenty-four separate. files were completed in a total
of 4% hours, loss of time was due to the unavailability, at times,
of an adding machine and the different ways colleges evaluate credits.

Mr. Seltsinger and I discussed the needs of the Junior high

school building.

Tuesdax | July 5, ;2§§

Today I returned to the Junior High School. I contacted Mr.
Dan Pilson at the telephone company and asked that he come to.the
school for a survey of the present phone service and location of
phones in4the building. Mr. Philson, Mr. Dively and myself toured
the building and agreed to install a dial intercom system. A third
telephone line will be added and a phone will be needed for the

assistant principal's office.



July 5, 1966 (Con't):

Mr. Dively and I discussed the possibility of optaining a machine
for making signs and posters. We l1like the appearance and durability
of signs and posters made in the Regional Services Office at Eastern
Illinois University. After talking with Mrs. Farrish, in the Regional
Services Office, I prepared a-letter to the Embosograph Corporation
of Aﬁerica, 28 West 21st Street, New York, New York 10001, requesting

a catalog, price 1ist and any other available information.

Wednesday July 6, 1966
A professional librafy is being planned for the use of the faculty

at the Jefferson Schools. One-hundred dollars has been appropriated
for the purchase of materials, however, if this library proves success-
ful, we feel supplementary funds may be secured in the future.
Mr. Dively and I spent this period deliberating teacher requests
and catalogs in preparation of this library. Following is a 1list of
books included in our initial order:
1l. LANGUAGE ARTS IN ELEMENTARY SCHOOL
William K. Trauger
McGraw Hill Book Company

2. DIAGNOSTIC TEACHING OF READING
Ruth Strang
McGraw Hill Book Company

5. CHILDRENS THINKING
D. H. Russell
Ginn and Company

4, MODERN ELEMENTARY MATHEMATICS
W ard, Magan, Hardgrove
Addison-¥Wesley Publishing Co.



July 6, 1966 (Con't)

5. THE LIBRARY IN HIGH SCHOOL TEACHING
Martin Rossoff
H. W. Wilson, Co.

6. BASIc‘DESIGN: PRINCIPLES AND PRACTICES
Bates o
Creative Hands Bookshop

7. TEACHING THE SOCIAL STUDIES, GUIDE TO BETTER C.ITIZENS
Tiegs-Adams
Ginn and Company

8. TEAM TEACHING IN ACTION
Bair and Woodward
Houghton Mifflin Company

9. ON THEIR OWN IN READING
Gray
Scott, Foresman and Company

10. THESE ARE YOUR CHILDREN THIRD EDITION
Jenkins Shacter, Baurer
Scott, Foresman and Company

11. ARTS AND CRAFTS FOR ELEMENTARY TEACHERS
Wankleman ”
Creative Hands Bookshop

12. CHILDREN LEARN TO READ SECOND EDITION
D. H. Russell
Ginn and Company

13. ADOLESCENCE AND DISCIPLINE
Rudolph Wittenburg
Assoclation Press

14. UNDERSTANDING BOYS
Clarence G. Moser

Association Press



July 6, 1966 (Con't)
15. UNDERSTANDING GIRLS
Clarence G. Moser

Assoclation Press

Thursday July 7, 1966
Mr. Daum, Junior High School band director, and I discussed
the election of a book in the music field for our professional
library. It was declided we would order the following book:
DESIGN FOR UNDERSTANDING MUSIC
A. Verne Wilson
Summy-Birchard Company
1834 Ridge Ave., Evanston, Illinois
Mr. Dively and I discussed = letter dated August 6, 1965 from
the Office of the Superintendent of Public Instruction, Stéte#of
Illinois. This letter cohtalned information regarding the adminis-
tration of the Elementary and Secondary Education Act of 1965
(Public Law 89-10). This discussion was precipltated because of a
need for me to better understand generally this federal program.
The letter listed the following estimated amounts to be allocated

for use in the State of Illinois.

Title I $43,360,890.00
Title II 5,361,699.00
Title III 4,929,120.00
Title IV Undetermined
Title V 875,000.00

The following 1list indicates the areas each Title covers:
Title I Financlial assistance to local
educational agencles for the

education of children of low



July 7, 1966 (Con't)
Title II School library resources, text-

books, and other instructional
materials.

Title III Supplementary educational centers
and services. 1 |

Title IV Educational research and trainlngl

Title V Grants to strengthen State Depart-
ments of Education. |

The remaining part of the letter dealt with instructions for
school districts in regard to obtaining information in order to

submit proposals for acceptance by the State.

Friday July 8, 1966

Upon Mr. Diveiy's request, I worked up a statement of philosophy

for use in the faculty handbook. The rough draft of this 1s as follows:

PHILOSOPHY OF JEFFERSON SCHOOLS

The basic philosophy of the Jefferson Schools 1s to
provide the opportunity for each youngster to acquire the
fundamental skills of learning involved in becoming an
educated person. As the youngsters progress, they are
encouraged to explore the various areas of knowledge 1in
order to fulflll their own needs. This involves the mental,
physical, soclal and emotional development of each youngster.

The staff of the Jefferson Schools 1s dedicated to help
these youngsters acquire the knowledge and understanding
needed in our modern, democratic, way of life. Toward this
end, we hope to be able to help each youngster progress to
the best of thelr individual capabilities. To meet the

challenges in the complex worid of today, the education of



July 8, 1966 (Con't)

these youngsters must haﬁe top priority.

This rough draft will be discussed with Mr. Dively and possibly
rewritten. We intend to follow the statement of philosophy, 1in the
faculty hanabook, with lists of objectives for pboth the elementary

and junior high schools.

Monday July 11, 1966

Mr. Dively and I discussed the use of fiberglass window panes
in the office area to cut down heat and light:. We could have our
choice of color; blue, green or amber. After discussing this for
some time, we decided to try a few panes in green. It would be im-
practical to change all of the panes since they are not transparent,
however, it would help to replace a few glass panes.

Next we discussed the applications of two women and a manfor
the position of one-half time guldance and science or social studies.
We would like to hire a young man to add to our staff. However,
most young men seem to want a full time gulidance position. Because
of the man's previous record we are forced to reject his application.
One of the women has been in the office for an interview and she
seemed to be too shy and her credentials record this fact. The other
woman has moved and we are unable to contact her at the present time.
It 1s getting late in the year for hiring teachers and most exper-
ienced people are under contract, this leaves us somewhat up in the
air.

I phoned the telephone company to have them add one additional

telephone for a secretary in the office area.



Tuesday July 12, 1966

Today's period was spent reading and making notes pertaining
to the proposed faculty handbook at the Junior high school. I,
also, read a copy of the student handbook from Jefferson Junior High
School in Aurora, Illinois. This was a publication for students,
however, the policies covered pertained to our own situation in many
cases.

Mr. Dively, Mr. Wright, Head of Maintenance for the school
district, and I discussed locks and master key use throughout the
building. At the present time, it takes too many keys to get around
in this buillding, therefore, we plan to change some locks so any of

the rooms may be opened by one of three master keys.

Wednesday July 13, 1966

The period was spent working on a set of Jefferson Junior High
School objectives for the proposed faculty handbook. The following
list of objectives was taken from Bulletin A-1l, Administration and
Supervision Series, Illinois Curriculum Program.

l. The acquisition of attitudes, bodies of knowledge, and
patterns of behavior that will insure better mental and
physical health.

2. A set of moral and spiritual values that will insure a
wholesome individual and a healthy soclety.

3. A concept of the importance of the family 1n our soclety.

4. A set of commnication skills which will make use of the

pupils intellect.
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5.

9.

A firm conviction, based upon knowiedge, that a democracy
1s the best social organization for mankind.

An appreclation and understanding of the beauty 1in the
surroundings and the art of the present and past. |

An appreciation of the place of sclience in the world,
both its wonders and its limitations.

A concept of our free economy and insight into the world
of work.

A scientific approach to the solution of problems.

The following list of objectives was taken from the Thomas

Jefferson Junior High School, Teachers Handbook in Champaign,

Illinois.

1.

To improve the students understemiing and skills for further
learning in the basic academic areas.

To help the student continmue his exploration of our rich
and varied heritage.

To instill in the student a respect for the customs of our
commnity, nation and world, and show need for flexibility
in this region.

To stimulate awareness. of world problems and a desire to
participate in thelr solution.

To promote the emotional, physical and social well-being

of each student through individual counseling and group
guldance, speclal services, and a well-planned physical

and mental activity program.

To encourage aesthetic appreciation and to provide for
creatlve expression.

To glve experiences 1in 1lving democratically through student
government, clubs, class activities and utiilzation of school

facilities resulting in a self-disciplined member of a free
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soclety which respects 1ts members as individuals.
8. To cooperate with the other educatlion agencies of our area.
I intend to discuss, with Mr. Dively, the objectives that have
been 1isted above. I hope to use them as resource material in

developing the objectives for the Jefferson Junlior High.

Thursday July 14, 1966

I sat in on a discussion between Mr. Wilson, Architect, Mr.
Marble and Mr. Seltsinger concerning a proposed alternate plan to
the original plans for a new Junlor High School in this school
district. The original plan had allowed for one sclience laboratory
and a gymnasium area of 60 by 90 feet. The new sketch shows room
for four sclence laboratories and a room to convert very easily to
the fifth sclence laboratory. It also has a gymnasium area of 80
by 100 feet. There was also an increase in the arts and crafts
areas of approximately 20%.

The estimated cost 1s $1,325,000.00 with $100,000.00 being
allowed for equipment. The estimated capacity of this bullding 1is
750 to 800 st;dents. The additions seem to make the buflding much

more advisable than the original proposed bullding.

Friday July 15, 1966

I spent the entire period today reading and studying part two
of a book entitled "Elementary School Objectives" by Nolan C. Kearney.
Part two deals with recommended goals for elementary school years.

The following 18 a 1list of these recommended goals.
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1.
2.
3.
4.
5.
6.
7.
8.
9.

Physiéal-development, health, and body care.
Individual -social and emotional dejglopment.
Ethical behavior, standards, vaiues;

Social Relations.

The éocial worlda.i

The physical world.

Esthetic development.

Communication.

Quantitative relationships.

Each of these recommended goals has a statement in regard to

the following:

A.
B.
‘C.
D.

E.

Monday

Knowledge and understanding
Ski1ll and competence
Attitudé gnd interest
Action patterns

Determining conditions

July 18, 1966

I spent about 20 minutes today obtaining information from EMH.

students 2A Sheets for Mr. Marble. He needed the actual days of

attendance and the mumber of days absent for 11 EMH students to

complete a state report.

The rest of the period was spent in discussion with Mr. Dively

on contents and arrangement for the proposed Jefferson Schools

Faculty Handbook.



Tuesday July 19, 1966 '

Today I discussed the area of Guidance with Mrs. McCabe,
Junior High School Guidance Counselén. We discussed needs fdr a
good guidance office and counéeling area. ‘It 1s practically
1mpossib1e'to allow for the pfOper area in the preséht Jefferson
Schools. However, anj future bullding plans should include an
adequate guidance area. v

We also discussed ﬁhe guidance section in the Faculty Handbook
and I asked for Mrs. McCabe's comments. She has rewritten this
section and it seems to be‘ﬁer& well dong.

Next, I called Mrs. Farrish in the Regional Services Department
at Eastern Illinois University. She was able to obtain from thelr
Business Office, information in regard to ordering a sign to be
placed in the hallway denoting the Prihcipél's office at Jefferson.
These signs cost $12.95 each and are made by the Plastisign Company

of America, 718 Cherry Street, Philadelphia, Pé., 19106.

Wednesday July 20, 1966

1 spent about 30 minutes of the period today looking for a
room divider screen for use in the teachers lounge to provide
privacy at the entrance of a small restroom. School cataloés
did not have this item listed, it was found in the Sears and Roebuck
catalog at a cost of $21.00. The money is to come from the Junior
High School Activity Fund.

The remainder of the period was spent familliarizing myself with
the proposed 1966-67 class schedule of the Junior High School. It is
not finalized, as we still need to employ a teacher qualified for

guldance and social studies or language arts.



Thursday July 21, 1966
Mr. Wright and I diécussed the slze of a proposed book case

for the Assistant Principal's office. We decided to bulld a bookcase
consisting of three shelves, five feet long. It will be constructed
from 1" x 12" white plne. The top two shelves will be 10" 1in height
and the'bottom~shelf will be 12" 1n'height. The maintenance department
1s to bulld the bookcase and the custodians will apply gym seal
as a finish.

The remalnder of the period was spent in general discussionwith
Mr. Dively on a change 1n reading textbooks in grades one through six.
The school district has adopted a new set of reading textbooks for
these grades to be used throughout the school district in 1966-67.

He gave me material to study to help my understanding of this program.

Friday July 22, 1966
Today Mr. Dively and I discussed the Junlor High School Guidance

Program. The following tests are given to pupils 1in Junior High
School:

California Mental Maturity - Short Form -- 7th Grade

Caiifornia Achlevement -- 8th Grade

Differential Aptitude Test -~ 8th Grade

Teachers are encouraged to work with Guidance Counselors 1n
using the information galned from the testing program to help
individual students.

Counseling goes farther than jJust interpreting test scores, 1t
includes occupation informtion, education 1hformat10n, Tth grade

orlentation, emotionai and social adjustments problems, etc. The
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Guidanée Department needs more room and staff to function at its
best. Again, the problem of adequate space and staff taces the
school district.

We also discussed who should fill out the enrollment cards,
information cards and fecord requests for new students. It was
decided to leave the enrollment card and information card responsibility
with the Guidance Counselors and the office secretary will handle all
record requests.

Functions of the guidénce staff were discussed, however, no
final conclusions were made in this area. The purpose éf this dis-
cussion was to help me-to understand the general picture of counseling

at the imior Migh School.

Monday July 25, 1966
The entire period today was spent reading and studying a pamphlet

entitled "Discipline for Today's Children and Youth." The publication
i1s published by the Association for Supervision and Curriculum
Development, a department of the National Education Association of

the United States.

It stresses the importance of discipline having a goal, these
goals differ with various age groups. The goals are also pursued
differently in various c¢ircumstances.

The pamphlet outlines the different developmental periods of
people. It went on'to speak about the need for the people to
learn and use self-discipline.

Next 1t discussed four democratic principles to guide people

to self-discipline and self-direction.
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I. Faith in the worth and dignity of every human

being 1s the key value of a democratic soclety.

II. As a nation we have confidence in the capacity of all
to learn cooperation and mutual respect.

ITII. We belleve in the right ot people to have a voice
in plans and policies which directly affect them.

IV. We have trust in the rational approach to human
problems and in the ability of human intelligence
to resolve conflicts.

The remaining part of the pamphlet dealt with discipline in

daily application‘in the classroom.

Tuesday July 26, 1966
Mr. Dively and I discussed student discipline during this
period. It seems essential to use the positive approach as much
as possible. Discipline and various types of punishment should be
done primarily to benefit the student, however, there are times when
discipline 18 necessary to deter undesirable behavior. Any punish-
ment should be related to the offense. One underlying principal in
all discipline matters is that one should be fair but firm.
Suggested approsaches:
1. Talk to student - explore problem, appeal to student's
better Judgment.
2. Talk in terms of the future and the record being made.
5. Talk in terms of what 1is socially acceptable.
4. If need arises refer to counselor.
5. If of serious enough nature have parents in for a confer-

encee.
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A1l truancy should be reported to Mrs. Irma Young who 1s the
Truant Officer of the district. Probation cases require information
to be sent to Mrs..Elsié Barth, Probation Officer, whose office is
located at 417 Broadway, Mattoon, Illinois. Her telephone number
1s AD 4-8485.

We intend to discuss the area of discipliﬁe further at a later

date.
.Wednesday  July 27, 1966

The entire period waé spent today in a confidential discussion,
of the Jefferson Schools staff, with Mr. Dively. This exchange of
| 1nrormation,A1 feel, will help me to understand this situation better.
The followingvié a 1list of areas discussed:
" 1l. Personallity
2. General Health
3. Cooperation
4. Ability to control classroom
5. General teaching effectiveness
Due to nature of the discussion, I feel it would not be wise

to go into further detail.

Thursday - - _July 28, 1966
I spent the entire period today working on the proposed faculty

handbook for the Jefferson Schools. In the original rough copy tliere
was a list of general instructions for teachers which Mr. Dively and
myself felt we could combine under general headings to make a better

presentation of the material. The general headings worked on this
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morning were as follows:
1. Textbooks
2. Discipline

3. Supervision

Friday July 29, 1966

The first part ofyﬁﬁe period was spent surveying Junior High
School rooms to check the condition of teachers desks. I fouhd
five teachers desks that were new last year and there 1s an apparent
need for ten more new desks.

The remainder of the period was spent reading and studying a
report given to me by Mrs. McCabe, Guidance Counselor, from the
Eastern Illinois Area Special Education office. The title of this
report was "Psychopathology and Education of the Brain-Injured Child,"
by Strauss and Léhtinen. Its purpose 15 to help the classroom
teachers to understand the problems and educational process of working
with brain-injured children. I found this very difficult reading
and wonder i1f there 1sn't a need of clarification of this report.

I intend to discuss this thoroughly with Mr. Dively as soon as

possible.
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