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PREFACE 

That there is an urgent need for further study of the 

ehool office and its faoilities is a fact that requires 

little justification • .Anyone who is even casually familiar 

with our school plants will attest this condition readily. 

Mr. o. L. Boyington, a Pampa, Texas, contractor, who has 

built many consolidated school buildings in this state,. 

recently remarked that too often the school office was 

"any little room stuck off anywhere that was •left over• . ,. 

General facilities are fre quently taulty, or altogether 

lacking. Usually , the office is equipped with neither safe 

nor vault for the proper safeguarding of the records. This 

nece .,..,sitates the ma ing of two sets of records or else 

demands many needless, time and energy eonsuming, trips 

to the vault of some generous banker who permits the re

cords to be kept there gratuitously. The bl e for such 

conditions as these must be shouldered by the educator and 

board of education who have tailed to develop acceptable 

criteria for offices e.nd of't'ice equipment. 

It is the fervent hope of the author that thls study 

may be of some small service in aiding a yone desiring to 

establish more sat1sractory office. 

' Norval Thomas Gray 
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CHAPTER I 

THE PROBLEM 

1 

The subject of school offices and office fa.cili ties 

in our state is one of vital concern to efficient school 

administration. In t he field ot literature on the subject 

of school administration, considerable prominence is 

usually accord.ed the different aspects of this subject. 

otable among writers dealing with office problems general

ly are Al mack and Bursch (1), Johnson (21), Engelhardt 

and Engelhardt (15), cox and Langfitt (8), Douglass (13) , 

Reeder (26), and Reavis and oellner (25). Outstanding 

among writers discussing the office primarily are Ford 

and Winn (30) and Green (31). These latter authors are 

interested in the offices of large r schools than t hose 

analyzed in this di scussion. 

The Pur pose of This Investigation .--In this investi

gat ion an attempt. was made to formulate and classify cer

tain definite criteria emb odying a s high a degree of ob

jectivity as was possible for the purpose of properly 

evaluating offices and office faoilities in consolidated 

and village schools of Oklahoma. 

In order to etteot t his desired end available au

thority was examined to determine the legitimate functions 

of t he school offi ce. From these functions criteria were 

established for the locati on and arrangement of rooms com

prising the offi.ce, and of the off ice fixtures and equip

ment . These criteria were then applied to representative 



school offices in Oklahoma consolidated and village schools 

for the purpose of determining their adequacy in view of 

the necessary functions of t he office and in order that 

practical recommendations mi ght be made regarding future 

construction, arrangement, and equipment. 

Specifically , the problems which are the subject of 

this investi gation may be explicitly stated as follows: 

l. What are the functions ot the office in the con

solidated and village schools? 

2. hat size and type of room or rooms are necessary 

for the performance and execution of these functions? 

3 . 1hat equipment is neoessary for the performance 

and execution of these tunotions? 

4. 1ithat are the criteria needed by boards of edu

cation, superintendents, and other administrative officers 

t o aid in determining: {l) evaluation of plans presented 

for their consideration; (2) efficiency and adequacy of 

existing offices; and (3) further construction and e quip

re.ent? 

5. What are t he conditions in Oklahoma village and 

consolidated school offices? 

Delimitation.--Architects and engineers are more 

t horoughly prepared to deal with problems of structural 

stability and beauty of design than are educators. Further

more, such safe uards as building laws, insurance rates 

and t he like all operate to protect buildings against un

due inefficiency in these essential considerations. These 



problems are, therefore, omitted from consideration in 

this investigat ion. 

The study is further limited to schools employing 

from five to t wenty teachers in the system. 

The Scope of the Investigation.--Personal visitation 

was made of twenty-one schools located in the central

northeastern part or the state. These schools are almost 

all located within a triangle formed between the cities 

of Tulsa, Oklah a City, and Enid hen using those cities 
l as the apexes of the figure. This territory vas selected 

because of its accessibility and because it is repre

sentative of three great rural areas of Oklahoma, namely: 

(1) the cotton land on the south; (2) the ~heat and ranch 

land on t he north and west; and (3) the oil fields of the 

east. 

In addit1on to th1s , quest1onnaires were sent to 150 
2 

schools of the state. These ·schools were grouped as 

f ollo s: 

Group 

I 

II 

Ill 

TABLE I 
GROuPmT OF 150 SCHOOLS TO WHI CH 

QUEST! ONNAIRES !ERE SENT 

Number 'of 
Teachers Employed 

5- 8 

9-lS 

13-20 

In£r, See ppendix A 
2 
Intra. 5ee p endix B 

Number or Schools to Whom 
Questionnaires were sent 

60 

50 

40 

Total 150 
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The schools were selected by random sampling from 

the Oklahoma 1.ducational Directory ( 36). The technique 

em loyed was to take a definite number of schools from 

a given number of pages. In most cases the first school 

listed on a page was the one selected. If more than one 

was to be selected, the first and last on the page belong

ing to the group studied was usually taken. 

Table II sho s the relation of the number of schools 

to whom questionnaires were sent to the number or schools 

in that particular grouping in the state . This furnishes 

an index to the sufficiency of the sampling in regard to 

representation. 

TABLE II 

RELATION BETWEEN TffE NUMBER OF SCHOOLS TO 'ffiO 
0UESTIONN~ IRES "'/:ERE SENT D THE NUMBER O ST TE 

AC CREDITED SC OOLS I N EACH GROUP 

Number of ''uestlonnalres Number of State 
Group s ent to schools Accredited Schools 

I 60 340 

II 50 213 

III 40 121 
• 

Total 150 6'14 
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CHAPTER II 

PROCEDURE AND ORGANIZATION 

The steps in the procedure may be separated into 

four a.cti vi ties.. These different techniques ere employ

ed in t he following order: (1) s urvey of literature 

through library study; (2) Analysis of published plans of 

·existing school offices; (3) Field survey of offices with

in a reasonable proximity; (4} Questionnaire study of re

present ative schools of the state in the classes surveyed. 

SURVEY OF LITERATURE 

All available sources of information were sought out 

diligently and checked in an endeavor to obtain a con

sensus of expert opinion and a general summation of the 

known information perta ining to the problem. This study 

of literature was particularly necessary in order to col

lect data for setting up crite ria for the school offiee 

and its facilitie s . 

s ources of Information in lli Library study. These 

sources included a careful searching through library in

dexes, the educational i ndex, t he eaders Guide, and 

annotated bibliogra hies to locate materials desired in 

textbooks, school surveys, r e search studies , government 

bulletins, fa s ter' s t heses, magazines, St ate bulletins, 

bul etins of the National Education Association, and cata

logues of supplie s a nd e quip ent for off ices . This survey 

was confined chi efly to the library of the Agricultural 

and Mechanical college at Still\ ater, Oklahoma, tog9ther 



with a few personal references and a few borrowed from 
l 

other source s . 

ANALY ;;, IS OF PUBLISHED PUNS 

The un.erican School Board Journal has for many years 

published plans of the better school buildings as they 

were built throughout the United state. These plans 

6 

often contain measure ents of the rooms and other valuable 

data. 

An analysis of 50 of these plans was made from a 

The follo ing procedure vas adopted in order to 
preserve and facilitate the handling of signifieant mater-
1 ls found while reading. 

1. 11. provisional outline as made with the chapters 
briefed and numbered. 

2. References were secured in t he usual manner and 
carefully surve yed. 

3 . References of value to the study were assigned 
numbers consecutively wi th the citation in the form re
quired for inclusion in the b ibiliography , and the anno
tation all being typed on a 3 x 5n card. These cards 
were later filed in alphabetical order for the pur pose of 
making up the bibliography from them. 

4. Signi ficant information from a given reference was 
either briefed or directly tYP d~ code number consist-
ing of tour parts was then used to assign it to its proper 
place in the study. (Britton • Nicol . "Complete Tech
nique for Re cording , Indexln, an Fili g aterie.l by 
course , ,t University of Southern California, r-1ovember, 1934, 
p. 23) An example or-this ls IV72 - 8/77. This means 
that the material on page ?'7 of the ei ghth refer.ence read 
would be valuable in writing the second topic of Cha ter IV. 
Thu.s the first number refers to the chapter of the thesis 
in hich the information is to be used, the second number 
to the topic of the chapter, the third number is the 
number of the reference read, and the fourth number is the 
page on which the material was found. 

5 . hese notes were later filed by chapter and topic 
when the thesis was to be written . 



survey of 150 issues of that publication examined~ which 

covered the time from December, 1923 to January, 1937 . 

Check lists for the tabulation of data on relative 

floor areas Nere made in an effort o determine, if ossi

ble, floor areas commensurable with office needs . Maga

zines vere made available through a "stack permit" in 

the library and the data located. The analysis made in

cluded: (1) classification of schools bys ze nd type; 

(2) class ifica ion by date of erection; and (3) a fre

quency of office rooms found . 

Unfortunately, when this information wa.s all compil

ed, there ap eared to be no central tendencies in any of 

the frequency studies made. Therefore , no tables from 

this study are included since the information found did 

not tend to e detominate to any marked degree. 

7 

FIELD SURTh"Y OF OFF! CES 

During the month of January, 1937, a person 1 visit 

was made to twenty offices within area onable proximity 

of the writer. This ~urv y was made generally with two 

ends in vie: (l) To investigate first hand s ome seemingly 

vit l, but minute details .rbieh were almost i mpossible to 

.ather in any other r..anner; ( ) To dete ine t hrough t s 

survey, if possible, a better idea of t hen ture and scope 

of tho uestionnaire which rs to be sent out to 150 

sch ols afterwa r d . 

,contents ot the Check List~ the Office . - - The che ek 

list used for visitation pur oses contained space for a 



sketch o:t each room and location of articles of equip-

ment, a check of measurements, a list of equipment and 

records, and ri:i.uoh other infoi~mation. 2 A detailed. state-

ment regarding tJ:1.e origin o:t· each individual item in

cludeii in the list, would be too lengthy to i.nclude in this 

di,.rision of the s'tudy-. However, most, if not all of the 

items,, are discuseed a.n.d the citations made in Chapters 

IV and if. The plun followed was to note all items ·which 

coul~ be considered criteria. of office design. or equip

ment as they were e.1:1ooun·tered in. the extensive survey of 

literature or as they occurred. logically as detern:d:nants 
'· 

o.f feasible ofi'ice fuue'tioning. Later the related items 

i~ere grouped and :!'orru.ula'ted in.to the c:neek: list. Pre• 

pa.ration for the field survey in.el1..1ded gaining the approv-

o.1 of "t:he ob.eek list b/ Dr. M. R. Chauncey, 11ajor Adviser. 

The Procedu:c•e with t.he Check List.--Aooess to ea.oh 
.-.-..- -~ ----- ----..... ---

oLf'ice was m.ade po&sivlo throagh the kindness of the .su,er-

i11tenc1.ent o~r prinoiJ)~l of each school -111s.1ted. f;ac.h item 

o:f the check list was filled in, 1f possible. 

Tlle analysis of the data thus secured involved~ 

l. Classification o:f' the schools by size and date 

of ei·oc·tion. 

2. A frequ.Ei:.c1cy cheek o.f' the location of the office 

in the building. 

3. A. f;requenay check of the rooms included in t.he 

of'rioo suite. 
! ~,.., .......... ~.-.iw. ---·-,0·1'119 __ ..,_ ... _, --

Intr~~ i3ee ;\npendix A ..........__~..:a,~ .,, 



4. A frequency cheek of the office alterations since 

erection. 

5. A frequency check of records four1d. 

6. 1>. frequency eh eek of items of equipment, and a 

horizontal arei:::l measurement of i terns included in the 

office furnishings. 

7. A :r:r,s:quenoy check on the illu..~.inatlon adequacy, 

heating, VEmtila.tion, and other health features: of the 

reio:rus included in the office. 

It was realized that school officials are usually a 

l/Ol'Y bu.sy group. 1:'heref'ore, it v1as not deemed ad:visable 

to devise send out a len,gthy or involved. i:ruestionnaire 

covering every possible i tern of functlonal info.r.mation. 

iterns. Aocoreingly, it 

, 'b:r underlining items tllat applied in other 

Obtaining the; ap:provnl of Dr. Ff., n. Cha:uncey, 

or Actviser of the study, on the questionnaire, it was 

to tHicl1 of 150 schools. 1rhJ'JJ selection of sch.ools was 



contents of the G:,uestionnaire .... -cr1!hile,in the main, 

the questionnaire sent out treated the same topie.s found 

in the cheek list used, there are certain practical di:t" ... 

:tereuces. 

10 

l. The questionnaire strosses more tht:i ;{\motional u.see 

of the <.>ffice. 

2. The checlt list goes into fa1"' r;:i.ore detail in such 

:t te:tns of equi1n1ent in a.11 ef:f ort to et;rtablisll the size of 

room or rooms necessary to acco-ru:m:oda.te oertain :ru:rnish .. 

in.gs in the office. 

4. 'I'hEti check list contained sketchas shovililrn.g the 

locuti<,n of the chief i terus o:f ec:!:uipruer.d:; in the offi<HHJ 

studi~Hi. 

It :may be said of the origiu of the quest,ionnaire 

that it was the result of the study of lite:ra.ture bearing 

on of:fi ees arid their f'aoili ties, and an outgrowth of the 

use of the check list. 

Treatment of Data seoured f'l"Om the (uestionna1re. ------ - ~ -·-
The data. obtained .from the questionnaires returned waa 

analyz,ed in t,he f'allovJing w.a11nerz 

1. Cle.ss1:f'5.oation. of the schools by si2,e and date 

of erection of the bnilc:Ung in VJllich the office is 

located. 
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2. Frequency ehecks on the :runetional uses ot the 

oftiea. 

3. Frequency cheek on the loeatio:n of the office in 

the building. 

4:. Frequency ehecks o.n the number and type o:r rooms 

in eluded in th.e of'f i ee •. 

:s •. Jrraq_uenoy checks on the acoessihil1ty of the 

6. !'requency tables of buil.t-in tixtu:r·es. :furniture. 

office aids and OCL',.m:unication, and r·coords. 

? • .Frequency checks on healtl1 toeturos :t'ound in the 

of'fiees. 

These ·tables will be tound in the subsequout chapters 

of this study • 

. It was found. that in most ol:" the tables, the primary 

or origi~l data did not justify the use of rn.cu·e refined 

measures t,han the range,, ~iedien, and per oent. In. Q few 

instances, however. the mean was calculated using the 
' 
:t'o;rmula: v~~x • A + (£+-d)b. Holzinger (20:82) 

Ir ,r 
ORCJUIIZATIOY OF 1I1llli STUDY 

This study is di vlded into six 10.a:ln parts as follow.a: 

l. Chapter I, The Pro:t:ilen1. states tha inir-pose ot the 

investiga·tiou. 

2. Chapter II, The Procec.ur:e a:nd Orgruiiza:tion,, show$ 

how tlle study developed. and was organized. 



3. Chapter !!I, l'he l!u11etions of the Of'fiee> ana

lyzes the aeti vi.ties of each men1ber of the office force 

12 

a:ncl from that analysis sets up tJrn flli'1ctions of the office. 

4. Chapter IV, The Office, Its Location, 1:1ize, and 

Arranf:;ement, sets up the ori teria of tlae offi oe in regard 

to location in the building, size and nwnber of rooms a..'1d 

general arre.nga:ment of room.a. 

5. Chapter V, The Office; Itr1 Health and .Furnishings; 

determines standards for healthful o.ffices and their 

furnishings. 

6. Chapter YI, Offices in Oklahoma Village and con

solidated Schools, shows 1:ry .rrumerous tables and discussion 

the actual con.di ti•ons of' t.r:i.ese schools as determir1ed by 

a stionnaire study. 

? • Chapter VI.I, Conclusions, contains the reco:m1uenda

tions and conclusions that vrere dra:wn from the study. 



THE FUNCTIONS OF 1rHE SCHOOL OFFICE 

In order to approach with any degree of accuracy the 

problen1s involved in the selection of' correct size, type, 

facilities, and equipment for the room or rooms compris

ing the of'fioe, it is necessary .first to define the term. 

office and then to determine tb.e legitimate functions of 

the office. To achieve this latter end, it is necessary 

to list those who should use the oft'ice; the activities 

of those officials in the office; and finally, through 

the problem or job analysis method, to deter.m.1:ne the 

space, tacili ties, and eq_uipment needed tor the success

ful per!"ormance of these activities. Th.ts ehapter will 

attempt to point out the office personnel and its activi-. 

ties; then analyze these activities and regroup them. as 

office functions. The next chapter vdll be devoted to 

the determination of the space, facilities, and equipment 

necessary tor the perform.ance of the functions found. 

~--ebster•s New International Dictionary defines the 
~ ,____ ~~--~--~- -~~~~ ...... 

l:S 

word office as "'any of various buildings or sets of' rooms 

in whioh the business ot some branch of' governm.enta.l ad

:ministration is conducted or from. ~vh1oh it 1.s directed. n 

In this discussion the school office vdll be considered as 

the room or set of rooms in which the business ot school 

administration is conducted and directed,for it is seldom, 

i:f' ever, that schools of'. the type treated i:n this analysis 

have offices in buildings set apart. 
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The administrative force comprising the office per-

som1el will be represented under th.E:s tollo,Ning di visiorun 

(1) Board o:t Eclucation; (2) Superintendent; (3) Principal; 

{4) secretary or Clerk; (5) counsellor; (6} First Aid 

supervisor. 

The Aeti vi ties of the Board of IJ:duoation.--That the '""""C-=---,,~ ·-. .,._ - ... ~ ... _, __ - ~ 
board of education should meat for its :m.ajor aotlvl ties 

in the school of'fioe is a. fa.et rrnll established by custom 

as a precedent in Oklahoma eonsolida.ted schools. Then, 

too, since the office is tlle seat of school governrne:o.tt 

sin.ee i.t contains tile vital school records regardine; 

the sclrncl leapt by the s uper:i.ntendent and principal, ',vhich 

are here available to the board, and si:nee the office is 

or should be fitted ror the task of m10J...:ing and preservi 

records., it is cE:rtainly the logicrd me<~t:1:ug place .of the 

board of education. i rl:hat this is true will be fux•ther 

evident as the :Nork of the board is examined. 

Olsen ( 24: l55), in a study of' boards .of education and. 

their work, rn.a.kes the :following distinction between the 

duties of boards or education and sohool superintendents. 

'fhe work ot the school distri et has been ana
lyzed and assiit.ned so as to leave full control of 
the sehool system to the board of' education.. The 
technical a:nd administrative funotio:ns have been 
delegated to the professional executive (super
intendent}. 

While this statement may in actut1l practice be sorrie-

tilnes dif'ficul t o'f i.:.q::i:plieation, it is J'.lrobabl:t one of the 
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clearest definitions of duties between the board and the 

superintendent to be found in present-day writing on this 

subject. 

,According to Olsen ( 24:.8},. the pri1m1ry duties of the 

board of education are: (1) selection of a superintendent; 

(2) adoption of general policies for the administration 

ot the sohool; and ( 3} se.eing tha·t these policies are 

carried out.. A survey o!' th.a School LaTtiS of' Oklru1cr;ia, _..........,... - . . 

1936 {40}, reveals several general and s:peeifie duties 

legally clevolving upon the board ot education. Article 

VI, section 124, outlines these general obligations: 

Boards shall ( l} eleet ofm officers excepting the t1·,sas-

urer. applies to independent schools only}. 

(2) fill vaean.eies in board; {3) meke rules and reg,-ula

tion.s; (4) organize and maintain a syf,tem ot schools; 

and (5) exercise sole control over the schools and school 

property. 

Eleven specific activities of' the board of education 

found in the reference just cited are: 

1. Members take oath of office.. (sec. 313) 

2. :Members sign orders of clerk. (sec .. 40) 

5. Provision for school supplies.. (See. 41) 

4. Clerk keeps certain records. (Sec. 41) 

5. Making of annual report. (Seo. 44) 

6~ Making of eleotion report. (Seo. 4'1) 

7. Board contracts teachers. (sec. 53) 



8. Responsibility for sehool buildings. (see. 65) 

9. Board provides transportation. (sec. 164) 

10. Responsibility fo;r school census. (Sec. 236} 

lL. Board. approves claims and wxi te·s v~rarrants. 
(Seo. 371) 

While these duties in turn could be furt,her tn1b-

divided into various smaller tasks, for instance, Olsen 

( 24), 1n his book, Tlle ·work of' the Board of E<1llcation, 
~ ------ ---- ------ - . . 

lists 142 such details, this minute di vision was not 

considered f'oasibl-e in the. present discussion .. 

10. 

T1!.f! .. J:.Otiv1tles of ~ su1;qri.ntendent.--A clear-out 

distinction between the school superi:ntenden.t and principal 

is difficult. ~hile i-t is true that the G-enexal Statutes 

of Oklahoma. 1908. does authorize the e:m .... Jlo--1m.ent of an 
- . . ' ' al' .,. 

indi ·viduf:ll to adtrd:n.ister and supervise ·the work of th.a 

school by the board of education, the offices of su.perin

teudent and principal., per se, are without legal recogni-

tion, to say nothing o:f clear definition of each o:i'tice 

or. distinction between the work of each in Oklahoma. Few 

authors 11.ave ventur-eHl a clear-cut allocation of' dutie~ in 

the casz. Allocation of tu.notions, dutie~, a.nJ the work of 

the superintendent and principal also varies v.rith the size 

o'f the administrative staff. Again, it is comriOll to shift 

these duties and responsib:lli t.ies, depending upon the 

amount of curricular and extre.-ourricular work perf'ormed 

by eaeh offie1al. For instance, in most consolidated an-d 

village schools, if one of these officials happens to be 



a good coach, ordinarily office responsibility is shifted 

to 1r.i.ain tairi a :proper balance and not o,.ren1ork: the one en

gaged in coaching. 

1'1 

noublass (13:365) states that in schools vJith fevrer 

than, 75 t;o 100 pupils tlte prinoipalship and superintendency 

are al111ost alvIEi.Jfs combined in on.e individual. It is oom

monly a.sstm1etl that the, rrork of the superintendent'"Is largel.y 

ad:mi:rl.istrat.i ve a.n.d that Qt' the principal, :predominately 

supe:t•vi~ory. Tl1at i.s the posi t1on held by Jtord and w-inn 

(30.;,9}. Another distinction usually met is that the super-

1nt.en.dent is the exeeutive head of t"lfvo or more scl1ools or 

divisions of schools, while t:tw principal ie urm.ally the 

snpe;J'.'v:isor of one school only. Thei"o:f'ore, tbese premises 

w1ll be used in the s:ttempt to separate the activities 

of the superintendent and principal. However, it is con

ceded ;freely that in individual sohools the division given 

:might not be a.dvanta.geoue nor to the best interests ot the 

school. 'I'l:l.e qu.estion obtaining here is not especially •Nho 

should "3o:nduot oertai11 funetioua 'but; rather what are· tl'le 

duties and t'unctions necessary of pertorme11ee. 

GeI·tain defi:ni te aetivi ties are set forth in the 

Annual Ri~ School Bulletin, 1936 {38},which a.re required 

of Okla.ho:ma administrators, that their respeetive schools 

may be acer-edited by the state Department of Education. 

1. The proper assit:,"llltlent of teachers according to 

college preparation to meet the state• s specified requi.re-

11ents ( 58: 13). 



2. A f.ile of .eertificates nnd transcripts or- all 

teachers must be kept ready for inspection (38.:5). 

5. Within certain prescribed limits1 requirements 

lS 

for ore4it and graduati.on must be determined by the super ... 

i:ntendemt ( 5?: 10) • 

4. '!'be administrator must also o.rrange t-he prC>gram 

of etud!ee offered (57tl5) and set the time tor ea.eh in 

th$ daily schedule { 37110) • 

5 .. complete financial reports and. records shall be 

ke:pt by the administration to insure 'business-like ac

counting tor all school funds (37:19}. 

6 .. Holding co:nferenoes with otl1er officials. patrons. 

and other persone is elso an important activity ot the 

super1ntende:t:it, Alr,:iack and. Bursch (lt61). 

1. Commun1oat1o:n by telephone and by letter concern

ing adm1nistxative affairs is another activity, .A.lmaok 

and Bursch (1:51}. 

a. Rules and regulations of the school should be en ... 

tox-oed by the administration, Draper and Hoberts ( 14:334). 

9. The ,vork of rei;uisi tioning, purcllasing,, ewl check

ing in eupplies is .a duty of the superintendent, Draper 

and Roberts (14:334). 

10. Various statistical studies shoul.d also be made 

by the superinte.ndent in order to deteet trendf! and solve 

administrative proble11is in hie school, Draper and Roberts 

(14:334). 



11. T.b.e administrati,on should also make trequent eheok 

upon the tu.notiol_ling of the sc.hool aotivit1et, Foster 

(l'f:438} .. 

12. Ma.king announeemen.t.s. and setting requirements tor 

the various achievements in school .is designated by cox 

and Langfitt {£h'75) as. an im:porta.11t "-Ctiv1ty o.f the super

intendent .. 

13. Conduoti:ng faeul ty meetings is a responsib111ty 

of tb.e superintendent, Draper and Roberts ( 14; 3t~4). 

T"ne Activities of the Pr1ncipnl .• --Ace.in in the High 
~ . . ---.... ---...,. ' .........._, . . 

School Bulletin, 1936 (37}, are found e·e:rtain activities -----~. 
neee$sary of accomplishment in order for an Oklahoma 

school to be accredited fo.r its high school work. '?he 

follov1ing duties may well be assigned to t.h.e prinoi.pa.l. 

l. Supervision of the school janitor and the formu

lation of rules for his guidanoe (37:7). 

2. Inventories of all apparatus and EH.tui:pment must be 

kept (37:12). 

3. The prineipa.l riust keep or be responsible for the 

keeping of J;"oeoords of attendance and sehole.rship in pre

scribed form (38:8). 

i.!. Transeripts of the ~rork of students 'Who have moved 

to other districts sh.ould be furnished v1h.en requested of 

the former school o1'f1c1als ( 37: 9) . 

5. Another s1:tpervisory duty is that or. admitting 

:etudenta entering the high school to adve,nced stan.ding 



6.. !be cal!'e ot pupils doing unsati efactory v1ork is a 

function whieh belongs to the principal, Draper and 

Roberts (14:334). 

7. Rules eonoernlng examinations, gra<111lth and pro

motion should. be made, Draper and. Roberts ( 14: 334) . 

a. In.torn1ation tor reports and record.a must be ac

cumulated in order to obtain the neeessary data. This 

is a. very essentis.l duty, Foster (1'1:437}. 

9. Visitors nnd taachers will ot neoessity be eon• 

taeted by tl'lo principal in his office on vi1rious sehool 

problems, oox s.nd Langfitt (!3:75). 

The Activ1t1es of the seareta:r·y or Cle;:rk.--Ford and 
... ...........,_............. . . -=- - ._.._ 

~,inn. ( 50: 10) , b&sing the oonolusi on 011 a reeen:tl:, com-

pleted survey made by ;vtnn to~.: a dootor• s dissei•tation, 

state that re{?,istr&rs 0.11d cotmsellors are found in sehooJ.s 

of the United. 3tates as the enrollE.e.n.t in the i:udi vidual 

school reaohed. approximately 1000 on tl1e avera.e®• How-

ever, these aut.hnrs f'urthe:r add that the:r:e is art indicated 

:n.€ed for t 10:lerical service in all scti.ools wit.ri provisions 

tor a. tull time clerk ---- :for schools of: 150 enrollment 

or more." An addi t5.o:r.uil clerk. ·was addeo. as tl:.e. sohool 

reached about th.e 700 enrollment mark on the average .• 

Th are can be no questionlng the;; fact that, if clerks were 

provided in our consolidated t:i.ne. villsge schools;. ::::meh of 

the tlme now spent by superintendE,nts and principals~ draw

ing relatively high. salaries, in cheeking records and mak

ing routine reports could be utilized far ruore advantageously 
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111 o.t:t1er directions. 1fhe time-consuru:'i.ng deta.ils could 

easily be cared :!'or by less ex:pensi ve help. Draper and 

Roberts (14:334-6) list these two activities as tn:notion-

al d.u,ties of the seereta:ry or clerk. 

the, secretary o:r clerk. 

;,. Direction of office t:raffic. 

secretarial activity. 

o·ther m::;rt,e:rials , 

iz nl:30 o clerical duty. 

T~ A.otlviti~ !2!_ the .Q£llnsellor.--It we are to take 

::H3:riously the theory that ttll children should l11r,re equal 

cducat.:!.onal oppo:.r>tuni ty t,lum. v7C 1tJ.1.st p:rm.riu<::1 eqttal faoil:1-

·the city school, there is correapondtngly just us ru:uoh need 

for it in the omaller consolid.2tod e.ncl villae,e s<fb.ool. 

Jones (2B:30} m.,Slk:Gs this i:rnpre,rnive t'Jt.ateaent regnrding the 

need of guidance by a sehc)ol ooun!,ellor. 

J::ntelligent c11oice ( o1~ occupation) c&n result 
only ·where the young person has adequate facts aud 
experiencee, and receives careful ccmnseling at. 
e.11 stages of his progress. 1I'hese the school must 
provide. Delicate adjus.t.rne:nts are necessary in 
the lit'$ of the youth of today that w~z'e not 
neoesst1~Y li.6.lf lil cen.t;ury ae;o .. 
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Vlhile in the smaller schools 1 t would be impossible 

to have a full-time counsellor in e.11 probability, this 

important duty should not be negle.oted. It should be 

assumed by the superintendent, principal, or better still, 

by a ~ualified teacher who is not so encumbered with other 

t1etivity as the average superintendent and prinoipal. 

A long enumeration of tun.otions of the office found 

in·nraper and Roberts (14:,534•6) contains these obligations 

which might well be vested .in the counsellor. 

1. Recording of intelligence exa:min.aticms .. 

2. Maki:ng statistical studies. 

3. Planning the use of intelligence examinations with 

educational e.nd vocational :program.s. 

4. Determination of the place of social a.otivities 

and groups. 

5. solution or proble1.11.s .in supervision and guide.nee 

of extra-class activities. 

Ford and Winn (30:9) have listed this other very 

valuable runetion. 

6. Adjusting failure and problem eases. 

The Activities.£!.~ First Aid Su;eervisor.-~:rn the 

consolidated a.nd village school it is usually impossible 

t'or ·financial reasons to employ a first aid supervisor. 

This work could readily be made the additional duty of 

some member of the regular :f.'aoulty .. Mo a.rgu.m.ent is need

ful to prove to anyone at all familiar with school practice 

the necessity ot having a well equipped first aid room or 

space in eharse of a competent person ... 



ell fltta.t~ a~bt:tt"'$ ut1li2i1ng tb~ achool ott1c~ and t!1t1t 

c~rt&cin otber e,ot1v1t1es ,1.:r~ p.ecul1ti.r to P'iirttoular ottioie1l$. 

Ott1c.ei i~ur.u,t.tons Cot'trrH'l·D. to Off1,ce !~reomiel. ••Tbose 
--- ''IIK~r•t· 11 L -- &la . l[SA _ •tl, 4· ~ ·.C. _ t · ~'111111- ,-···--. - n_.flli'- 1 



A441tlotuil. Oftte~ ll'unct1on~ ot the CltJrk; 
-~:r. AlsliH:li,ii!" )F&j: trJlfif?SI !a, - ltt.J!llll<I_.. ~·-·· !ii ,S,11 ~ ~ ................ 

1... Oh~ok1tlf attenda:tute and st\hclastto :reco1'4e. 

i. Dlr$et.1on ot ott'ice tntf'ie 111 th-e outer ottioe" 

3. :JUp$rvie1on ot t.he vault QI'" aate,.. and tlio "lost 

and t~. iepanment. li~ 

,. TYP1ni ttn4 m!r:leoere,hln; oor1mun1o$t1on$:. 
' ' 

1. O~tlation or dattt tox- ·ua. in iup11 ~14.em:e. 

2. t. .. dJus~t of ta11ure and probli~ ceaes. 

a. i\.d1n!rd,stntton <Jt teats ot ~~:,11 ,ub1l1t.1.,.s to be 

uset ,ror guid'anoe p~po,se~. 

Add1tlonul. b\met1ons ·Of t.he First £.1(l 8nM::t-'#1sor. 
,...,.MJI ,..,. __ i1 ..... ! J .. !i,,._..,.,~ ... ~- ~p !.S.r. 

1. kitm!n1:etrat1·on or p.rulral llealth e~~mtut1orui,. 

i. ttren•ent ot m.nor 1nJur1es and helth problems. 

since it has been estab'Uske4 b-7 the c:r·1 te:r!a or 

~U:thority arui ot ectual needs 1n the achool that these 

ottl ce tunotioae f\i'O vital t~ the most suec,esat~ a<mooJ. 

tHlmi:n1t1tr&tion, then ~lne no «oub·t. taet the so,hool 

ottlee s.hould 'be eo OCilstnota4 ti.net •,f1ulpipe4 the.t these 

tuncttone :ust. f 1ncuased are pO$sU,le of c·ecompl1alt!tf:£9-nt-. 

ibe: id.cal otttce ltt.rout tJ~•ref'oro, ~.houl,d ~aoe1ve oareful 

8ttont1on 'in such m.at.t~:rs a$ uooos::d.b111t:, to o\lutl"' pr1~:e 

ot the builtlni~t e:nil to tlie ~1t.etde; oorr~c't ne.a1.f!» tor 

@l:a~i-eal wor-k; ccmtcnn.c-e,. :N~ditt€r.,, iuao.lth, eonitort. oor1 ... 

· Jj;ffmie.at.1on; mta the :p~aav:at.ion or r•eomta. 
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CHAPTER IV 

1C?E OFFICE; ITS LOCATION, SIZE, AND ARRANGEMENT 

:n might well be stated that the school office and 

.its personnel form the hub about whioh all sohool activity 

revolves. Since the o:ttice should be the seat of all 

,sohool organi.zation, it seems difficult, indeed• to visu

alize tb.e best organization and :ra.anagement issuing from a 

meagerly equipped and poorly constructed office. !f school 

e:x:eeutive~. are to be .treed from the shackles of unnecessary 

office routine and inef:feotive management, school offices 

mu.st be designed so as to meet the demands of ma:ld.1num 

efficiency. 

This is a.11 the more true since the past decade has 

'III! tnessed a remarkable growth Of the administrative phases 

of secondary education. In this connection it is neces.s.ary 

tmly to :note the administrative responsibility involved in 

n few .of the new fields of endeavor recently espoused by 

the American school· such as a broader extra-curricular pro

gram, vocational gu1daucet vocational subjects, and an 

attempt to make prop-er adjustment between each child and 

the school through a thorough testing prograru. 

The par.amount reason. then, for this and the following; 

<ilhapter is to dete:r1;1ine adequate ari teria for a satisfactory 

school otfioe in the consolidated and village schools of 

Oklahoma. The data have been collected from many sources 



as even a cursory inspec.tion of the ensui.ng pages ·will dem-

onstrate. The standards set up are the result of intensive 

study of offiee problerns and en extensiYe study of authority 

,on school of'fices, together with a compounding of the re-

sulting dattt accumulated. 

It v;ras recognized that all 1n.easuremen't, all criteria 

jecti-.iity pure subjec:tivlty. Further, that c:ritel"ia 

doaling with. abstract quality, adequac:;1, ability, approach 

order th&t 

validity might obtain, at·terapt; VJG.s made to establish cri-

teria ert1bodyi11g t:'i.S high :a degree of objec·i;i vi ty as possible •. 

:t1he ~~~.0:1!~ £.~ the .Qffi c'! Q!:~ t.e .. rt1:;;. --J?or the purpose 

of elassifying eo:mprehensi vel::r the many espcct,s ittvolved in 

co:rreet and expedient location, design; and equipri1ent of 

the office suite it v1as found desirable to discuss it from 

these vieVJJHJints-; (1) where the office should be loeated; 

( 2) ·ho1N the rooms should be designed ·to be sufficient in 

t1:ccon:1modations; (3) what health conside:r~a-t.io:ns shouliJ be 

observed; (4} ·what. :t"urnit,trrr.3 lt ould contain; (5) need-

ful OOJinrrunication aids; (6) records should. be kent· -~ t 

(?} the professional school office library. 

The f i:r·st 'three topics of this group will be discussed 

in this present; chapter. 'fhe las·r; four topics 1idl1 be 

treated i11 the next chapter. 
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LO CATI O]':.F'ICE 

school Board £2..urnal t O-rEi1zn1 F51: '70) suggestr;; these gove:rn-

ing regulations for the loc.e.tion of tho office. 

1. It should be looated. 3() that i·~s traffic vd.11 not 

2. It GhQUld. bo coordinated :tnt.o one suite~ 

is preferable to location on otht:i:e floo:rn 1:n. m.ost cases .. 

Jol'u1sor1 ( 21: 12}, in cliscuss:lng off:tces, xnakes these 

further reoorirmenc1at1ons regarding location. 

i.1. :r110 oi'f'i.ce should be situated near the ma.in en-

trance anu in a central posl'tion in the tuildine;. 

5. The offlce should be so located that other rooms 

~;1.nd other ac:ti "!T:i. ties are tHisJ.ly ~lccessible from the office. 

Jµ1.othe:r- point relative to proper location of the 

office, not round in d.iscussions on the sub,ieot but gained 

the experience of the author, is this one. 

6 a 'I':ha office~ should be placed ~r1rh~re other activities 

vdll not interfere with the office work. 

The f:trst, eonsi(leration in regrn·il t location i.s ox ... 

ssly opposed t.o the practice of having the office situ ... 

~ted clear fc.'H.n."'oss a classroom, fer exa:mple, f ro:m 'the cor-

:riclor or ~nt:r:~.nce 11ecesai ting !'tore rJr less interruption 

t,o clast, or othci· acti vi t;r e,rery time someone seeks ad-

1dttance to the office. Again, tho condition arising from 

havin,1: the office suite divided and separated one 1:,art 0 .i,.,. 



from the other by any considerable space is very unhandy 

to aay the least. This oeeasiona muoh of wasted motion 

in earrying records, apparatus, and equipment, back and 

:forth. It is u..sually desirable to loeate the office on 

the firs·t floor, sinee here it is m.ore available to the 

outside, to the public traffic that oomes to ever/ oftiee, 

11r1i thout tne noise and inconvenience attending the climbing 

of stairs. .l\.yre.a, Nillia:ms and wood (3:46} suggest the 

i"irst or second floor i'or the office. In 1,,1any i.nstanoea 

in our consolidated and village schools, in fa.ct in mast 

cases, 'both the superintendemt and principal do part time 

teaching in the high school. iVhere this condition pre

'Vails in a combination grade and high school building or 
the tw~o-story type, it might then be :advisable to locate 

the office on the seoond story. This would be practical 

,since the second floor in such instances is generally given 

over to hi.gh school use. 1l'hus, if the offiee were to be 

located otherwise, the situation would subject the superin

tendent and principal to a great o.ee.l of un:neoessary travel 

up and down stairs each day between the office and class 

room. 

It is readily apparent that for convenience the office 

should be as centrally located as possible. Th.s.t is,. it 

should be aeoessible from the main corridor a11d e.s close to 

the main outside entrance as possible •. At the same time, 

the office should not be shut off from the school activities> 

~inee the office forms the eonnecting link between the 



;N~tre'r, 
~~ 

tlO<J!;te G;ritt :11.:;;~ ........ J:i11rro·i~trt,or.y t?J the rJ!.s .... 
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and a · .storage room. 'the addition of a storeroom as an ad

junct to the office is certainly advisable in vievv of the 

fact that so many school supplies are of necessity handled 

through the office and must frequently find storage there. 

That this is the position of' Douclass (13:367} is to be 

inf'erred from his diagram o.f a pr:tneipal' s o:ff:i..oe. This 

diagram. shows the genert1l office, the cle:ricul space• and 

a private office for the pri11cipal. 

Green (31:70), :tn a study of eigl1ty-elgl1t north central 

high schools having 500 pupils or less scRtt~retl over a. 

large area of the United Jtates, f ouncl the room.a included 

in tl1e office sui't,e as shown in Ta.ble III. 

Ti~DI.1:r.~ III 
RODn'S Ir.'.fCLtIDED IN 'l'HE OFTIOfi: SUI\1E I:{ 88 

HOD.Ti! CillJ1.1I'L:J, CCilJOI.S \~iJFr.rrr.co BY 01:Z~tSM 

Ntunbor of Ho011J.s Per cent o 
'!'~IT"pe of noom ;:,'ound Ifo.vinr:r such 
~··----~~~~----~-------------------------. . ..-.9~--,.~~·-----

Goneral Office 
Office i1upply Room 
Private OfZioe 
Vault 
P'tihlia 'Nai ting H.oom 
Office Cloak Room 
Office ~?oilet 
Work Room. 
I)e~.zr' s Office for Girls 
Dean's Offioe tor Boys 
A.ssistant Prinoipal 1 s .Office 

w79 
58 
50 
48 
43 
22 
14 

4 
3 
z 
2 

89.7 
63.8 
56.8 
52.8 
48.0 
24 .• 2 
15.5 
4.4 
3.3 
2.2 
2.2 

In this study it will be noted that. the three rooms 

under discn+ssion ,;ore t,o be fou.rn1 in near·ly 50 pe.r cent of 

the schools suryeyed. lt general office ·was f oun.d. in 89. 7 

per cent of there., a suppl)l" room v.r~':S no:mm.on to 63.8 per cent 

of them, and 56.8 per cent of them had private offices. The 
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public waiting room as a separate room was tound in 48.8 

per cent of the schools. Hotvever, it is quite likely 

that the waiting room. functions were cori1mon to the general 

offices where· there were no separate t·1ai ting rooms. 

In addition to the three rooms under oons1deration 

there is certainly greet need for a school vault. The 

Annual Hit,¥1 School Bulletin {58: .::.rt. X, Item!) states: 

The records shall be kept in a firaproo:t' 
sate {or vault) in the office of the superin-

. tend.ent or principal or a duplicate copy or the 
records shall be preserved in a suitable place 
outside the school building.. 

Little reasoning is required to deeide that if the 

time of the superintendent or principal is worth much to 

the school 1 t certainly is too valuable to be spent carry

ing school reeords back and forth to some "suitable place 

outside the school building"' in order that constant re ... 

vision and necessary additions may be made to keep the set 

a perfect duplicate. A vault is far superior to a safe in 

that it contains so m:uch more room for records and other 

materials which are valuable and vital to the school. Thus 

the conclusion reaohed by Ford and Winn (30:lO) seems 

justified. ''Vaults are indispensable' to the safeguarding 

of school records and should l)e an _integral pa.rt of every 

office suite·. n 
' 
Another room soon to be needed by every school of any 

size is a radio eontrol room.. Poore (33::4.'7) tound the 

Chi ea,$0 · schools besides about 800 other schools in a dozen 

states nearby, utilizing the American School of the Air 
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programs. There is a radio control system with pu.bl.ic 

address facilities now in operation in the Orlando Con

solidated Schools (Logan c-ounty). Blom (4:16) advises 

tha.t this equipment. should be centralized in the office 

since it is tnen less costly than individual room equip• 

ment and obviously there it can be put under closer super

vision. While spaee in some of the other rooms may serve 

fairly well, better supervision will result and better 

care generally can be given this equipment in a room 

specially set aside for this purpo.se. 

In Chapter III, The Functions of the School Office, 

it was found that those eo:mm.only comprising the office 

:force were:: (1) Board of Education; (2) Su:perin.ten.dent; 

(3) Principal; (4) .seereta.ry or Clerk; (5) Counsellor; 

.( 6) First Aid Supervisor. Thus far nothing has been de

t.er.mined with respect to the room needed for ·the :function

ing ot the board of education, the counsellort or the first 

a.id supervisor. While.perhaps for financial reasons, a 

$eparate room for the board of education might not be prao

t.ical in the size of schools under diseussion, it is still 

true as was pointed out before th.at the office is the 

logical meeting place of the board. This meeting can well 

be eared for in the office. Equipment for this function 

't~Jill be treated in a later discussion.. The supe1 .. intendent 

and principal should each have :private offices acoo1 .. ding to 

Douglass (13:365), as stated in Chapter III,. when t.he en

rollment reaches the 75 to 100 mark. F'ord and ¥Jinn {30:10) 



also :f'ound need for separate offices for th.e strperin.ten.d-

ent and the principal ove t,he 100 pu:pil en.roll:ment 

If separate offices a.re not possible i'or the persons 

acting as c:,ounsellor and first aid su:pervieor, certainly· 

they should be given desk and :t.'ile space s.omew'.here in the 

office. "Even in a small scb.ool there is definite need 

for a first aid room ,where a s:i.ak o:r. injured pupil may be 

put to bed and given care a-way from the noise and prying 

eyes of his or her classni.ates. Ayres, VVilliams, and wood 

( 3: 45). state, nevery school should have a di5pensc1ry." 

This room is undoubtedly best located vt,he:re l t can be 

closely supervised as a part of the oftice. 

Thus, throuf: mJJ:<Ima.rization a.no. ar1alysis of the fore-

going discussion, l'.1ere exists a great need f'or these 

rooms in the off'ice suite. 

1. A general o:f!'ice, including a. v:1aH;ing room t:·md a 

olerieal or seeretmrial spa.ce. 

2. I'ri va.te offices for the superintendent and. principal. 

3. A storage room or closet for supplie$. 

4. A first aid roo1il. 

5. A vault. 

6. A radio control room. oontainlng a. public address 

system. 

7 •. Ac co:mm.odations for a first aJ.d su:perv:tso:r and a 

counsellor. 
o C 0 - ~ '; 
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The ouestion of the size ot rooms needed is not one ,. 

to be easily nor readily ascertained. A committee on 

schoolhouse planning from the National Education Associa

tion headed by Cooper ('7:1) reeomm.ends that the total ad

ministrative suite shou1d not oooupy more than 1g per cent 

of tl1e floor area of the building. This committee e.lso 

stated (7t84) that there were but ttslight differences be

tween the area needs in the different types of schools. n 

However, even this info:t.'I"..i.ation is not of deep significanee 

since heating and ventilation rooms; vvardrobes; all stor

age rooms; and toilets, ae well as of:f'ioe.s were included 

in the &dm1n1$trative suite areas. Definite standards by 

these or other authors for the different rooms of the 

off iee suite seem ta be entirely lacking. In a survey of 

eighty schools 1n twenty-four states of varying sizes the 

office and rest room faeilittes varied from one-hall' of 

one per cent to six per oent of the total f'loor area (7!58) .• 

An effort was also made to determine sizes ot of:t'ioe 

floor areas through a check of publi,hed plans of school 

buildings as found in 150 issues of the J.uuerican School 

;Board Journal.. However, as explained in Chapter II, the 

techniques employed resulted in findines of no l)artioulal" 

value other than to show that there were no central tend

encies evidenced in regard to the sizes of any offiee rooms 

grouped by size t'requenoy order. 

certain sources ot :information studied were valuable, 

however, in a solution o:r the :problem o.f room sizes. 
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Engelhardt and Engelhardt ( 16::574) set the following stand

ards for the Oakland (California} Public Schools. 

Private Office-------- ... --- 10' x 16' 

secretary's Offioe----~---13'6• x 16' 

l'ublic Space---------... ---

supply and Book Room--- ...... 10 • o'' x 22' 

While these standards are for elementary sehools, 

'they are still useful in a study of consolidated and vil-

late schools, since they, ·too,. are designed for elementary 

as well as high school work. Furthermore, there is no 

reason for assuming that tha activiti~s in an elementary 

school office and those in a high school office would 

differ greatly; certainly not enough to influence size 

materially. 

Green (31:70), making a study of the oi'fiee suite for' 

high schools, includes a sketch for an office in a small 

high school which is reproduced as Figure 1. 

It will be noted that the measurements of his proposed 

rooms are as follows: 

Assistant principal' s office ( or princip&l) - 15* x 15•· 

Principe.l's office (or superintendent)-- .. -- ... 15' x 15' 

General office, ineludir1g olerice~l space 
and a waiting room.----------·--------- 18' x 24' 

work room adjoining clertcal space---·---- 7'6" x a•et'i' 

Vault adjoining the principal's office 
arid t11e clerical space-----------------
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Green's article does not state exactly how he determin-

ed the sizes of tl:rnse roow.s. !'he study generally as stated 

before, is ba.sed upon a survey of 185 Mortl1 central schools. 

1?rorn a diagri-il!l. in a textbook ·by Douglass ( 13: 367) the 

follovving s l;~es of rooms c.rnnpr:Lsing parts o.f' the off'ice 

suite are found. (See Figure 2.) 

General office (clerical sgace and ting: 
room (iivided by a counter}------- 16' x 18 1 

Princi:pal's (private) office--------- 10' x 12'o" 
0Hhile 111e;;19,surements of the vault anu storeroom. were 

lacking, these were obtained by tlle use of a sea.le ruler. 

11aul t- -- ----------- ------------------

storeromn (minus a small closet) •••• 5' X 10' 

cox and La.:r1gt'itt (8:80) reproduce ct somev1hat similar 

sketch showing larger areas and including a toilet. 1.'his 

is shovm v,·1 th windoVJs added to the original d:ra,dng as 

in 1/'igu:re 3. 7ihis diagram. provides these :m.easurern.ents. 

Principal's (private) office------

Clerical office -------------------26'6" x 14'6" 

Outer of'1'1oe ( pul)lic space)-------- 8' X 34,5« 

storeroom-.. ----------------------- 7 f .X 8' 

3, X 4" 

r:t t 
X 51 w 'I·oilet; ( approxiNately) ------------

!Iovv-evfJl", the best guidine, principles in determining 

the si2~e room fc:ir any division of the off'iee is considera-

tion of the functions of the roow., and the size and quanti-

ty of equipment necessary to perfor:m trtese functions. 

Figure 4 an office plan iihicl1 ls the result ot' careful 
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oonaideration of the functions of eaeh room and. the equip

ment spa.ee needful a..s dete:rm.ined by actual measurements 

of such equipment, including the ealeulation of space 

neoessary to operate it. 

This diagrmft was made to f'or:m a compact arrangement 

of the necessary office rooms embodying the suite. It 

takes up a space 1Nhioh ls the approximate size ot the 

school room unit comm.only used J which oomprizes a regular 

classroom with a oloa.kroQ!il situated at the end of the 

classroom. It should be considered the absolute :minimum 

as far as space requi~ements are concerned. 

It will be noted that this plan provides the three 

main di visions reeoml!lended, viz. ·waiting room, cler1 oal 

room, and private offices. In addition to these rooms, a 

storage room, a first aid room, a vault, a.. radio control 

closet, and spac.e tor a counsellor are included. The plan 

also meets well the ori teria. of arrangement.. One room 

(the first aid room) would ne,cessa.rily have to be a.rti

:ficiall;r lighted. This is not ideal but owing to the lo

cation of the room, natural lighting is impossible. 

The plan bears the approval of Mr. Frank Williams, 

Director of the Di vision o.f Sehoolhouse Planning, state 

Dep·artment of :Public Instruction (Oklahoma) . 

In this diagram (Figure 4) the superintendent•s oftiee 

is sho1vn to be 14 feet long and 10 i'eet wide. This roQin is 

large enough to aceommod.ate a. few visitors o:J.I' a board meet

ing without l.llldue crowding. It is ample to eare for the 



clerical vwrk, reading, and other like functions .. 

The public space is designed to meet the needs of a 

wa.i ting room. a11d an asse:mbling place for teachers' meet

ings. iJ:'his room, ·which is 16 feet long and 11 feet wide, 

would be comrn.odious enough for all ordinary groups. 
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'Nhile separate rooms f'or the -principal and counsellor 

'i.fOUld be preferable from an idealistic point ot view, the 

addi tio1:1al expense incurred by making these of':fiees sepa

rate vvould he considerable. r1:hus, f'or pract:tc reasons, 

it 1Nould seem advisable to house them in the same room. 

Especially is this true since the counsellor in the types 

of scl1ool under discussion could be no more than a part 

ti:m.e official in that eapaei ty. 13y a careful planning of 

schedules there should be no conflicts of importance re ... 

sul ting; from suoh a comb :ination. This room is planned to 

'be the si:une size as that of the superintendent's office. 

3ince it vtri11 not be used for board meetings, this size 

should be ample. 

The clerical space is designed to be 9 feet long and 

16 feet wide vd'th a vault included ·which ta.lees up a space 

5 feet square { outside mcasure11ent). 'fhese dimensions pro

vide room for such functions as clerical work, supervision 

of the vault, and direction o:f' o±'i'ice traffic .. 

The vault shovm is four feet s1.1u.are, inside rneasure

inent. All advisable records could be kept in a vault of 

this size. T!w radio control closet for the public address 

:syster.:1 is detailed as six feet;, six inches long tiy four 



te$t wide. A later discussion of public address appara-
. l "tus will prove this size to be adequate. 'i1hile almost 

any siz.e of st.orage room is possible to defend,. the o.ne 

planned as six feet, six 1nohes long and :five feet, six 

inches wide af'fords '17 eubie feet of shelving space, if 

the shelves are a foot wide and extend seven feet above 

the floor. This is in addition to the central area of the 

room which is all open. 

Ayres, Williams_, and Wood (3:46) list as an office 

need na small dressing room, equipped with toilet facili

ties." t~'hile this room is perhaps advisable in the large 

school, it can soa.roely be recommended in the consolidated 

and village type of school llnder discussion.. In all types 

of a.chools there is usually need for careful supervision 

of the toilets.. This cs.n be best assured in the smaller 

schools it the student rest ro,0111e a.re also uti1ized by 

the entire faculty as well. In addition to this, the extra 

expense of providing separate rest rooms f'aeilities for 

the tew :persons.on the office :t'oree would be d.iftieult to 

defend in the :tntereets of. economy. 

The final space to be considered is designed tor health 

v:ror1c. The room shmm in the sketch is ulanned to be a eom-· 

hi.nation office and first aid room. The pro11ortions of 

this roora. should be greater vferc it to be for other than 

emergency u.s.e as a health room and the director a full time 

official in a large1" acht.:>ol. 

see page 66. 
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For the smallest consolidated and village aehool 

having but one hea.d official ( superintendent or principal) 

the plans of iP1gure 2 and li'igu:re 3 are worthy of oonsider

atior.i.. It will be noted. that neither of these drawings 

contain space for a cour1sellor or first aid supervisor as 

sepa.ra.te and dis't1nct ofi'ieials. HorNever, it is probable 

that in such a small school t,he one supe1.~1ntendent or 

principal ·would be obliged to serve in those oa.:paci ties 

himseli', and tbus the one office would suffice. 

It 1s suggested that the outer office in :tigure 3 

might conv·eniently be divided so that the end farthest 

from the storeroom could be ~1ade into a sizeable first 

aid. roo:m.. It 1 s certain that there can be no particular 

justification for an outer o.f:t.'iee or waiting room in a 

school of this size which is 34 feet and six inches long! 

Arrangel'l;.ent .2! Hooms.--An analysis of arrangement of 

the rooms included in the office involves the use of such 

oriteria a.s: accessibility; privacy whe1.,e needed; health; 

and convenience~ 

Three definite statements regarding desirable arrange

ments are made by Al.mack a.no. Bursch (1:62). rrhey are: 

1. Doors to of:ti ces should be marked and an invitation . 

to enter should al.so appea:e on the door. 

2. Waiting rooms should be light and well ventilated. 

3. storage space should be accessible to the p.rincipal. 

Johnson {21:214) has this reconunend.at1on,in addition: 
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4. Inner oftiees should have two doors, one opening 

into the reeeptlon room. and the other opening to the 

outside. '!'his ts advisable sinee iii promotes. greater 

efficiency. It i.s sometimes necessary for a prinoipal or 

superintendent to 1110.ke a hur?·ied egrenc :t'ron the oi'tiee 

on important z;1e.ttere of business. This is frequently 

difficult if the outer. office contains nuin:y people. Rav-

ing th,e outsi.de entrance to the private o:!'fiae besides the 

door from the waiting room, always neans many steps and 

:mueh time saved for the principal and superintendent v1hoset 

duties demand a great deal of traffic in and out of the 

office. 

Other considerations on arrangenent advax1eed by Cox 

and Langfitt (8:77) are these: 

5. There should be a counter separating the 'Wai ting 

room from the clerical space. 
;'' 

This eounter! these authors 
"' 

state) should be high enough to write upon eomtortably 

i.'Vb.ile standing a.nd should b.a,re .. storage spaee beneath. 

6,. Tea.ohers• m.ail boxes, bulletin. boards. and the 

dsily register should be placed in ·the waiting room in 

order to eliminate congestion vrhich m.ight easily otherwise 

result were tl!ese fixtures put in less accessible locations .. 

Other matters helping to d eterL1ine the degree of con-

venienoe. aeoessibili ty 1 and privacy t-Jhich prevail are: 

?. The olerical space should be so located in relation 

to the waiting roor."l. space t~hat control of traffic to and 

from the office may be regulated by the clerk. 



a. Private oftiees for convenience should be as 

directly aceessible to' each other as possible. 

9. The clerical space should be accessible to all 

private offices in order to facilitate the use of the 

vault and the handling of records and. other materials. 

10,. Privacy in the private offi oes should be guaran

teed by oaref'ully constructed walls and close .. fitting 

doors. At the same time 1 the u.se of glass in the door be

tween the outer offioe and private office is advisable. 

This is beeause there is need to protect officials using 

private offices from the petty gossip whioh t'requently is 

occasioned by conferences in suoh offices not possessing 

windows or glass paneled doors. 

Built-in F1:x:tures.--Some of the criteria to be con

s.idered in the discussion of built-in fixtures a.re: dura

bility; adequacy; and alternation easily :possible. 

There can be no questioning the fact that fi.xtures 

built right into the walls of the building itself are far 

more durable than those simply set in the room. Built-in 

fixtures, i:t properly designed and constructed, should be 

practically rack-proof. Then there is no legitimate reason 

why built-in :fixtures are not adaptable to complete adequacy 

ot any needs of an office .. 

However, with built-in fixtures, alternation is not 

easily possible. In view of' the fact that due to grov,th., 

eurr'ioulum changes, and many other more or less valid 



reasons off.ice chantJoa e.nd al te:rnirtions are frequently 

made, too extenaiva use ot built-in flxtures are not ad

visable .. 

Ford and ?Jinn (30:10) troll a nation-wide survey found 

extensive use of these built-in items in the administrative 

oftioes. 

1. Bulletin boards,. usually located in tho public 

spaae or clerical office. 

2. Mail boxes in the waiting room. 

3. Benches in the waiting room. 

4. Cabinets and key c aaes in the clerical spaces. 

5. Trophy case either in the waiting room or in the 

corridor near the otfiee .. This item is not mentioned by 

Ford and ]'inn, but is a necessary fixture for "the preser

vation of trophies. By having it as an &djunot of the 

office it is under closer supervision. 

SUM1\fiARY OF LOC.A11'1ION, SIZE, AND ARRAiiCEl!JE.NT CRITERIA 

A. Looate the office in the building: 

1 .. \';111.ere its traffic will not interfere with other 

educational activity~ 

2. Where it will be coordinated into one suite. 

3. On the first floor ordinarily~ 

4. Centrally, and near the main entrance. 

· 5. V\1here it is easily acce.ssible to other school 

a.cti vi tiers. 

0. i\511ay :rro:m. certs.in noisy school activities. 



B. The otf1oe should contain: 

1. Three main divisions: (l) waiting roor11; (2) 

clerical room or space; (3) private offices for 

the superintendent ruid principal. 

2. A storage room or a closet for supplies. 

~s .. A first aid room vdth office facilities. 

4. A vault. 

5. A closet f'or radio and public a.d.d1"'ess apparatus. 

6. O.ffice fia.eilities OJ? flt least des.k room for a 

counm)llor. 

c. Rooms should be of ample proportions. Sizes considered. 

as minir,1m11 to perform necessary functions and house 

equipment needed ti.re.: 

1. Private offices----------- ... -- 10' X 14' 

2. Clerical space--------------- gt X 16• 

11• X 16' 

4. storage closet------------~- 5 1 6° x 6'6" 

5. J!'irst aid rooit -·--- ... -------- €P6t• x 10' 

7. :Radio control room----------

D. Romns should be arranged vd th: 

l. Doors well markecl. 

4' X 4' 

4t X 6'6" 

2. tints rooins lig:ht and sufficiently v·e11tilate.d ~ 

3 .• storage space readily available to superintendent t 

principal, and clerl~ •. 

4. 'f\'rn doors for pri VE1te offices; one to the reception 

room; the ot1:1er, to the outside. 
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5 •. A counter between the ·waiting room aucl the oleri ... 

'6 .. Mail boxes, bulletin boards, and daily register 

in the waiting room. 

7. ClG:rioa.l SJXiOe situated so that oirtioe tra:ftio 

may be controlled by the olerk. 

a. Private offices as tli:t·ectly acHlessible to each 

other and to tt;c1E.) clerical spaee as possible. 

f> ~ l?ri vacy f' or JC)l:'i vate o?fi oes. 

E, J?ixturcs whieh m.&y su:i tably be provided as built-i.ns 

l. Bulletin hoards in the waiting :eoor;i, 

2. :Mf1til boxes in the waiting room. 

3 .. Benches in. the vir~:dti.n.g ro01r1 .. 

4,. Cabinets and key cases 5.n t,he clerical space or 

room. 

5 .. 1rropb.y Clise. 



V 

In t;l1e preceding chapter en ef'f ort vvas ma.de to de-

terro.ine tl:1e coorect situatio.n o:t' t1:1e o:t'f'ice in the build-

'l1he present chaptc1" will be devoted to the establish-

' ment of criteria to prvii1.ote healthful offices e.nd. to aid 

in the selection of suitable and adequata off'iee furnish-

i:t.J.gs. 

Tiie role that the subject of hEJalth. plays i;n the dis-

cmssio:rts of tb.;tngs educational today is quite well kn.01.;:n 

to almt:ist <:nreryo:ne engaged il1 any f'orn1 of educational pur

suit. Yet the fact; th.at many of tb:e elementary rudii:.1ents 

of' health are com.monly violated in our school off':1.c.es is 

one o:f e!HiiY dera.onstration. 

'l'hose :Ciaotors ch g;ree.tly influence the health of 

those utili2~ing ·the ot:rice i1re; (1) ventils.tion; ( 2) heat-

ing; pr) lig:tJ.ti:ng; (4) floors; and (5) 'Nalls. Tb.ese topics 

vdll be oonsi de:red in ·t.he o!'der sh.own. 

Ven ti la ti on. --.'lJo().O. Hendricksen (36:44), in dis-

cussing how to juc.ge good ·1ren.til£1tio11 use these two 

criteria .. 

in the room? If it is a.round 68° :F'ahrenheit, it is proln:1.bly 
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2. "0Jhat does the system cost to install and operate? 

Tbese wr1 ters reeO!llmend the Wheeler System or ,:;ind ow 

c.ravity as it was approved by a Joint commission on Bealth 

Problems in Education of the National Eduoution Association 

and the American l{edice.l Association. The essentials of 

this plan a.s it affects aehool off'iees are: 

l. Radiators long enough to extend full ·width under 

the windows. 

2. Deflecting b.oard,s at the bottom of w'indows (win

dows open at bottom, not top}. 

3. Window shades a:tta.ehed firmly. Pre.fer,fbly two 

shades, one pulling up trom the :atiddle and the other pull

ing down from the middle of the win.do1;J. 

Driscoll ( 29: 78} observes: 

For rooms of normal occupancy, such as---
most ofi"ioas ... - ...... infiltration ( of air) through 
the walls and vdn.dows is sufficient for every 
ventilating need. 

ROi.1'1ever, other investigators assort that this does not 

fully ansr,vor the ventilation needs. 11'1:1e problem of relative 

hurn.idity should be given consideration. croft {9:305) aets 

up this standard: "Ij. ---... office(s) ---- the relative 

humidity should be about 50 or 60 per cent. rt 

It WffS found by Ayres, Hilllam.a, an.d ~"Jood (3:156) that 

a: cubic foot of air taken at '32° li'ah.renbeit and lleated to 

?0° ineree.ses its moisture holding capacity three a:ud one-

!1alf' times. This r:iea.ns that air taken int(:> a room from the 

outside during cold weather becomes very nthirstyrf air when 



Engineering, agricultural a.nd }Kechanieal college. Still

water. Oklahoma, says that .it is not at all uncommon to 

find. rooms with a relative humi.d1 ty ot tram 10 to 25 per 

cent ... less than the relative llumi.d1'ty of most desel'ts! 

This oondi ti.on r.muaee d.ry skins, flushed taoes and a p:a.1:ch• 

in@ o-f the mucous memb:tU$. With the mo.isture gone, the 

mucous mombra11ee oraoks and disease gerras find l"eady ~n

trance to the raw tissue. The germs then begin thei,: 

devastatin.g work. There can. be no doubt that much of our 

prevailing throat and nasal trouble has origin in rooms 

lacking in moisture eontent. 

Thus, the frequent. use, or better still,. the perma

nent loeation of a good hygrOllleter in eV'ery s~hool otfio.e 

is to be strongly reeolll!aettded. In: ta.et, it should be us$d 

in eve,:y sell.ool room. ln order to rectify the moisture 

def'ie1ency in his 01.~in office, Mr. fleeter has simply put a 

small Jet ir1 the side of his o:f'fiee radiator. This can 

be opened at intervals to let steam escape 1:nto the room. 

A small pail 1s suspended under the jot to eatch e.n;r water 

"Nhioh might condense as the steam escapes from the jet. 

Iacidentally, this praotioe vdll also prevent the comm.on 

opening up of cracks in walls and furniture .in rooms due 

to dl/'f a.ir. ~!le this practioe 1$ possibly not the most 

prao.tica.1 for general $-Chool use,. the advisability ot em

ploying this devise wh,ere. better means o.f regu.latL'1g reia• 

ti ve hULddi ty o@not be obtained 1:s such that, it shou.J.d nQt 

be questioned. 



Wood (3tl54} advocate th.e use of 

hu.m.idosttlts to keep tl1e proper aJn.m.mt of hw:nidity i.n the 

fresl1 air flues to 

It is hie;b.ly prc:ibable ·that in the future air eondi tion• 

ing will beeo:o.e cheap€!' an,l ,,,1111 'be utili2~ed by schools 

generi;;,lly.. sstisf(c'.1etory 11ir oo:r1di t1on1ng eQ.uipL'ls.nt will 

regulate tornp:::rature" humidity, ei:reulation and :remov~ air 

impurities. 

TJ-1.e use of venetian blinds is looked upon lFith dis

approval by these author! M.e:3 ( 3: 73) ~ 

Venet,ian blinds ......... gather dust, seriously 
darken ·the .room. gat out of order, eut ott 
breezes> c-.:ttld froq,uently nl-low narrow bars. of 
sunlif~t to stream, aoro~s the room to irritate 
the ayes .., __ 

This O};,inion is not held by sueh vn:-iters us lJ'ord and \~1.IDl 

(30134}. These criticis:ms of t,he use of venetian blinds 

$Sera scarcely vs.lid 11ine-e they can be kept in working ordel." 

t1nd l!easo11ably tree from du.st by any cmri::i;,etent janitor. 

The proper :regulation ot the blinds will e11min,,.te the other 

evils cited.. On tlie other hand. the use of Venetian blinds 

will aid :m.e.teri.ally in pernlit.t:tng the exelua1on. of direct 

glare of the sun while 9ermitting good ven:tilation through 

the window. Certainly :in this respect ""lenetian blinds are 

tar s:uperior to ordinary shades. 

£f~.:!1ing .... -while the lo~1r pressure stea:m system whioh is1 

so prevalent in our schools today is a generally satis.faeto:ry 



t:ype of heating unit, there is one condition under which 

it is not sat1$factory. Frequently memb·ers of the of'tiee 

foroe must work in. the oftiees on week ends aJ1d holidays 

,;vb.en school is not ln session. If there is. no otl1er heat 

available in the of'flee and. the weather is cold, the en .. 

tire boiler must be heated to supply warmth ·to tb.e offiee. 

This 1s an expensive and time- consumine practice. :For 

t.his reason a small gas or other t.ype stove ie really a 

practical n~cessi ty 1n tlle sehool :otf'iee. Many s,cboQla. ncn1 

use a radiator with a gas. tire directly beneath 1 t. Thie 

is in etteot a separate boiler. With this tY,pe o:t s~eam. 

he&t, it i.s possible to he.at individual rooms easily and 

qu1(}kly. 

~?,g}?tip.~.--'f11e lighting ot the office is a subjec-t 

worthy of the most careful eonsideration. Again. ei ting 

Ayres, 1!llliams, ::tnd Wood (3t66-67) natural light should 

be~ (l} unilateral, and (2) entered through a window glass 

area equal to at least one-fifth of the :floor a~ea .. 

In discussing; a:rtit'1cia1 lighting~ Bruce states: 

'f"ne i:mmedi!i.te benet.i ts which :proper school 
11ghti.ng attords---•important as they u.nioubtedly 
are. are probably overshadoi\ied by the ultimate 
benefits of oonserving vis1on.---... disorders Sttch as 
irritiability, nervousness, dizziness, and headaches 
result trom abuse of' the eyes •. 

Bruee lists these requirements for artificial lighting; 

l. Sui'fieient wiring oapaoity. 

2. Outlets located so as to secure glare-tree l.ight.. 

3. Ample illum.1nat1on for et':ficie:nt study~ 
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Since the first of these poin.ts belongs. obviously to 

the reum of the professional electrician. it will not be 

diseuused here. In order to seoure glare-tree light,. tree. 

from specular ret:ractio:a or reflection it is nece$sary to 

have all light fixtures behind or et the side ot the pera:on 

seated at the desk. Beve~ should the light be in :rront 

of the lndi vi dual since then the light rays will strike 

articles on the top of the aesk or the desk top itself and 

reflect back into the eyes. 

The reference work, ro.eotrtosl Engineer!~§ ( 2: 125 .. 5) 

is authority for this statement: 

Semi-indirect units of dense glass and totally 
i11dir0ot u11its a.re, in i;enoral preferable to all 
othe~a tor office lighting where a oeiling of good 
re fleeting 2mver is obta.inable. ---- a lighting 
system. of sueh units permits maximwn flexibility 
in arra112;en.ent cf fu:rni ture in a gen.er.al office---

Bowl fixturea should be selected with these criteria 

in Eind. 

1. s.o oonstructed as to be easily cleaned~ 

2 .. Ji hard and sm.ooth :finish. 

3. Con.toi1r plain enough that light vdll not beeome 

pocketed and lost. 

To deteirrn.ine the ad.e,1uaoy of either natural or art1i'i .... 

oial llghting at a i;ivon point it is necessary to use a 

foot-candle meter. 2 While to tho novice in the field or 
11ght:ine, it might not appilar necessary ·to resort to this 

This instrument measures light intensity in term$ of 
the a.mount of l!0ht from a wtandR1·d. o~ndle c:1t a di"$tance 
or one toot tr:om the objeet:tve •. 



·" expediency, the. fact that visual percep114ion of light in-

tensity is governed by Fechner'' s L.e:w should convince any-
3 

one tluJ..t the eye in such cases is utte1"1Y undependHblo. 

A survey o:r the 1•,rr.i tings of sucl:i. at1.tht,ri ty as Harri

son and t"ieitz {19:4}, Gay an6 T'aucett (l8:34t}), eus'tiing 

( 11: 188) ~ aml Stowell ( 34t 9~H shov:s the velidl ty of the 

follor:d .. nf; ta'ole of foct. .. candles of light for offices e.t 

the point of most frequent usi~. 

TABLlG IV 
ST.AUD.ARDS OF FOOT•Ck"IIDLE ILl.,UMINI'/1:IO!~ FOR OFFICES 

:Place Recommendetl 

Otfice ( desk "\IJOl."'k) 10 - 20 

Cloricml 1t:ork 20 - 30 

TJfaiting room 6 ,.., 10 

File room o.nd vuult 5 - 10 

Toilets and Wtlsh rooms · 5 ... 10 

Corridors and staii·wuys 5 - 10 

8 

lS 

4 

4 

4 

5 

Si.nee it is not necessary to .illuminate an entire 

room to the rtHtommended lnten..si ty for otfiee work, the use 

or the so .... oalled »student l&-11p" .is advocated in the interest 

.o:£' eeono:w.y. liAY lamp ot this type r::.1a1 be used upon the 

Fechner ts Law states-: nTa..c intensl ty of' sem.mtion 
increases ea.s the logarithm ot the stimulus." T.b.e reason 
for this i$ due :partly to tho fa.ct ·that the eontruotion 
ot the pupil tends to off•set the increased light in•· 
tensity almost e o.mpletely by· :shutting out more light 
rays. 
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desk an<l is generally satisfactory if it bears the approval 
4 of the Illuminating Engineering society. 

]'loors .... -Ayres, F!Tilliems, and ~food ( 3: 28) set up three 

criteria for school floors. Floors, they state, should bet 

(1) fireproof; (2) sour1dproof; and {3) impervious to tlraug)lts. 

To be fireproof, wooden floors should be laid over concl'ete •. 

Double tloors are necessary to insure sound proof and draught

proof construction.. The lmver floor may be l'.lW.de of rough 

lumber and should be laid diagonally. Asbestos• felt, and 

mineral wool should be used between the two floors to further 

its ability to resist sound and draught. These same authors 

found that oak, maple. and hard pine make satisfactory floor 

:materials with preference being given in tl1e order named • 

.A. covering of cork, .rubber, tilet. fiber, lino:;teum. or otller 

like material is very desirable since it has several ad

vantages. It is Sfilooth. elea.ns easily, 1.a sound proof, and 

is a poor conductor of heat or cold. Monroe (23:189) rec-

ore.mends the use of floors in.a.de with what is comm.only knmvn 

as 11hospital construction, n i. a .• curved at the joining of 

the wall and floor to facilitate ensy cleaning. 

Walls !ind Woodwo~k. - ... The use of plaster, woodpulp, 

cement, tilG, terrazo, brick. and various types of composition 

. Illuminating Engineering Society, 2il tfest 39th street, 
New York City, Wev; York. Commonly called r,.1... E. s." This 
is a. national organization of engineers, manu:t"acturers, 
eontracto:i:ts, archi teots interested in the problems of illu
mination who by experimentation and investigation seek to 
o.eterrdne adequate standards for illum.ination. The find
.in.gs of this group are quoted snd accepted by authorities 

·generally on lighting problems. 



'board are .recolilln:ended. by Ayres, 'iV.illiams, and '!food (3:28) 

as suitable materials for walls, provided there are no 

cracks, and the finish ls sm.ooth and painted.. Burlap. 

tapestry, and wallpaper are dust and disee.se catchers. 

carpet .strips in doo!'v'-1ays a.re also eolleetors of dust and 

dirt. Tlley neeti not be used if doors are titted carefully .. 

Ayres, 11:Jilliams, and Wood {3:29) and Monroe (23:190) 

advocate the use of plain doors without moulding or panels 

to collect dust and dirt. These doors have the :t'urther 

advantage of not sagging as easily as the more oorr~Jon 

pan.el door. 

Color schemes should be utilized which are restful to 

·the eye and ye.t do not absorb light, according to Ayres, 

Viillia.m.s I and t/ood ( 5: 73) • Grey, buff, and tan_ may be 

used in the lighter shades. 'l'he oe.iling should be ju.st 

o:ff wbite. All woodwork should be finished dull to avoid 

unpleasant l .. eflection of light. Green (31:90) recommends 

that as little woodvirork be used as possible. He. also 

suggests that metal woodwork is preferable since it is 

fireproof. 

O.r'FIGE 1?UJ:UU'i'UHE AHD JJTXTURES 

One of the important considerations in regard to a 

properly i'u:netioning sohool office is the arrangement of the 

turnitu1•e and other furnishings. It is impossible in this 

analysis to lay down vary definite regulations for the 

plaeerue:n·t and looation of furniture due to the many sizes 

and shapes ot offices and the furniture itsel:f. ':Phis does 



not however, in any sense,, do away with the problem itself. 

11110 language o:t' Vaughan,. ];:x-S-uperinten.de:nt of .Public In

struction, State o:t Oklaho:w.a {39:52} is worthy o!' guota

tio11 in this connect.ion. 

The office should be so well arrangod, and 
so efficiently organized. in general appea.ranee, 
that it will .$el .. ;.re as an incentive aud sugges
tion tQ school boards and school teaehers to 
see that their ovm vvorkshops, records, and work 
are equally well organized. A pleasing sur
rounding "Will often do ruore than 'ie'Ords to guiet 
the nerves of some ill-tempered person who is 
bringing bis troubles to tho offiee. If he is 
g1 ven a comfortable chair in a well organized 
of't'iee., wl th clean walls and '•7indows ,. and a te~n 
beautiful piotures to attract his attention, he 
can be quickly induoed to to:rget his anger and 
his original intention of "getting the superin
tendent told •. 

Furnitttre and. Il"ixtures }Ieeded.--several a,uthorities 

11.st furniture desie;ned for of:fi.ce use. i:.lnack and Bursch 

( l; Gl•o.2) list as desi:re.ble office furni tu:;:e; 

1. Chairs. 

2. Flat topped desk. 

3. Filing ce.aes. 

4. Book case. 

5. Pict-urea and window eurta.iru.1. 

Reeder (26:486} inoludes also: 

? • Typewriter table and ehair. 

9 • De slt la:m.p . 

A list ot fu:rnish.1.ngs for the ad.mini strati ve office 

by Donovan (12:.53} advises ·the inclusion of: 



10. Haah1:n1sin ( or lavora t ) . 

This latrt-na:med i te:m is a great tLn<) saver, especiall,'V

for those ltlJho une f'inger-no.ili11g carbon x,1:1:9e:r, gelatin 

duplicators I> inky :m.im.eographs. 

In addl tion to cha5.rs and table ( or deslc) fol" the cl:is ... 

pensary, Ayres, lliams, and, Wootl (3:46} found need for 

these items. 

11. Couch (or cot). 

12. scales. 

13. G'abi:net. 

Type ~-1 f~i.3;~~ o:f ,~~rni ture ~ _!!~xty;rf~§ .• --Green ( 31: 70} 

advocates a flat-top desk, 4.8 inches by 60 inches for the 

:principal ( or superintendent). Tb.is desk, he further states, 

should be :t'urn.iahed with filing devicr.:;s in the drawers 

a plate glass top. Swivel eh.airs are also reeo,.mnended by 

this author for the superintendent and principal. Such 

ohairs are far w.ore eomf'orta,ble than the eonrmon. :r•igid, 

straight-back chair. 

Since open-shelved books catch dust readily and are 

hard to dust, lJookoases ·wttll glass doors are preferable to 

those with, open fronts. 

Care should be used in the selection of piotu.res and 

vti:ndow curtains so thnt the col.or se.t1.e:mes will not "quarrel 1t. 

!fhese f'ixtures ns well as all others cot.miwn to the office 

should reflect the culture and refinement of the office fore~). 

Green (31:?0) {:'ltlvises that so:ft, subdued colors are p1•efer

t,ble in general. 
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'J:l'1e s.ize ot different articles of' furniture and fix-

or in :planning room for nevi equip:m.ent. In order to obtain 

ird'o:i:rn:ation of this kind, articles of :ru.rni ture an.d fix-

schools explained in Gll.aJ)ter II. 1:lrn :tnfor.m.a'tlo:n so deriv-

ed is exhi1:ri tetl in rra ble Va 

:!\' 
SO}lOOLS VI8Jfl:ED 

=====·;::;.::.:--=·===:=.::1_·.,:;=l.·'.1 .•. =:,, ... ,cc:::;:',.Ei,i="".,,,,.=.· = ...... =. ~·==,:;i;r:=:=======";tl., ... :;,.;;, ... r=r·:::;,;li~,,,=,,, ....... =.-m=·=.~===::;::;;:··;;=., ··=4;:::,;.:::::::::··=·===== ~· __ ..,,.o....... £J1axim:Lm ".. • ,.,~<.UU Meuia.n 
V,easured size size G:i.ze 

.Book case~i 
Clocks, l?rogram 
Desks, 1Tla.t-to:p 
Desks, Roll-top 

Ca'binets 
Lavoratories 

Haclrs 
Clerical C ou.nters 
steel Lookers 
Safes 
'I1rophy Cases 
Typerwri ter Tables 
cork Tablc,s 

7 
3 
t::. 
",..}I 

15 
1 11 

1 
2 
l 
3 
7 

10 
10 

1:£, ~'x::io n 
9HX21 tt 

50'1Xe0H 
38 !1x60t1 
lGr1x42'.<'c 

-·--_,,~ .... 
21-r¥x5D 1' 

30 1•x36" 
1a,1x48'' 
24!'X36tt 
24"X'72H 

12"x34t' 
9°x2ln 

30 1'x48n 
18Hx.19 {If 

...,.._ .......... _ .... __ 
181t].:.;,:;t_;;H 
2:3HX£5 1t 

12.•tx3Qr1 
l5 11xl8tt 
30nxz6n 

30"x54tt 
16'\X25r, 
20"X20" 
""I-' _____ ,.. 

lon:x:59° 
181l:;K'j,e,H 
t;!6ttx2o" 
lo 1'X39n 
l8;~f•x32 1' 

J()H:X:45" 

It will be noted in this connection that due to the technique 

employed :no attem.pt is made to set up further criteria for 

si~t.e tl1an to point out sizes already in use. In general, 

it is reoonrf:1ttn1d.ed that sizes mu.ch srnaller than the median 

are too s111all to be of greatest usefulness. This assIDll:pt:lon 

prinoi-

s 1Hl10 used the it,otns in question. 

:1:ng no.re eorumon.. It has certain obvious ad.vantages. 



1. It is <rui te fireproof .. 

2 .. It is easily oloa.:ned.. 

3. The drawers and doors do not swell and stick ~s 

do those of wood .• 

4. Joints will not split or open up due to humidity 

change. 

5. steel furniture also possesses greater s.trengtb. 

generally, than wood. 

The disadvantage o.f steel furniture is that it is con• 

siderably more expensive in the first cost. However, in 

view or its greater durability, this disadvantage is large .. 

ly overcome. 

Location of.' ~\irni ture and Fi:xtures ...... 11ie clerical 
.._ ~ --

sp.aee should contain tl1e program clock, tile cabinets, a. 

desk. a safe (it there is no vault), a typewriter table. 

and chairs. steel lockers are also good e~uipment, es

peoially it storage room othe:t""Wise is meager .. 

The private ottice should contain a flat-top desk, 

bookeaae, file cabinet, magazine rack, a.Tld a desk la.:mp .. 

Steel lockers are also valuable .in most private o1'fiees. 

The waiting room should be furnished with a comfort

able bench or chairs tor visitors.. Ji.. small reading table 

or magazine rack with appropriate w.agazines is also advis

able for this room. 

The first aid room should have a cot or eouoh, platfornt 

$Cales, e.. cabinet or steel locker, :tlat-top desk .. files, mli. 

ehai;J;"s. 



La:voratories may be 1n the private ottiee or the 

elerioal space, if screened from. the publie: view. Troph1 

eases ma.y be put in tr!l'aiting rooms or corridQrs outsid·e the 

of'tioe. Sinoe trophy eases are for "Sb.ow'* purpo$es,. eor ... 

rid.ors are probably the best place for them. if this 10 ... 

cation does not ce.use traffic to he obstructed. Pictures 

and windmv curtains appropriately selected and hung lend 

dignity and eharacter to the office. Rugs are ot question ... 

able value.. It floors a.re oov~red 'with a sound deadening 

devise such as linoleum,, rugs are then defGnsible for 

deoora.t1ve purposes only. Especially where the truffi.e is 

.heavy, rugs are not to be oomniended since they are catchers 

of dirt, dust, and disease germs. 

OFFICE AIDS 

Oal"@:t'ul selection ot office aide can do much to in .... 

o:rease the e:t'ficieney ot ·oftioe routine and to reduce 

tedium. Douglaiui {.13:368) in this eonneetien lists: 

1. Du.pl! eating machine (miuteograph. neostyle. ditto, 
etc.) 

2. Typevlriter 
3 •. Stttpling or clipping macl'line 
4. Adding or oe.lcul.eting machine 
5. 11,mJ' .. o.t·tmd,u.u - »tickler" 
6. Filing os.binets ·Qf reaol"ds, pa:m.:phlets, bulletins. 

auu 001:rtss.11011u.en ce 

Cox and Lsr.1.gfitt {8:82-3), in a similar list, suggest: 

7 .. Desk baskets for in.corai:ae; and outgoing mail 
a. DeskWork organizer 

Otiher minor .1 tems of off.ice aids a.re noted by Reeder 

(26;486}: 
9. Clock; 

10. I~ stand 



11. Pupe:r \:te!ght 
12. st mo1stener 
13. 
lAk. 

scissors 
Ruler 
Fencil sharpEnier 
Blide ruler 16. 

17. 
1P ...... ....._J ~ 

Rubber stamp and pad 
Paper punch 

19. PapHr cutter 

tests, instructions, fc>:1:i:u.s, and 

re.corci;S generally that must issue i'rom the school oi'f ice, 

the typevv:ri tC'l!' nnd tb.e duplicating machine require little 

defense if the saving of time is a factor to he oo:nsidered. 

Since neatness and order ere rH:HH3ssary for proper function ... 

ine, sts.pli:ng or clipping ma.chines to group sets ot papers 

together. filing ca.binets :t'or indexing and prese1rvation of 

records and reports are needful. 1:l:he adding machine and 

calculating machine are greiit ti:m.e savers t=md insure & 

higher degree of accuracy i:n the figuring of reports and 

records, 

skwork organi:::~ers s.re ov value in 

thfat they help to kee;J ·the desk o:f the superintendent e.nd 

principal i:n. orderly and :presentable cow.ti tion. In 

di tion to that, such aicls add raaterinlly to tl10 ease and 

d tch with which office 'fl1rork me.y be handlecl. 

Since sone devise is necessa:i?y to tttickleH tl1e men1ory 

of most sehool executives so that 1:mportant, matters lvill 

not be delayed or forgotten, tr1ere is need for: the m.emoran.-

du.rn. Cox end Lanc:fitt ( 8:: E32·3) list four aeeeptable aids 

of this v",ri et y. They are: 



2 .. School calendar 
:3. card file index for each day in the year 
4. Folders :ror filing mmteria1s on topics requiring 

ad.:minlatrational attention 

Douglass (13: 368) listll!l as esce:ntial eom:munication. 

aids for off'ice use.: 

1. "' telephone 
2, A :program clock 

Alm.a.ck and Bursch ( 1: 61} advocate: 

3. Letter boxes for teachers and janitor 

Green {31:70) reco1mnends the use of: 

4. A buzzer or other signal 

Donovan ( 12: 53), in di seussing '1Li ttle but Important 

Tl1ings often JJ'orgotten in Schoolhouse :Plan.ni:ng11 :finds need 

f"or: 

5. A rad-lo and publie address s;tr;;;torn. 

In the type of school under analysis in ·this thesis, 

there could bci but li tJcle justification for 'the installs.-

tion of 111ore thar1 one telephone in t,he off'i co. certainly, 

mediate cr.1:eck upon a stude11't a:wr;i..y .from sci.1001. .Frequently, 

rangeri:tents must be~ Ia.ad,.z tor all idnds of" i:tr()er-scholastic 

A program clocl<, automatically controlled, Bt.ould be 

p1·ovided in order that all elassroo.1::s E:lll function on 

sclledule • 



1111.e handling of annmm.oements, supplies. and. reports 

is quickly ru1cl easily accom11lished by tlle use of teachers' 

and ,janitors• ruail boxes plaeed whore they are aeoessible 

as these persons come to sign the ree;ister as they arrive 

or l.aave for the day .•. 

other sig:nal is vary u.seful and. a t,i1ne saver fi'.JX' the office 

force. I·t may be used to sU'.ml!lon teachers or other officials 

fo:r eonf'ere:ace or to am3wc1r the telephone. Its greatest 

usefulness is in th~~ larger school syste111s .• 

The increasing use of tbe radio and nublio address 

system has already been p~:rtially d:isoussed. 5 The publio 

address sat used in the Orlando Consolidated schools, 

Orlando, Oklah.o.m . .a uses a space 18 i:nehes square 011 a table .. 

A model shown in a recent R. Cd,. catclog (41:26), suitable 

for the usual conso1it:lated and village size range of 

schools, is 21";;~ inehes long,, 21! inches high, o.ud 10 inches 

deep. Jtnother, in the sarie catalog .o.f the sa.:me general 

type measures 17 3/4 inehes high, 21 inches tdcie, and 12 

inehe$ deep.. 1\lmost, any radio or pllo11og.raph may bo used 

with these public address systems. ii. complete set in-

cludee: 

1. · In.put a.ppe::ratus .... microphone, radio, or phonograph. 
2. vacuum tube a:m.pllfy;tng equipment 
3. Loud :speaker or sound. projector 

RECORDS 

One of' the chief functions of the school offiee i.s the 

keeping of school records .. Jones (22:lO?) concludes: 

see page 32. 



irnprovement of school records is, in 
fa.et, one of our most imperative ne(1ds and is 
receiving the careful attention of our most 
p:rogresslite school men. 

For the :r:rnrJ1ose .of' classlf'ying the records ad-

voeated by authority, four tnain divisions will be designat-

ed. 1.'11es0 divisions are: (1) pupil accountin,e; records; 

{2} general records; (3) f'inanc:tal records; nnd (4) 
I 

tem.:po:eary o:t'f,:tce records. 

identification oi' ave:ra.ge, retarded, and maliadjusted 

:pupils,n co~i: and La:ngf'itt (8.:387) advise the use of: 

1. pupil progress ... chronological age table 
2. ~ental age - grade table 
3. Educational age - ~rade table 
4. Chronological -E!.ge : g:r-ade table 

'1:hese forms, according to these 1Nriters, Tl~:flect the 

general eondi tions of' the school a.nd show the :principal or 

superintendent where improveinent and change in procedure 

are desirable. 

Langfitt ( a: 399) 1Nho state that it is n:proba1)ly the most 

c,011ve11ient and effieienit :manner of tiling the records of 

5. cumulative folder 

This f'olcler .should contain all ltern,s o.n the individual 

pu:cil that teachers 1''lish to file for f'utu:re reference. 

These same authors ( 8: 393), quoting fron Eiket1berryt 6 

list as desirable records of pupil popul,ition.: 

-6 



6. uegiatrat.ion card 
7. Achievement eard 
8 ~ !-1eal th ca.rd 
9. Personal qualitie.s 

10 .. Plaeem;ent ca.rd 
I 11 .. Tsaoher1 s periodic report (r~port card to parents) 

12. 'Teacher's semester su:mrsia.ry ( of attendance and 
grades) 

13. Registers 
14. Principal' s ruontb.ly attenda:nee report 

These cards and reports serve to make t'eoords w.hioh 

f\lrnish the executive and tea.char with available and vital. 

information on each pupil. 

Oox and Langfitt {S.;381) introduce as additional forms 

tor pupil aeeoun.ting the follo\".ring 1~rom Emmons. 7 

l~ .. Notioe of transfers 
lfi .. lViemorandm.il of transferred pupil :record 

1i--,vo :more reeord$ a:re added by Reeder ( 26:512) whiell 

are essential to adequate pupil accounting: 

17. Pupil's cumulative record (so-called permanent 
record} 

18. Principal's oftiee record 

In the interest of studying the apti.tude and ability 

ot the 1.n.dividue.l student, Cubberley .( 10; 612} recOI11mends 

the use of: 

l9. Individual profile chert 

This ea.rd or chart shows a graphio swr.anary of health1 

intelligence., uchievew.ent, and social rating seoJ;"es.. It 

1.s a splendid :form for tlle .guide.nee counsellor to use, as 

well as the first aid supervisor and p:rineipal. 

Emmons, Frederick o., "Census a.fl.cl Attendance Records,.'' 
~ehoo~ "Recor4'~ _ and_ Re.yort~, Reeea.r~h BUlleti~ ot_ the Na.tion
al Eau"at:lo:n .H.SSOoiat on, Vol. V; lifo. s. p. s;;i()5. 



20. school census report 

the interest and income f1 .. o:ra the perm.anent school fund 

11:nd is required by $tate law (40:XII;2l,5). 

21. certificate of 1tlegib1li ty and I:ndi vidual J?artlci-
pa t ion Record · 

'l1he Annual F.igh School Bulletin ( 38: 19) provides that: 
_,__ -- ~- - . . . . ~-- . ~- ' 

lJ:'he Certif'ieate of El.egibility and Individual 
Participation record of eaoh. pupil (participating 
in any torm of athletic contest) should be kept 
up-to-date on torill.s provided by the state Atllleti c 
A$soeiatioi1. 

22.. student tran.scripts 

This is another form of pupil accounting required 

by the state nepa:rtment of public Instrucrt~ion. The lUlnual 

Iiie,h s~ Bullet!]! (38:9) states: 

' .. transcripts of students vihO enter with acl ... 
vaneed standing shall be seoured and filed when 
sueh students enroll. 

25. Record of pun.islnaent antl problem cases 

fhis record may y:ell be included in th.e ctmtulative 

!'older. lt is desirable ae a means of pupil adjustment. 

Since no :pupil wants a bad v-1ri tten record against him in 

the offioe, this tom has outstanding diseip1lnary value .• 

C':t6.E-eral ,Reo~!.~.--several general records are spe

cJ.tioally reQ.uired by the State Department of Public In

struction (OklalLOma) through its Ann~ !Iig~ school Bulle

tin (.38) or are neeessi tated. through reports that are 

d~.m.anded for aeored:iting. 



This record :i.s fot: the pU!'11ose of giving the state 

Depa:rt:ment valuable information t:i.bout each high school 

drivers. 

te~oht,rs for teach.ing fields., school offices are required 

to have accessible certificates of all teachers. Recently, 

to inzure greater efficiency t.11.d. generally better set'viee; 

certifioat.es ara reqn.i:r~ed of jiJni tors and truck drivers. 

These t12.•e executed upon a prescribed form f'u.r:nislled by the 

state .. 

3 .. A. euJ1m.leti 1m recorct of subjects taught by years. 

This record is. ,,aluable t:n checking up on subjects 

offered. by a school in tl1e past. It is especially needed 

by the new superintende:nt in deter-.&i:uing alternations of 

subjects and t.he trends ot the curriculum in his school. 

4~ Deily progrttms. 

The practice of keeping a tile of the daily programs 

as a cumulative pe:rrnanent record is advisable. If ea.re 

bas been used in the formulation of such progrwn.s and 

schedul.es in the past, these old plans often save hours of 

time in making new prograr1s.. Besid.es this, the old pro

grams sub.st-antiate needful tacts regarding previous eurricu ... 

lu:m matters Vfrry frequently .• 

5. The Instructional score Card 
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'!:bis forin should be filled out and filed eaoh year. 

It sho1Ns clearly the advancement of trie school generally 

in instruction) buildings, pla:irgrou:nds, i.and other :matters. 

nse it; other· improvem.ents that 

could be raade to make tile school ·oetter. 

and. furniture. 

The use of' complete inven-t~ories in school adrriinistra.-

tion goes f~r to put th.e school on a business-like basis. 

Su.eh il1ventories are of' great value :Lu selecting 11eeessary 

equipment e.nd in d.eterrnining the actual physical ccndi tions 

of the plant and its furnishings. 

? .. Trarascripts of teach.er scholastic preparation. 

complete transor:lpts of collegiate preparation of 

teacher~~ :rrmst be kept o.n t'i.le in tlrn school o:t:rica in Okla

homa schools in order tlH?,t j.nspectors 1Y1ay readily determ.ine 

the adequacy of teacher preparation. 

e. Transportation n1.a.ps of territory ser·viced by school 

buses. 

Ptiblic Instruction t;o a:id in the calculation. of the allot• 

for s·ca ·ti sti cal 

purposes. 

9. Tra:nsporta:tion report a. 

The trans1;iortation :reports reH1uired are tl1ose of ·the 

bus drivers to the superinter:Hien:t and t:r1.e t'inal report sent 



to the State Department. of Publie Instruction. These re

ports should become per1na.n.ent records in the sehool offi ee 

as aids to the detern1inati on of trends and future needs 

of tbe transportation service. 

10. state Statistic~l Report (Pe.rt !) 

This rep.ort beco:mes a cumulative re,cord of statis

tieal value as a summary o.f school progress eaell year .. 

General records ot tlte ttchool board 1·1hich may be 

kept in the office are: 

ll .. Record of the minutes of the Allllua.l Meeting. 

12. Record of the minutes of the board meetings. 

These reciords are required by state law:.. A speeial 

spe.~e S.hould be reserved. in the school safe or vault tor 

these valuable papers. 

13. Teaaherst contracts. 

These contra.eta are required by state law. S1nce tb.ey 

:form the formal agreement between teaeher and board, they 

should.be·oa.rei'ully preserved in the offlee. 

14 .• State Bulletin file w 

For reference use, -tb.e:re should be a. eomplete file ot 

all bullet.ins,. ptalllpblets, and instruction sheets issued by 

the state Department of Public Instruot,ion. 

lt>. Tea.eh.er rating cards. 

16. Semester summary of work covered. 

ll.11e teacher rating card i$ of greatest value in the 

larger sohooJ.. It attempts to deal objectively with the 

ela.ssitication O,f the qualities o.f the toacr1er so rated. 



Tn.Q semester surn:mary is a summary of the work covered by 

the teacher in each eourae taught. It is valuable in that. 

many teachers 1d 11 be more e~retul in their work i:f faced 

with the realization that a writcten report of their work. 

must be made at the end of the semesteI'. It required in 

enough detail,- it may be considered to serve somewhat as 

an ind$X to teaching perf'orme.nce. 

17. Rules and regulations. 

A written reeord ot sueb. rules and regulations of the 

school e.s may be necessary should be part of the complete 

recorder of any sehoe>l ott"iee. 

1a. National Youth Adm1n1stration records .. 

In order to participa.te in the National Youth Program 

three types of torm..s must be filled an.cl kept as records. 

These are; (1) applications; .{ 2) time sheets; and (3) 

N. Y. A. Bulletins. 

Finaneial Reoords.--carefully kept records are neces

sary for satisfactory financial accounting. Gregory (37:20) 

states: 

The tu.notion of financial accounting is tv10-
fold. In the first place, financial accounts 
$erve a.a a basis for determining whether the pub
lic money has been legally spent for the purpose 
for which it was intended. ----In the saoond. 
place, adequate financial accounting supplies 
school offi oia.ls and e.ra-ployees 1:~r1 th. facts 'vilb.ieh 
are neoesse.r·y for ~:t'fioient and intelligent ad
ministration .. 

several records and reports are required by law. Thesitt 

should be considered the m.inimmu rather than the maximum .. 

l. Auditor•s report, 



Thia repo1"t is r,eriu1re·d of all 1rul.@ti¢ndent d1str1ota 

~aoh 1'$tu:·,. As t-hes-e :reports !l.Counml~te. tl:a.1iy become a 

part o:f the aclu:>ol' s pemnnen.t records. 

m,.,_~,...,,, n'!illita t· ¥>_ ~.-"" .. -~ t.1_~·-.... ·~ .,.-,.,;,• 1·,,,,-.. /~,,._...,,.,t_'..~ .,-,,, •• -.."'""';;1t- .. ,.,J\" 
.; 1-f>·'lJl . .oc"" """" . .,.. u_ v,.,. ~ .:t•.., - ...-... "'"'"'-""'.)"'',.. _ ·t _,....., 1-1,1, ....,4-_.u..::-; 

~ent ot the need$ to1" tl1e nt:rxt :fe$r; (3) the. offio!~l 

bttdf~t 1/tich is the ·1esttmatc as rnt:.cle anti .e11proved11 from 

th.$ detailed ~nnUGl but-1o;,et t.y tt1e attpt?rbatcnd.t.tnt 1.u1d ·~our(l. 

of edu<::~tlr.n1 and aj?p.r·ovett by too coimty exelae bc1t:1:rd. 

Thi, laat, .... nS:rr.t}d lrutf;tlt i a hea:<.led; 'i,;ut!Jnt$.te @t t{oeda 
·~~ ~ ...... 

~recoiv;;-1blef,f; {4} i!!tete tt!d; UH ·.r~do,:-a.l In.:Uooi "tuition; 

{ 5) udvitliJ~1'it. t~.:t o.e~o.urrt; { 7) ri,•$t.~tocent at oa$h bale.noes 

,r.(fl h~ilrl; HH t10.:,;r:1e-n ach-~ol nl1r:,f t~i!rtd !nv,uit~enta; (9) 

eppropri!ttt,ioo ~.oeounts,. w~rr;ruits l~$uedi ~rn.,:l u~a;endei 

l~l~ncc; (l.O} zumr::t.r.Jr or ancou'ftts ~=sttd ':f..st.itiate ~t' nee.ts; 



'rtiese t't>J$.tS ~hould be !:..Ud~ out .r:.t11d. 1;,:r0;porl1 e1t3ned 

before o:rd.ars t\re :t'1llcd bi verulora. copies e;t all pu_~ 

chase o!'der~ should be ke]rit ~e ,6,l"t of the ortloe neords .. 

"rt1oua f<o.I'f.;,e ttt'e :req.~ire:d. 'by ~tot(;,' l~w. 

5., 't~$~erllt bo.ok. 

t'he t"i!a.r;rfjnt book la a~t.olately- eesential to the woirk 

of tn.~ board ~t ~dtication since all ,r:1:,m.e1rt ot all. sena:ral 

a.chottl :ft:Utd and state t.1id ~xpenditt}res trre ~aiie ty 'iittU."'ftU'tt. 

It tfllou.ld bo J«:tp:t !n t~he ofti.oe if the board holds tt:s 

:mtletiria;e. there. elnoe there it will alwa:1s be avti1leble. 

o. St,:rt.istiuo.l Ral)ort (fi1:u1ncial) Part II. 

'tbiE.t is ti reJJort required by the Sta.ta 1)epo~ent ot 

·:t\iblic !nstructlou es !)t'iltt ot' the noe1•1;<Uting r,xaocet.s. Ii 

e'1!m1tuins va.luttble st~tistieal info!"'.1~1.'4.ti~,.n rega.rdinB the 

e~J~na1ture vZ eonoal ~oney. 

7. secondary J;,lf I~port~ 

1~0.ie 1~ r1noth,or. rGJ,1o;r-t re~_til.t"ed. of schools ta.skint tor 

secoud~ry eiu frOl'Jl. tlie nt~1,'tG. · rt is ,1e2;ie.n.od to Bbol? th£t:t 
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superintendents and. clerks should have available the ex

a.et financial status of ea.eh account in the appropriation .. 
8 Three more records are recommended by Gregory: 

9. Coupon$ on bonds record. 
10. Insurance record. 
11 .. Tax collections record. 

Xnese records are very essential to estimating future 

needs and future incom.e. The first one should show the 

date and the amount of eoupons due on bonds, either mmed 

by the district or against it. The insurance record 

should short; the amount and the date due of all school in-

sure.nee. The tax collection record should show ivho pays 

taxes, the amounts paid, and the amounts delinquent. 

12. Extra--eurrieular funds record. 

The wise superintendent will insist that a careful, 

well-kept record will be made showing all extra-curricular 

income and how it was spent. AS a further check in order 

to ac<wunt tor such money faithfully, he will use a re

ceipt book. If this procedure is followed, the superin

tendent or other o:t'ticial handling the extra.-curricu.lar 

money should be able to show a 1relea.n hand." 

Temporary Office Reoords.--These records which a.re 

little :more than reports kept for a semester or a term. 

are vital t.o effective administration. 

1. Absenee and tardiness excuses. 

Gregory, Marshall., Director of theDivision of Research 
and service, State Department of Pub1io Instruction,. Okla
homa. City, Oklahoma. 



Jm excellent way to elimins_te tru.aney and careless

ness in school att011danee is to demand excuses for sueh 

tardiness and absence signed by a parent or guardian. In 

this conneetion, t,).n nautogra1>h album.ii of :parental signa

tures is indispensable. 

2. Report cards. 

(These cards we.re also suggested under ,,pupil 

.P,.ecounting1t) • 

3. PUpil directory. 

This directory is suggested by Cox and Lang:t'i.tt 

(8:39~). 1fi1hile a pupil directory or a school directory 

tlight be va.luable in a large school, it is not very neces

sary 1n a amo.11 school as tar as ottice needs are oonocrn

ed. ..\11 the information contained in a pupil dirsctory 

cen. easily be found on the registration card. It might 

be comm.enda.ble as a. student project as extra-curricular 

activity .. 

4'" Calendar of events for the year. 

This item suge.;ested by Reeder (,26:48'7) is an. excellent 

office feature. It is a great aid when scheduling a;ny cur

ricular or extra.-eurrleula.r activity. It should e.ntirely 

prevent the sehedul.ing of conflicting dates. 

5. Unsatisfactory work report to parents. 

Copies of each report of this type sent out should be 

retained by the office for future re:feren.oe and possible 

consultation with the pupil a:ffeeted or his parents. 
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~q!essional ill~· --The :following reoommena.ations 

:for a professional library are found in Reeder ( 26: 487). 

These references are so well known and their uses so ob-

vious that no explanations are necessary" 

l. Uen.y books on administration and supervision of 

schools. 

2 .. Reports of state superi:ntendant, state Auditor, 

and State Treasurer. 

5. Reports ot the Bureau of Eduea,tion. 

4. Reports of the state and National Edueation A.sso

ciation. 

5. courses of study - local,. st.ate., and. others. 

6. school Directory ... local and state. 

7 .. Educational Directory ... ( U. s. Bureau of ICducation} 

s. t\ dictionary. 

9,. w·orld Alrnanao .. ...., ____ ----
10. Who's W'ho in America, --- ----~ 
ll. Catalogs of textbook publishers, school supplies, 

and equipment firr11s~ 

12. catalogs of colleges and universities. 

13. State school law. 

14. School administratorst magazines. 

SllliM.ARY OF CRITERIA OI~ OFFICE FIEJ..LTH At-JD 
FURNISHIHG 

I. Health Considerations 

A •. Good ventilation sholll.tl: 

1. l?rovide a temperature of approximately 66° 



2~ U,e within a reasonable cost to install and 

operate. 

3 .. Provide for sutfiolent relative hwnidi·ty. 

B. Beating 

1. The low pressure system. ot steat1t heating is 

generally sa.tistaotory. 

a. Provision sliould he Iitad.e · so that when the 

school ls receseied just the otti.ce may be 

heated., 

c. Lighting to be healthful should: 

1 .. It naturalt be un.1late1"al and. entered th~ugh 

a idndow glass erea equal to a.t least one .. fiftb. 

of the, floor area. 

2. It artif1e1a.1,. provide 

a*· Suf:f'i o1ent wiring eapaei ty. 

b. Ample ill.umination. 

o. Glare-tree light. 

d. Hard, smooth, easily clean.ad bowl fixtures. 

D. Floors to be hea,lthful should be: 

l. O.f fireproof o.onstruction. 

2. soundproof 

3 .. Impervious to d.raughts. 

4. Be so e·or.struoted as to be easily .cleaned •. 

E .• Walls .should be: 

l. F1tee trom burlap. tapestry.,. and wall paper. 

Carpet strips shoul,l not b·e uaed under doors. 



2. Made of suitable :materials such as smooth 

plaster., woodpulp, cer.1ent, terrazo, brick, or 

com.position board. 

3. Painted so.me color ,;.vhieh is restful to the eye 

but does not absorb light, such as tan, gray, 

or b.uf:f. Ceilings just 0 off t11rhi tett. 

F. Woodwork to meet he.a.1th needs should be: 

1 .. Finished dull to avoid reflection of lig,ht. 

2. Metal preferably (fireproof}. 

3. Plain in doors. without ru.ouldi.ng or panels. 

II. Otfi.ee Furni tura end Fixtures 

.£\.. steel turni tu:r.e is desirable. 

B. Location of furniture a.n.d fixtures. 

1. The eler:tcal space should contain: 

a .. The program clock 

n. File cabinets 

c. A <l.esk 

d. A safe (if there is no vault) 

e. A typewriter table and ehair 

t. Steal lockers 

2. 11 pri ve,te ~.ffice ,should contain: 

u. A flat-top desk 

b. A bookcase 

e. A file cabinet 

d. A msgazine·raek 

e .. A desk lamp 

f. Steel .lockers 
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3. The waiting room- should contain: 

a. A bench or chal1•s for visitors 

b. A small reading table or :m.agazine rack 

4. The first aid rooui. should contain: 

a. Cot; or couch 

b* Platform scales. 

c. JI cabi?1et · 

d. 1:'lat ... top desk 

e .. Files 

f'. Cb.airs f'or visitors 

6.. OtlH))r 1 tems 

1. ts.vora.tories, either in the private of'fioe 

or clerical space, s()reeued fron1 public 

view. 

2. Trophy cases, preferably in the corridor 

3.. :Pictures and tdndow curta1n in all rooms 

III. Otfioe Aids: 

A. ~e.Jor office aids are: 
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1. li duplicating ma.chine (mimeograph or similar). 

2. A typewriter 

3. Ad.ding or calculating. mEtchi_ne 

4 .. Filing cabinets 

B. Minor office aids are: stapling machine. memoran

dum tickler, desk baskets, deskwork organizer, 

clonk, ink stand, paper weight, stamp moistener, 

scissors, ruler, penei.l,sha..rpener, slide ruler, 

rubber stamp and pad, :paper punch, and paper euttar., 



1. A telephone 

4. bi.izzer or electric bell signal 

5. A radio end public ~ddress systenl 

il. lleeords ( Those marked ( *) are required by tl1e state} 

11 •. Pupil noeountirig records 

1. .Age-grade card 

3 .. Athletic elegibility record 

5. cmnule.:tive folder {individual) 

6. I::ducatio:nal uge•gra.d.e eard 

9. Health record ea.rd 

10. I:n.dividual participation re.eo.rct (in atb.leties)* 

11. Individual profile sl1eet 

12. Off'ice record of grades by six \'leeks or month 

13. Pocket class record of a.ttenda1.1ee and grades* 

14. Pe1~1J..1:1e11t record of uni t;s of credit* 

15,. Record of pu.nt.slunent and :problem eases 

16.. Regi strat.ien eard 

rt. Student transcripts* 

18. Transfers 



a. a.Jrplicrttion for trnnsfers* 

c. record of attendance of tra11sfe:rred pupils* 

accredit , parts 

I, , an.d III* 

2 .. Cer"'titicatcs of teacl1.e:rs, truck drivers, and 

jem1 tors* 

3. cmnulative record of subjects taught by years* 

6. Instructional score card 

furniture* 

7. National Youth ,'\dtllinist:ration records 

C-'> RE::cord of the minutes of the annual rneeting* (.) ·• 

9· • Record of the mi:nu·tes of the board m,eetings* 

10. Rules regulations of' the school 

12. state bull<:nt;in file 

13~ Teacher transcripts* 

16. 'I'rans.portation ni;:q::1 

1 1/. ·JTransportat,ion report (bus drivers)* 

18. Transportatlon repor·t (State)* 

c .. l.l'inancial records 

1. Auditor's r'ep()rt* (inde;ie:ndent; distriets) 
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2. Budgets 

a,. Long tenn f inan.cis.1 plan 

11. JJ:et~lile-d an.nu<.11 to detern1ine exact 1:1eeds 

c. Official Approved I::atimate and ll"inancial 

,Statement* 

4. Cmmons on bonds 

5. Ii::x:Jenditures and approprlations record (may 

be clerk's rtcJcord ot warr1rnts .isstted)* 

6. Extra-curricular funds record 

'7., Insurance record 

8. :PurohtJ.se orders* 

9. Hecei_pt bo0.k 

10. Statiettcal neport ( financial) Pa.rt II* 

12. Tax collecti.on record 

13., warrant bo(1k* 

D. 1'e:mpora:ry oi:'flce records 

1. A.bsence and tardiness ,3:i,:,:cus.es 

2. Ct'll-endar of events 

4. school directory 

59 Unsatisfactory Yvork report to parents 

E. J?rotessionetl lfbra.:ry 
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CHAPTRB. VI 

OJ'FICES 1.M OKLABOJ'lf:A VILLltGE COrJSOLIDATED SCHOOLS 

This ehapter deals with a treatment ot d.ate der.iv-ed 

:from the field survey of tv;enty school ofiiees and the 

qtlt%rtionnaire study of 106 soh.ool o:f1'ice$ in Ckleho:ma. 

The method emr,loyed in the development and use of the 

survey and g_uestionnai'l"C he,s alreaoy been discussed in 

Chapter I. The 1ru.rpoce o:r the chupter is to analyze a.nd 

portray the sohool oi'f1 ce in Oklahoma village and eonsoli .... 

dated se.hoole varying f':rom the five to twenty-teacher 

eyste1u sizes with. a vi ew7 of Stlt?f;esting im.provernents and 

aiding others in providing adeque.te office fe.cilities. 

The analysis will be attemptod by utilb::;1ng the criteria. 

developed in C11a_pters ll!, :nr, and. v. 
In general, this ot1aptE::rr f' ollovqs the outline for the 

presentation of materials and data in those chapters. 

Some of the functions of the OklahO'rr!ei. school of't'iee will 

be diseussed.. The loce.tion, size, tu1d arrangement of the 

offices under eons:tde:ration wtll be ven treatment. The 

health conditions of the offices. will be oxamined. Final

ly. there 1t1i.ll tie an analysis ot t11e office furnishings 

as deter.cn:t:ned by the use of the que:stionnaire. 

Table VI sh.ovls the nuniber .of' sohools in each o:t the 

three si'te classifications accorc1ing to the number of 

teachers em:ployed in the system, the n:umber of questlonna.ires 

returned :from that group, and the per eent that the return

ed questior:med.res ,~,ere of the total number. It is included 



to show the adequacy of t he sa:npling em~loyed in this 

analysis. 

T BLE VI 

8 

cot . ISON O T 1E l ill 13ER OF ACCRE I • D SCHOOLS IN THE STATE 
TO THE ER OF' SCBOOLS RE . ORTED BY THE "UESTIONNAI RE 

No. of meachers Number ~Schoo!s"" 
Employed in school In s tate nuestionna!res Per cent 

5 - 8 340 3? 10.89 

9 ... 13 21 40 18.78 

13-20 121. 2Q 2' . 97 

Total 6'i4, I~ 15.73 

A rela tively high percentage of returned question

naires is found in Table VII. Approximately an average of 

seven out of each ten sent out were answered . 

TABLE VII 
CO ,'LPARI SO.N OF T Nm· ER OF QUESTIONNAIRES 

SEUT TO THE 1IDMBER RETURNED 

No. of Teachers c,ues~Ionna!res Per cent 
Employed in chool sent out Returned Returned 

5 - 8 50 37 61.67 

9 - 13 50 40 80 .00 

14 - 20 40 29 70.25 

Total !50 l06 70.67 

THE UNCTIONS OF THE OFFICE 

eoords or ~ Board .--In the study of the 106 schools 

reporting it ms found that 1n 80 . 2 per cent of the cases, 

the school office served as the meeting place ot the school 

board or board of education. very little difterence was 

found between the large and small sizea. schools in this 

respect. However, the study revealed also that boards were 
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somewhat reluctaD.t about kecplne; their recordt3 in t:te 

school office. In the sohools e;:n:ployi:ug five to eight 

t·eachers exactly til.O l)e:e cent or approximo.t.ely one-half 

of' the cffi c0s u;-ere utilized to keep the re cords of tb.e 

boards. Tlie _p:roctice ls more ,::mmmon 1.11 the nine .. to 

thirtee:n ... teac.trnr schools a3 s:nown by the faet that 62. 5 

pe:r cent of the boards of that clasrdf1.co.tioa ke1rt tlle 

school records in thG school ottice. In the schools em .. 

ployiri.g fourtee:a to twenty teachers the praotice was found 

to be followed in S2.5 -per eent 01' the cases noted. 

Sehool Efili)loyees Using the Off1ce.--The tabulation 

here sho1.Nn as T,3'ble VIII provides intorme..tion relative to 

the percentage of schools having irarious school o:tf'ioia.ls 

who use the scri.ool of'fiee. 

'.ti.AB!.E VIII 
FEF?.CJ!N'l:.11.GES OJ!' SC.H.OOLS H./iVJ}iG GJM:tl:ili'l- OI:t.lJ'IOLU.S. 

BY GROUPHJ(} ACCORD!I':G TO l~Jf~:.EER OF TEACEERS EMPL0}7ED 

:uum'ber oi: · Te;;:~chers seliool 'dfricers 
Eni;2lozed in, SOh?Ol siij't'f l Prln. 2 Prin. dieri N. Y .A. ftelp 

5- 8 

9- 15 

14 ... ~o 

100.0 se.e 
100.0 70 .• 3 

100.0 ?5 .. 9 

13.5 

20 •. 0 

24.1 

2.7 10.a 

10.0 75.0 

24.l 13.8 

It vl<'ill be noted tltt'l.t n11 ~?eh-ools list.eel em.ployed sow:eon.e 

designated as sn.1:i)eri:.:;.temLmt. In th0 five- to eight-

teacher sabools, 58.6 per cent had oue principal while 

only 13.5 per cent of solloo.ls ::possosr:!eci. t~·Jo principaJ.s. 

In. ·the so.:rn.e size scllools ,.:mly 2. 17 per cent he..d the zerviees 

of a clerk. '.the study reveals that there is a very decided 
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tendency toward gre.atei• trequenoy of principals and clerks 

in the larger schools. 

Aceording to the vievrs of autIJ.orities a1ted in Chapter 

III, ther~ seeus to be neerl tor n ~:')ri.:nei;:inl in a.J.l schools 

enrolling 100 pupils in a.dclitton. to the superiutendent. 

It is very probable· that all St1'hools in th.e five- to eignt ... 

teaeher group enroll ov·er 100 pupils. Therefore, there 

would appear to be a def! olency ot pr:i.nclpals in the 

smaller .schools stuctied. There can be no questioning the 

tact that the two larger groupings need at least one prin ... 

oipal in every cs.se and yet even in tho fourteen to twenty

teaeher systems approximately one-fourth. of the eeb.ools do 

not have a p.rineipal. Ti~o principals, one for the grade 

school and one for the high school are fa;r from being common-

ly found in even the larger schools studied, since the 

second principal was to be found in but 24.l per cent of 

them. • 

.Again, the criteria set up in Ct1aptor III vJould in

dicate that there is a need. for ,'.:'.:l :full-tifie clerk in s_ll 

schools of 150 enrollment or more.. In our schools the 

questionnaire returns reveal that but 10.0 per cent of' the 

nine- to thirteen-teacher aehools have clerks and bu.t 24. l 

or approximately one-fourth ot the fourteen- to twenty

teo.cher schools have clerical help in the office .. It is 

noteworthy 'that in the nine-to thirteen-teacher schools 

there is far g:ree,ter use of National Youth Ad.ministration 

help in the offi-0e than in either the larger or smaller 



scho.ela. T'his oonditiou ls probably due in part to the 

great need tor. clerical. help in that claseifioation •. 
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There was no attempt m.e.d..e to evaluate the :nmnber of 

schools having· a counsellor o:r the work of tbe counsellor. 

'?his crmiseion is not because the work ,,,.,as not felt to be 

.important but t1eoause trJts office is not found a.a a sepa

rate and o,:tst,tnct :fes.ture 1n the size ot sohools analyzed. 

Again, while every sup.erintendent and :prlnoipal is to 

some extent a counsellor, there is no way of dete~ning 

the. exact extent, or his or her work. It is safe to assume,, 

however, thti:t here. is -a field that 11eeds developrn.ent in 

most, if nGt all ot these soh.ools. 

First Aid as an Ot'tiee Funetion,.--In the 106 s4hools 
. . - .....-- ---- ......... --- ----

covered by the questionn.aia·e study, it 1ffi,S found that 7811 l 

pe:r cent had :l fi:rst aid kit i:u the office and 13.2 :pei.-

oent had a first aid cot in the otfiee. TWO officials ind.1,

oated that the.y ha.ii cots for first aid purposes elsewhere 

in the building. There a:ppesred to be no significant vari

ance between the different sized schools in tJte :per-eentage 

having eithe.r first aid kits or :tirst a1d ,cots., the variation 

being less than. 10.0 po:r eent in either ease. 

Th.ere exiets e. very great need tor better first aid 

facilities in our .schools if this study is any criteria. 

All eduoato~s recogni.ze thfJ importance ot health and yet 

approxim&tcly one-fifth of our school. offices are :not suppliecJ. 

witli first aid kits. Less than one•seventb. have a first ail 

,cot. Thi$ means that- vmen a pupil become$ suddenly 111 or 



is severely injured,in most of our schools he must needs 

he put upon an improviseid })allet composed of the wraps o:e 

other old.ldre:n. In hygiene, so o:ften one thing is ta.ugl1t 

wh.ile soru.et:,h:i:ng t~rrti1~e1y different is praeticed hy the 

school lts autho:citiesl 

TIIE Oli'J?!CE IN TifiE BUILDiliG 

st.ud3r of' th<i~ location of of:i'ic1:;)S on the dif'f'erex1t 

fl,::-HJl' .leVi)ls rev-,~al:s t!lf) l'faot tl1at the offices in Oklalloma 

schools are co.rtJionly to be found on th,1 f:.i.rst floor. Vir

tut:1lly ?O per cent of the of.:t'lees ln till sizes 01' schools 

'Here loeat~(l .:.in the f'irsd;; f'loo:r. The of the school 

appears to have s1uall bee.:ri:1c; upon which floor level it is 

located .. 

l1[oreove:r, · it ls interesting to notice that there is an 

i11.oree,slng tendency in t,.h:ls d:1.r1:ictio1:1. In ·Table IX which 

shows tendenoios in offie<} location based upon the date of 

erect:1 .. ort of bnlld:lng ia wh:1.eh the oftiee is cmatained, 

l t :ts f ou . .nd ·t; fEJvr o:f: tlle older buildings have the oti'iee 

on the fi:est f'loo1•. I:n the 99 c::2s§:ls Ln which the 1.iata we:r~ 

OOill:ftlete, it vlill be notod t,hGt but 15.4 per eent o:f' the 

early schoClls WEH'(~ bz11lt ',tii:;h offices on the first f.loor. 

L11 fact G.l. 5 per cent or e t of the thi.rtee:n Lts-ted dur• 

ing the 1ft04-14 period th,:, office bu.tl t on the second 

floor. :infteEm s,ncl f'our- to,aths per ce.nt, or: two ot th.era, 

were loof:.ted. on tr10 t,hira floor. 



TABLl!: I:X: 
LOCii/1:IOM {Ur Tr::11~ OFFICE ON DIFFEl'{EN1l' :fLOOR LEVELS 
COM~ARED BY TBE DATE OF EREOTIOl'l C.LASf3IFIC.ATION 

In 99 SCHOOLS STUDIED 

Date of 
Ere¢t.ion -· "" .... 

1904-14 

1915·25 

1926-37 

* 

15* 

44 

40 

15.4 ? • '7 61.5 15.4 

75.o 22.7 2.3 

87.5 12.5 ... 

'I"w-o schoolo in this olas::iification l1ad no offices 

'Nhatsoever, th,:::irofore, percentages n:re based upon the 

thir,teen wldeh had offices. 

nrdra, loct.tted the office o:n the fi 1·r1t floor. Du:e:tng the 

demonstrated by a percentage of 87. 5 in .favor of otfiees 

011 tho third floor. In fact, the 

having t~h(! offiee on the th1.rd tlc.Hn". 

con.di ti <.ms urnI GX which i. t be nll:vtsnJ)le to locate the 
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office on the s,iacond floor. !J1hus the fact that during the 

psriod 1926-37, in 12.5 9er cent or five of the forty new· 

school tmilcJings erect.eel, t oft'ice ·;rras still on. the 

rely d blE}. 

nmtter of acoessib11.i 

that t.he moth·::>d, is open to qi~estion. 11owever, even the sub-

jr~ctive opi:nio:ns uf' school of'f'icir:,ls should bee°"r some weiglit 

1:u the .TI:lj(ltt,cn~. Of tlrn 102 offices re:oor·ted, ap:proxiraately 

5o.O per cent were judg1:::d to be readily accessible to the 

main entrance of the bu,ilding. Forty of the 102 or o.pprox-

i. e. oectr_pying a position easily acccssibl12; from tlll parts: 

OF GJ?]'IGlt 

Numbsr of Roo:m.s ---··· 
this questionnai:re a:nalyeis, rooras othe1· than the general 

rare in the ty-pe cf schools nuder su!"Vey.. In T0:ble X it 

p1·0Ci:1dent in 111cst sc:1001.s. It would. seem to be found in 

~:ttion. The p:r:-i vute office i,s much rn.oro co:mmon in the larger 



TABLE X 
A COMP RISON OF THE PERC~NTAGES OF OFFICE SUITES 

CONTAI NING CtRTAI N ROOS BY GROUPING ACCORDING TO 
THE NUMBER OF TEACHERS EMPLOYED 

No. of TyPe of Room or Space 
Teachers No . of Gen. Prlv. sec. Work '"lait .First Board 
Emplozed Schools Ott .. Oft. Space Room Room Aid of Ed . 

5 - 8 3'7 83.8 8.l 5.4 2.7 8.1 

g - 13 40 92.5 25.0 12.5 7.5 12.5 2.5 2.5 

14 - 20 29 82.8 51.7 10.3 :3. 4 10.3 3.4 6.9 

Tota! IO~ 
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schools. In the fourteen to twenty-teacher schools, about 

one-half are turnished with private offices, according to 

the data collected. On the whole, this table presents a 

picture of inadequate and inappropriate otfiee space in 

our schools .. In Chapter III, it was demonstrated by quo

tation from authorities recognized in the field that all 

schools should have at least three main divisions: (l) a 

public space; (2) a clerical .space; and (3) a private 

office. The best showing of clerical spaces in the table 

in the groups designated is 12.5 per cent or five out of 

forty oases analyzed? This condition is also true in re

gard to watiting rooms which are found in but 12.5 per cent 

of office suites in the most favorable grouping. Vaults 

· were common to 23.6 per cent of school office suites (among 

106 offices 1 only twenty-five vaults were found). Suoh 

tea.tures as work rooms, fi rst aid rooms. and board of edu-

cation rooms are seldom found in spite of t he fact that 

,especially the first two mentioned are so vital to satis

factory ottice :tunct1on1ng~ central. radio control rooms 
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are undoubtedly luxuries that do not exist in these schools 

judging from the fact that only three public address sys

tems were found in any of the 106 schools studied. 

The custom of having but one general office is less 

prevalent in the l arger sehool classifications surveyed. 

This faet is presented in Table XI. 

TABLE XI 
P?RCENTAGES OF SCHOOL OFFICE SUITES RAVING BUT 

ONE MAIN OFFICE BY GROUPING P.~CCORDING TO 
NUMBER OF TEACHERS EMPLOYED (106 Schools studied) 

Size of school Total Number Having Percentage 
(No. of Teachers) Number one Of:f'ice Having but 

One Office 

5 - 8 35* 30 85.7 

9 - 13 40 28 70.0 

14 - 20 29 13 44.8 

Total l04 71 6l3.2 

Two of this group had no office 

Table XII shows a gradual increase in the inclusion of 

certain rooms in the office suite in the newer school build-

ings. There appears to be a small inorease in the number 

of office suites possessing private offices, clerical 

spaces, waiting rooms, and board o.f education rooms. How

ever, again in this matter, there is the greatest of need 

for improvement still in our schools. These increases, wh1le 

eommenda.ble, are coming too slowly. 



TABLE XII 
A CO "P; RI SON BY :PERCEN'l'AGE OF 97 OFFICE SUITES 

CONTAINING CERTAIN ROOMS BY DATE OF ERECTION PERIODS 

Date of Uo. of Gen. Priv.cier. ·rork Wait.First Board 
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Erection Schools Off. Off. SJ28.Ce Room Room Aid of Ed. 

1904-14 13 92.3 23.l 7.7 

1915-25 44 100.0 22.7 9.1 6.8 4.5 2.3 2.3 

1926- 37 40 80.0 35.0 12.5 2.5 17.5 35.0 , 7.5 

r.rotaI 9'7 

Another interesting problem in considering adequate 

of'fiee space is the size of rooms necessary. The results 

of tabulating the sizes of sixty-five general offices are 

presented as Table XIII. It will be noted that the mean 

or average size is considerably larger in the fourteen- to 

twenty-teacher systems than in the nine- to thirteen

teacher systems, and that the nine- to thirteen-t acher 

systems also in turn, possess more spacious generel offices 

than the five- to eight-teacher schools. 

Tllese gener 1 offices are certainly not ample in size 

to meet the demands of a satisfactory office su1 te. ost 

of the oft1ce suites in the five- to eight-teacher groups 

have but one room, the general office as indicated in 

Table XI. which shows that 85.7 per cent of them are so 

constructed. In view of the tindings in Chapter IV the 

verage general office in this tive- to eight-teacher 

grouping (156.0 square feet) is very little larger than the 

minimum for a private otfioe ot 140 square feet. The dit

terence ( 16 s quare feet) is. far from being sizeable enough 
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T.a.BLE XIII 
CUMULATIVE FREQ.UENCY OF THE FLOOR AREA OF 65 GF,NERAL 

OFFICE COMPARED BY GROuPmG ACCO DING TO :ti ER 
OF TEACHERS EMPLOYED 

square Feet of 
F-1.oor Area Less 5 - 8 9 - 13 14 - 80 
than C ul . Freq. Oumul. Freq. Cumul. Freq . 

359 . 5 26 20 19 

Bog.s 25 17 

279.5 18 16 

.249.5 24 16 14 

21 .5 22 13 13 

189 . 5 18 12 8 

159.5 13 5 6 

128.5 12 4 4 

99.5 7 3 2 

69.5 l 2 l 

Total 26 20 19 

Mean 156.0 188.0 198.2 

to accommodate a vault, storage space, clerical space, or 

public space, to s a y nothing of meeting .space requirements 

for first aid needs! 

gain the average size or the general office found in 

the nine- to thirteen-teacher schools is expressed 1n 

Table XIII as 188 .0 s quare feet. This is scarcely more 

commodious _than a public space should be. One hundred 

seve~ty-six square feet is the minimum si ze recommended 

in Chapter IV. It affords but 48 square feet more t han the 



minimum size for a private office, which would be about 

t he right size for storEge closet but rould fall far 

short of meeting the other needs of the otfiee suite. 
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Reference to Table will demonstrate that 70.0 per oent 

of the oftiee suites in the nine- to t hirteen-teacher 

systems possess just one such room. Even the minimum size 

for a satisfactory general office (clerical space and 

pub 11 c space) is 320 s uare f'e et. 

Fi n.ally , hile t he fourteen- to t wenty-teacher schools 

appear to be f itted 1th somewhat larger general offices, 

thy too, fail to meet t he minimum size set up as criteria 

for a general oftioe on the average. In fact, in the nine

teen cases cited in Table XIII, just one met the recommend ... 

ed mini mum. This general office was the sole room in the 

office suite, therefore, it could not be considered as 

meeting the office needs for space. The average size of 

198. 2 s.quare feet a s shown in the table is somewhat less 

than t wo-thirds the minimum of 320 square feet which was 

set in Chapter IV. It should be borne in mi nd that this 

minimum size of 320 s quare feet was considered ample only 

in conjunction with several other rooms or spaces • .Alnong 

the group under discussion about 45 per cent or the offices 

I/ere com osed of simpl y t he one general office. 

A study o~ 18 private offices reported :fully revealed 

much the same condition. Four measurements were given in 

the five- to eight-teacher groupings. Of these t wo exceed

ed the 140 square feet minimum set up i n Chapter Iv. 
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However, in three of these four cases, the so-called pri

vate off ice served as the sole office suite! Therefore, 

not one of these four private offices should be considered 

sufficient in size. ~ o of seven private offices listed 

under the eight- to thirteen-teacher classification reached 

the required minimum. Exactly the s ame condition obtained 

in the seven cases shown as fourteen- tot enty-teacher 

schools, as tar as private offices were concerned. 

Table XIV indicates that little thought is given to 

the actual needs of the school when vaults, workroom , and 

clerical spaces are designed. For example, one vault is 

noted to be nine feet square while another (which inci

dentally was in a small school) contained 72 s quare teet 

or eight times as much area. While a workroom of 100 

square feet is certainly desirable , one of such roportion 

as 420 s quare feet is probably very unnecessary and atfords 

much of wasted room. Finally attention should be directed 

to the ditterenoe in the sizes of the clerical spaces. 

One, the maximum size noted, contained 168 s quare feet. 

This is a good size. The minimum space suggested as ade

quate in Chapter IV was 144 square feet. In contrast to 

this is the little clerical cubby-hole containing 18 s quare 

£eet hich was found in a school of the thirteen- to twenty

teacher class. 

On the whole , it appears from the analysis of the 

number and sizes of r ooms and spaces found in the question

naire study that the offices of our village and consolidated 



TABLE XIV 
CO ,•p .. '\RISON OF · ci.XI · tJl · , INI?. , AND ED IAN 

FLOOR AREAS OF V ULTS, WORKROO [S, ·ND 
CLERIC.AL SPACES IN 106 SCHOOLS STUDIED 

Item 
Area. Measurement in 0quare Feet 

Y.ax!mum :Minimum ·edian 
No. 

ea sured 

vault 

,orkroom 

Clerical Space 

72 

420 

168 

9 

100 

18 

24 11 

2 

108 6 

. chools have been constructed with sli ~ t regard for the 

functions of the office. ff urthermore, that very few of 

them can possibly claim adequacy as to area or number of 

rooms. 

Arrangement and Accessibility of Room. --It was estab

lished through the study of 102 schools reported in the 

questionnaire that in eighty-six or 84.3 per cent of the 

offices, the main entr nee to t he office is from t he cor

ridor. In three ortices, the main entrance is from a 

classroom. Eleven entrances are made to the of fice through 

the library. There appeared to be no rel tion between the 

size or a ge of the school building and the location of the 

ain entrance to the offioe. rom this condition, it may 

be deduced that most of the main entrances into the office 

are satisfactory as far as location ie a factor. However, 

entrance through a classroo is not satis factory, since 

· office traffic will necessarily detract from the work of the 

classroom so affected . Entranoe through an auditor ium is 

undes irable ince during activity periods in the auditorium, 
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office traffic is fre quently a cause of disturbance and 

often the noise of t he a ctivity causes distraction to 

those working in the office each time the door is opened 

between. Gaining access to the office through a libr ary 

is certainl y unhandy to say the least. 

I n all suites cont aining a private o fi ce in addition 

to the gene r al office or waiting rooru, the private office 

opens directly i nto the general office, the findings re-

veale . counters are found oet·een the clerical space 

and t he public space or aiting r oom in each office con

ta i ning such spaces. Clerical or secretarial control of 

office traffic is provided in all offi ces having such 

officials . 

Built-in Office Fixtures.--The information gained from 

the questionnaires 1n regard to built-in fixtures tends to 

prove that such office adjunc ts are only moderately common . 

Thi s fact is displ ayed in able v. 
Ti:..DLE 1.rv 

FRI!> UENCY AND P +-RCENTAGE OF SEVERAL ;,RT~CLE., 
Jtomrn li.S BUILT- IN FI X RJ:i.:S IN T 01'FIC1tS 

STUD! ,D OR ADJAC IT THERETO 

Item Per cent or s chools 
Studied requency Poss~sing Item 

Cabinet 60 56 . 6 

Bulletin Board 58 54 . 7 

rophy case 34 32.l 

Mail Boxes 28 26 . 4 

Vaults 25 23 . 6 

Clothes Closet 11 11.6 
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Cabinets and bulletin boards are built into over one-

half of t he offices studied. Tro hy cases are found as 

built-in features in approximately one-third of the offices. 

Mail boxes ad vaults a.re common to about one-fourth of 

the offices. hile clothes closets are fixtures in less 

than t welve per cent of them. 

No signifio nt difference could be established bet een 

the percentages of the various ite~s in l arge and sn1all 

schools, nor in old and new buildings. 

HEALTH FF'ATURES O T E O FICE 

The health features discussed-under t his o ption are : 

(1) ventila tion; (2) heating ; (3) lighting ; and (4) floors 

and walls. 

Ventilation.--The proble of providing adequate venti

l ation in a room that cannot be heated to a t emper ature of 

68° Fahrenheit in a serious one, since no one ·wises to let 

in cold air from the outside vhen the room i a lready too 

cold for occupancy. 

The question asked in the questionnaire s t udy ias: 
0 

"Can the office be heated to ap roximately 68 i,~a.hrenhei t 

in the coldest weather?" 

From the compilations dis layed i n Table XVI , t he con

clusion may be dra~n that the larger schools are 1n better 

condition in this respect since in a ll cases, even in the 

older buildings, it was reported that an a proximate temper-
o 

ature of 68 was always possible i n cold weather . However. 

the medium sized group or schools s t udied also reported 100 
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per cent ability to mai tain such a temperature except 

among the gro p f schools constr cted between 1902-1914 •. 

Among the sm ller schools, it ap ears that heating facili

ties a.re improving as videnced by the · · ct t at in the 

older buildings 80 per cent of th offices could be so 

heated, while in the buildings built between 1926-193?, 

92.3 per cent were capable of bein heated in severe winter 

weather to that degree. 

Unfortun tely. because of the necessity for limiting 

the study, it was impossible to treat t e subject of rela

t ive humidity in connection 1th the study of Okl ho a 

School conditions. However , there ean be no uestion that 

this phase of health is one which is sadly neglected in our 

schools, classrooms and offices alike. 

Heating. -- urvey of heating methods a. n t made by 

the questionnaire ethod. The results of tho perso al 

visitation indicated three type of heating. Sixteen of 

the t'<enty schools had steam heat f'urnished by low pressure 

steam boilers, two w re heated by individual gas stoves, 

two posses ed radiators heate - underneath by gas lames , 

nd one was teated by hot air furnace. (One school was 

heated by both a stea radiator system and eas stoves. This 

made it possible to heat the verioua rooms one a t a time 

,.ithout firing the boiler.) There are still a f e Oklahoma 

consolidated and village schools th tare heated by indi

vidual wood or coal stoves. Five of the t wenty heating 

plants were thermostatically controlled. 
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Lighting.--Among the twenty school offices visited, 

eleven were found in which natural lieJlt came to the office 

desk fro the left, three desks obtained the light from 

the r ear, and five received the light from the right . It 

is indeed peculiar that educators who would not allow 

TABLE XVI 
PERCENTAGE COtffiffiir'O OF THE HEALTH FE TURES: 
HEAT G, WINDorr AREA, AND A TIFICIAL LIGHTING 

IN 106 SCHOOL OFFICE.:> TUDIED 

Year of ~rection of 
Buil ding and Item 

1904-140 
68 Temperature 80.0 

1/5 Glass J rea 80.0 

semi-indirect L. 20.0 
o. Schools 5 

1915-250 
68 Temperature 80.0 

1/5 Glass Area ?3.3 

Semi-in irect L . 12.3 
No. ot schools I5 

1926-370 
68 Temperature · 92.3 

1/5 Glass rea 

Semi-indirect 
No . of schools 

x o Date 0 Shown 
68 'l'emperature 

1/5 Glass rea 

semi-indirect 
No. of Schools 

92.3 

23.l 
13 

75.0 

75.0 

25 .0 
4 

otal No. of chools 37 

85 . 7 

85.7 

42.8 
7 

100.0 

100 .0 

50.0 
14 

100.0 

94.4 

66 . 7 
Ia 

100.0 

100.0 

1 

40 

100.0 

66.7 

33 .3 
3 

100.0 

73 . 3 

46.6 
!5 

100.0 

88 . 9 

55.6 
9 

100.0 

50 . 0 

50. 0 

29 

Total 

15 

44 

40 

7 

106 
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light to come to a student's desk from the right under any 

oiroumstances, still permit the practi ce in their own 

offices to work hardships upon their own eyest 

Again referrin • to T ble XVI, it 1 111 e noted that 

not 11 of our schools possess windo glass area equal 

to one-fifth of the floor area. One odd finding is that 

the smaller schools appear to meet this lighting need just 

a trifle better than the larger schools. A further study 

of the ble seems to indic te that there is s ome improve

ment in this regard among the ne er buildin6s . No 5roup 

shows le s th n to-thirds of its membership meeting the 

re ired r ti o • 

n examination of semi-indirect 11 htin J by artificial 

means as sho m by Table ..VI bears out the fact that except 

in the newer and larger schools, less than 50 per cent of 

t he school offices surveyed employed semi-1 direct lightins. 

:eny of the~ estionnaires returned contained comments which 

indicted that the common artificial light was sim ly a 

bulb and socket suspend d from the ceiling by a pair of 

light wires. 

One hundre one schools reported t e number of hours 

per 1eek spent by the superintendent and principal a t night 

in the off ice under r t ific1al light. Table VII r eveals 

the number of h urs so spent each eek in the three-size 

groupin ·s of schools studied . The aver ge number of hours 

so spent each week is 3 . 24 or a bout one- alt hour per day. 
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This does not take into consideration the dark days 

scattered all through the school yea in which rtificial 

illumination is necessary. 

'ABLE XVII 
HOURS PER '.NEEK OF OFFICE NIGHT WO K 1 i.!.P"RTED 

.:. Y 101 SCHOOL_ '"'TUDIED 

No. of Teachers - No. o1: 
Em"9lorod in School schools Avera~e :N'Umber of Hours 

5 - 8 34* 2.16 

9 - 13 39 3 .75 

14 - 20 28 4.21 

Total 101 l _ean 3 . 24 
* o schools reported no lights avallable 

Table III presents a sorry picture in regard to the 

adequacy of artificial 11 tin our school o fice. 

TABLE XVIII 
FOOT-CA!\~LES OF' ARTI}'!CIAL ILLU' IN, TION T POINT 

0 ?,rosT FREC..UENT USE IN 17 SCHOOL OFFICES VISITED 

Foot-C ndles 

0 1.9 

2 - 3.9 

4 - 5.9 

6 - ? .<J 

8 - 9. 

Total 

Grouping Ez umber of 
5 - a 9 - 13 15 

2 

l 

1 

2 

6 

l 

3 

2 

1 

7 

.. 
l 

2 

1 

4 

3 

5 

4 

2 

17 

These measurements ere made as expl i ued in Chapter II by 

us of a si ht meter. Since this experiment tion necessi

tated actual visitation in order to insure accurate measure-

ents, uri extensive survey was impossible. It t his meager 
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survey is indicative of actual conditions prevailing in 

our school offices, untold harm ie being done to the eyes 

of our administrators who work under artificial lights. 

'he table s .. ,o N'~ o l t o 1th ven the min mm requirement 

of eieht foot-candles at the point of rn.ost frequent use. 

None were ound w th t e ten tD twenty t'oot-ca!ldles recom

mended ! OVer one-half o seasad l ss of 1:1.ght intensity 

t nth~ r commended minimum for toilets and ~ sh rooms. 

•loors end iall .--Very little was e~t blished in 

this respect in the t dy. In the tvmuty schools visited 

all of that num er po oessed ro gh , plastor'9d mlls which 

were painted a light c lor. 11 of the floor s were made 

ot lne ·1ooring 1th no other covering ith t e exception 

of one offioe which afforded a rug. One office was fin i sh

ed ith metal oodwork in place of t e dark finished , 

regular woodwork found in the other nineteen. 

OFFICE URN Ttm:5; AND FIXTUR S 

The fre~uenoy or the most common articles of office 

furniture nd fixtures as studied in the 106 schools sur-

eyed appears abulated as •rahle XIX. iling c b1net are 

ound more comm.only than any other article ccording to 

the resul ts obtained. Win o·: shedes o.nd book ca .. e re 

f und in over ono- halt' of tht., schools i n t h e hree group

ing~ . 

Flat-topped desks upp ar more frc~uently in t he larger 

cbool than. in the sm ller ones. Les than one- half of 

the o flee in the small er ochools are eq_ui~ s'ed with t l is 
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type of desk. In the five- to eight-teacher group, 8.2 

per cent of schools (three cases) had no office desks of 

any sort. The roll-top desk still is found in about one

half of the sch ols. Ho •,ever, in the l :lrger schools both 

types of desks are often found in the srune office. The 

office swi el ehair vhich is orefer ble for desk use is not 

found in one-half of the small schools. Over 60 er cent 

or the larger schools are so equipped. The common straight

back chair and the low-bao office chair still are used a t 

the desks in many offices. ~ folding chair constitutes 

the desk chair in two small schools answering the que stion

naire. "lindow curtains or drapes are common to about one

fourth of the school offices. Less than one-fifth of the 

school offices possess magazine racks. Safes are much more 

commo in the larger schools than in the smaller ones. 

Buch items as waiting room furniture, rugs, and steel 

lockers are seldom found in our school of:f1ees in the sizes 

under discussion. The desk lamp, whi ch is so essential to 

economical and correct lighting at a desk, is also infre

quent y found. They .re o c common in t he l a r ger schools 

than in the sm~ller ones. Duplicate key sets are kept in 

less than one-half of the school offices noted . 

I DS AND CO .UNICATION DEVICES 

The percentages of aids nd comrnu.nicatiou devices 

found in t he different sized ~chools 1 eluded in t he 106 

s t udi ed h ~ve been d 0 splayed as Table xx. J lso in this table 

will bo noted a com aria n with some results from a similar 



TABLE XIX 
COMPARISON OF PERCE TAGES OF SCHOO OFFICES CONT!INI NG 

C:B.iR'rAI RTICL~S OF F'J I IriGS BY GROUPilIG ACCORDING 
TO TEACHERS EMPLOYED I N 106 SC OOLS STUDIED 

Item 
Percentages 

num'6 er of Teachers Em .• l oyed 
· 5 - a g - 13 14 - 20 

F le Cabinet 

V:indo,; 1ades 

Boo ses 

Tyµe . Table 
(or st nd) 

Roll-top Desk 

'75 . 7 

.: 4 . 0 

45 .9 

45.9 

45 . 9 

Office s wivel Chair 40.5 

Dupli ca te Key set 32 . 4 

Str ai ht-back Chai r 29.7 

Lov - back Chair 24 . 3 

Curtains or Drapes 21.6 

agazine acks 

Saf e 

Va tting Room urn . 

Rug 

steel Looker 

Foldin"' C i r 
ut Desk 

Desk Lap 

18.9 

8 . 1 

5 . 4 

5 .4 

b. 4 

5 .4 

2. 7 

85 .0 

ao .o 

77.5 

65 . 0 

60.0 

67.5 

42.5 

1 2 . 5 

20 .0 

35.0 

l?.5 

20 . 0 

25 . 0 

7. 5 

5 . 0 

8 .2 

6 . 5 

?9.3 

48 . 3 

62.0 

4 8 .3 

l'i. 2 

20 .? 

24.1 

17 .2 

31 .0 

24.2 

3 .4 

17 .2 

1 08 



study made a few years ugo by 'Reavis an ;Joellner ( 25: 98) 

among 522 re resentative sehools in the United ~tates . 

'l'hes latter school all belonged to t he North central 

ssociation of ·>eco ry ch olB and therefore, probabl y 

represented a very rm c 1 more sel~cti ve group than those 

in the present s t udy. 

TABtE 
r,; CE · ·.1. .. GE C OMPA R:::s OF Trrn Lrrn.~JF.Il OE' SCHOOL 

O ICES CONT1 UHNG CERTAI H O i'FICE IDS 1 JD EAlIS 
OF C ~ 'tJi'T!CA.1. IO? Y G OUP TC .'..C0 ;-,ri N TO 

Ut1,, ER 01!' TEACEEHS 11PLOY~D IN 106 SCHOOL3 STUDIED ; 
·r SO OL·P/:q " 1 TO TI, 5 EAVI A.ID : OELL! sm-r 

• Pere en tt .. c;e s Reavi s anci 
Item. r- Eer of Teacners Emnioyea 1•.roellner 

5 - s g - I3 IiI - rm s tudz 

Type r iter e'7.6 ?5.0 100 .0 98.l 

Iii e gr ph 54.0 67 . 5 82 . 8 91 . 5 

Si gnal De 1 40. 5 32 . 5 .,7 .6 (not shown) 

Privt.te 1 hone 21.6 47 . 5 8 . 6 
94 . 2 

Public ' .:. hone 1 8 .9 25 . 0 31. 0 

Buzzer ui al 13 .. 5 10.0 3 . 4 {not shovm ) 

AddinO' l'aohine 10.8 20 . 0 24 .1 ?1 . 2 

1ult1 .,r aph 8 .1 10. 0 20 . 7 19 . l 

Certra.l Control 
Clock 5 . 4 17 . 5 2'7 . 6 8 5 . 8 

blic lddre .)s yst em 
( 3. u.1 Oontr l) 5 . 0 3 . 4 (not shown) 

Tho ca.vis and ·;oellner r eport was made about seven 

ears ago (it was published in 1930} . :hsrefo e , it my 

ot be a very exact c 1aracteriz tion of conditions today. 
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In view of this consideration, only generalizations clearly 

outstanding rdll ba made from the comparison. 

It •;\•ill be notea. that at that time the public address: 

or radio control system was :not common enough in schools 

to be included. signall:tng d..evices were not listed either. 

The greatest use of sueh devices is to signal tor the end

ing and. beginning of class periods. In the sollools noted 

by Reavis and ;:;oellner, thare would be little use for these 

signalling instrum.ents, since 85.8 :per cent of these schools 

possessed centrally controlled program clocks. Adding 

machines and program elocks were found to be mueh more com

m.on in the group surveyed by Reavis and Woellner. The 

Oklahoma schools in the fourteen- to twenty-teacher systems 

compared very favorably w1 th those in the larger survey in 

regard to such ite:r.m as type1Nriters, mimeographs, tele

phones, and multigrephs. 

1:.mong our Oklahoma. schools, typewriters, mimeographs, 

telephones, adding machines, multigraphs, and centrally 

controlled program clocks were found to be much more common 

in the larger se.hools. Signal bells and buzzers tended to 

decrease as the program clock inereasred in :frequency of 

appearance.. This fact needs no explanation. The public 

add:rass system is very seldorn established in the school 

offiees of the range studied, according to the findings 

shown. 

Table XX evidences great need for of.fiee equipment .of 

the types indicated, especially in the small schools and 
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also to a great extent in the middle-sized group noted. 

It shovvs a eurprising lack o:f.' equipment vi te.l to economic 

use of time and energy in the office. Mot only is this 

true, but these conditions lead also to less efficient 

sehool management and poorer provisions for careful super

vision. The.re.tore,, it school administrative and super

visory practice is to be at its best in our schools. the 

office aids and communication faeilities must be greatly 

improved, especially in the small schools .• 

Ol!'FIC1~ RECORDS 

The su'bjeot ot uniform and adequate records for our 

schools is one ot outstanding importance to all Oklahoma 

adra.inistra.tors and supervisors. It remedial work of any 

nature is to be effective and pupil progress is to be 

assured,. complete records of pupil accounting must be kept. 

If a. harmoni.ous and progressive school proe;ram. is to result, 

many general records are neoessary. If the many pitfalls 

due to unsyste:matie expenditures of :r.:mblio money are to be 

avoided 1 Qaretully kept financial records are incumbent upon 

the school administration • .In addition to these records 

several temporary office records are neoessary to ef:f'ieient 

administration and supervision. 

Records Required !:.Z the state ;pepa~tn1ent .9f. Education. 

'The following reeords wh1eh are required by the state ne .... 

partment ot Education for aocrediting are kept by all of the 

officials in the twenty schools visited. 
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I. 1?up11 Accounting 

A. Enrollment by Grades. 

B .• Pocket Class Reoord of Attendance and Grades. 

c. :Permanent Reeo:r·d of Attendanee and credit. 

D. Transcripts of Work completed in Other schools .. 

:E. Report Cards. 

II. General 

A. Pa~ts I 1 II,. and III of the Application for 

state .Aocred1 ting. 

B. certifieates of Teaehers, Truek Drivers, and 

Janitors. 

o. Curnulative record of Subjeets Taught. 

D. Daily Program.s or Schedule of Classes. 

E. Inventories or- Equipment, Apparatus, 

Furniture, and Library Books. 

F. Statistical Report, Part I. 

c .. File of State Bulletins, 

li. Transportation :Map of 1:l1erri tory Traversed 

a.nd served by School Buses .• 

I. Tro.nsportation Report of Bus Drivers 

.J. Annual State Transportation Report. 

III. Financial 

A. statistical Report, Part II 

iU1 twenty schools keep the Athletic E.legibil1 t:r Record 

and the Individual Participation Sheet required by the Okla

.llo:ma state .Athletic i\ssooiation. The time sheets, applica

tions, pay rool mem.orandums, and the various bulletins of 



tha National Youth .Administration were also kept by the 

twenty schools. 
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Records Required EX State ~ .. --such records as: 

clai1us for payment for merchandise .sold to the school; the 

official estimate; the reeord ot :minutes of the board meet

ings; the record of minutes ot the annual meeting; the 

census report; teachers contracts; and the warrant book 

are kept by all of the twenty schools visited. In :most 

eases. however, the clerk of the board of education keeps 

these reoords at his home -or place of busine$s and. not in 

the o:f'fiee. 

Other Valuable Records Found.--In addition to the rec

ords required by the State Department of Public Inatruet1on 

end by state Law, ra.any other records should be taken into 

consideration. Records common to all or almost all of the 

twenty schools visited are: the Instructional score Oard; 

a calenda.r of events; ab.eenee and tardiness excuses; and 

Office reeord_s ot grades by four or six. v1eeks periods. All 

but the smallest schools also afforded a. oard tile of the 

pupils registered in the school. 

Since, in virtually every instance, the records just 

diseussed were located in the office records of the school, 

or at lea.st kept by school euthoritie21, it was not deemed 

necessary to reconsider them all agai.n i:n the questionnaire 

study.. A tew ot the more important ones are shown in 

i:'fable xn. The :reason for this is to demonstrate how tre

q_uently they are to be found actually in the of:fiee. 
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Among the pupil accounting records shmivn in Table XXI 

it appears that the individual cumulative folder is the 

more corri11wn. It is .not f'ound, howe·1rer, in he.lf of the 

offiee.s except in the smallest nchools. The h1dividual 

health record, '.&he individual guida."l.ao record, o.n.d the reo ... 

01"d of punishment and pral,lem cases could v1ell be brougl1t 

together into the one individual cmuulutive folder, making 

a simpler arrangement with fewer tiles. 

1rhe individual protile sheet or curd ·wtich is so valu .... 

able in r6meditil a.nd diagnostic work is aeldorri. to'Urid in oUF 

schools. 011 the average,. less than ·ten per cent of the 

schools 1uake use of this record. 

Age-grade and age-progress cr1arts or cards are very 

neaeasaI'Y to point out .necessity for romedia.1 'Nork vii th 

individuals and group wea.knosses,. yet they are not corn.r:1only 

p1 .. ovid.ed ln the usual s ohool office records. 

iilllong the general records, the teaohers' semester 

summary is the rti.ore frequently found of those noted. It was 

observed to be <lomuon to approximately 70 per ee11t of ·the 

106 schools covered o;r the quea:tio.nnaire. Records of 4the 

amiutil meeting and of the board meetings were located as 

definite office reoords in over one-hulf ·Of the schools re

porting. The use ot teacher rating cards is not general 

ru:n.ong the schools. 

'!'here is al.so a very apparent need tor better f ina11cial 

records and accounting in Oklahoma school offi-ees. Table rrJ 

1.ndicates that not ma.,1y more th.an half ct t,t.i.a schools 



TABLE XXI 
P •, RCENTAGE C OKPARISON OF CERTAI N OFFICE RECORDS 

KEPT IN 106 SCHOOL OFFICES STUDIED BY GROUPI NG 
NUMBER OF TEACHERS EMPLOYED 

Number or Teachers Employed 
Type - Record 5 - a 9 - 13 14 - 20 

pil Accounting eoords 
Indiv. cumul. Folder 54.0 

Indiv. Health Record 2?.0 

.. ~ge-GradeChart 21. 6 

Indiv . Guidance ~ec . 16.2 

ge-Progress Chart 13 . 5 

Indiv. Profile Sheet 10 . 8 

Ree . ot Punishment and 
Problem oases 8 . 1 

General Records 
Teachers ' s emester s um. . 67 . 6 

Record of Annual eet. 62 . 2 

Record of Board teet . 51 . 3 

Teacher Rating Card 35 . l 

Financial Records 
General School Funds 
Expenditure Record or 
Encumbrance Record 67 . 6 

Purchase Orders 56 . 7 

Extra- Cur . Funds Rec'd 56 . 7 

Detailed s tate . of 
Needs (annual) 

Receipt Book 

Insurance Record 

56 . 7 

35 . l 

32 . 4 

Coupons on Bonds Reo''d 13. 5 

Long Term Fin. Plan 10 . e 

Tax Oollections Rec'd. 5 . 4 

45.0 

32.5 

20.0 

15.0 

2. 5 

10 . 0 

17 . 5 

70.0 

62 . 5 

62 . 5 

25 . 0 

85 . 0 

62 . 5 

60 . 0 

70 . 0 

2? . 5 

67 . 5 

1 5 . 0 

17 . 5 

31 . 0 

2? . 6 

34 . 5 

3 . 4 

3.4 

20 . 7 

72 . 4 

65 . 5 

65 . 5 

2? . 6 

79.3 

58 . 6 

82 . 8 

'79 . 3 

24.1 

59 . 0 

48 . 3 

13 . 8 

20 . ? 

115 
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represented use purchase orders. Yet any board of educa

tion may legally turn down any claim presented for paym:ent,, 

if a properly filled purchase order has not been ma.de. 

Oklahoma sehoo,1 law provides that in such a oaso, tha sup.er ... 

i11tendent, principal, or other purohasing agent is liable 

for t11e entire bill. 

Returns from tbe questionnaire study also indicate 

that many l'Hlhools are .negligent about keeping an extra

curricular tunds record. sueh a record will go far to show 

honesty and integrity on the :part of the person handling 

this :money to say nothing of providing a business-like pro

cedure :f'or accounting accurately. This lack of careful 

accounting has been a source of criticism of many otherwise 

competent school administrators .1n this state tor :many years .• 

It is high time that this eondi tion be rem.edied. 

The earetul· use of a receipt book will also do much to 

remove all que s.tion about the proper accounting for all ex

tra-curricular funds, yet relatively few of school officials 

employ this accounting dev.!ee. 

The use of et detailed annual statement of needs for the 

coming year is shown to be fairly common :ln our schools. 

\'his is not true of the long term financial plan. ~Phis lat

ter condition .is undoubtedly influenced somewhat by the re

lat.ively shQrt tenure of school administrators in the schools 

m.e.king long term planning an uncertain procedure. This is 

not .in defense of suol1 an attitude, since no def'inite 1>lan 
I 

for a .sehoel p.:rogr0.Il1 is complete without long tenn. planning. 
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·:r1 thout &'.Qcb ~lannJ.ri1r, the p:ro1,rrt~'l outlined must b0 a ba~ 

ha~art aae~bling of need$ from yet.ir to yf$U with.out any 

4et1:tt1te a;oal .. 

VltiEll:,. no t1n~c1al reeoris are e4eque:te or eomplete 

wltb.ou1 a record o-t inauranoe, ooupov..s on bowta,, · and tax 

ctdlsctit)n~. At ,i-eae1rt. th.ese :rtt<:orde ai:'e not. vcrr eom.

mGDlr found. as Table JOCI will demonstrate. Espeoiall7 .ts 

that true of the reoord of tax ooUeetio!1$. 
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Sinoe this analysis represents a questionnaire .survey 

of 106 representative schools selected by random sam.plil1g, 

i'eatur.ing data from 15.73 per eeut or the total number of 

schools in the state belonging to t.he elass1ticat1on studied* 

it is considered i'airly rep.re sen tat1 ve of the whole number 

ot sueb school$.. While there ts no intention to justify 

the conclusions drawn from the visitation ot the twenty 

schools, it is 1nteres.t1ng to note that there wa.s olos·e 

correlation in most cases between the findings tro.m the 

visitation and the date resulting from the llUestionnaire 

study. A small deviation was noted in eases wherein sub

jective. jud9l-ent.s played a pa.rt; the data from the ques

tionnaire study were slightly more favorable to the school 

and its ottice than were the findings trom. the visitation. 

It appears from the analysis that there is great need 

for better of:t'ioe faoili ties in our village and consolidat..., 

ed. sohoola. l?artic:ularily 1a that t~ue of tlie smaller 

s1stems. If it is impo.,sible or irnpraotioal tor the smaller 

units to obtain these facilit,1es, then they must give via.y 

1n time to larger units having more effective and ettioient 

administration and supervision obtainable through better 

.tac1l1ties. 

Definite Obse:-ve.tions.--In view of the findings r~o:m. 

the data tabulated and studied, the followin,e observations 

and e onolusio:ns seem justified .. 
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l. In :many cases 1 administrators and supervisors 

ria:ve all the routine office work. netter results would 

obta.i.n v:i th more clerical help. Less than one-fourth of' 

tl:ie schools in even the fourteen- to twenty-teacher sys

tems possess a clerk. 'Phis means that the time of a re

latively highly paid superintendent or prinoipal must be 

employed to do routine work wr1ioh a much. less e:x:pensi ve 

clerk eould do, allowing more time to the superintendent 

or principal for administrative and supervisory functions. 

2. First aid facilities are round to be sadly lacking 

in spite of the fact that school people recognize that 

health is a first principle in educational practice. 

3. Mo;re rooms ere :needed in most office suites. A 

private office is a practical necessity, and yet it is 

found in only about one-half' of the office suites of even 

the larger seb.ools studied. ?Jorkrooms and waiting room.a 

are apparently still considered a luxury lry authorities 

:plar.n.iri..g school offices. Every school of:t'ice suite should 

oon·tain three spaces or .rooms: the public space, the oleri

oel space, and the private otfloe, yet by far the most com ... 

mon o.tf'ice is sirnply one large room. 

4. The study he.s also revealed that the size 01" .roo.n1 

ordinarily found 1n the office suite is entirely inadequate 

to house the necessary apparatus and permit the needful 

activities comm.on to the room. Rooms possessing even the 

t:in1mum number of dquare feat necessary for ordinary otfioe 

functions are seldom tound. 
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5. Built-in fixtures, in spite or their obvious advant• 

ages are generally overlooked and lert out by those who 

pl.an thEl offices. vaults are :found f'ar too infrequently. 

Less, than one-fourth of the of'.fiems possess them... T".ae 

reatJ;on for suoh poor oft:tce acoom.modati.on.s is because tew 

defini t.e cri·teria Lave been avuilo.ble in the pust, judging 

by present conditions. Speeitl.catio11s :t .. or 'building· plans 

have been Va(,ttie an.d indv:finite in regard to tile otfice 

varying from no mention at all to little mo:re than n small 

l"OOOI lett somewhere. /1,ny competent archi teet can design fl\ 

satisfactory o.ffice if he knows just 'Ghat is desired but 

few school people know. thomselvea 1 Just what is needful .. 

The contractor crmuot be blamed, since it is to his interest 

to fulfill llis ;eontr1:w't a'G 1the least possible eitpense to 

himself for labor and materials,. 

The blame then to:r the :pi•escnt oondi tions must be 

shouldel'ed by the administrator e.nd. the eehool board who 

have failed to develop o.riteria to govern the construction. 

and fixtures of the of'fiee euitG. In contemplating any kind 

of school building p.rogrs:m, the servi.ces of the Oklah0ma 

state Sohoolhouse Planning Board, e, d.ivision or the State 

Department of Public Instruction, should be secmred. The 

eer'lriees of this office 'tf;ould save many serious and costly 

blunders in all sehool. construction. 

6. While heating, ventilating, &:rJ.d natur~ ligjiting 

.fae:1lit1,es are generally :fair in our .schools, the study in

~Ucates that artificial lighting is not :far short of being 
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atrocious. It was found that merely a small number of 
.•. 

offices p<>ssess even the minimum number of. toot-candles 

of light permissible. Not one of the number studied show

ed the rseOJI.m.ended number. '!he :purohase ct: a so-cal.led 

"student le.mp!• which can be p:roeured. for the .a:ppro:ximate 

sum of three dollars is recommended as being adequate to 

light p:roperly- · EHl ot:t'ice desk. BY moving this lamp, the 

right light intensity raay easily ba seoured at the point 

needed. All lamps of this ·ty_~e ·which are properly c:on

s.truete<1 n1'e sta:m;ped •11. E. s. ~, :th.is uteans that the lamp 

meets th<:!) standard$ of the Illtnnination En5'ineers society 

referred to in Chapter Y. A lruup which cloes not meat 

these specifications el1<.rtlld. :aot be purohased. On the whole, 

losr; than one ... lle"li" of tl1e sehool oi'tices hal.16 semi-indirect 

l!q)lting. The nev-;er and la1•ger .schools show 1u.arked im

provement in this rf'lspeot. 

7. Furn! ture, general off ice, and eoramunica:tion aids 

ad.equo.te tor function1;,..l office nee-de f,tre not to be found in 

mort offices. As ha$ already been ob.fHn·ved,. srtta.U . .schools 

are particular offender$ i:r1 this respect. Alm.ost one-hal:f 

of the offices do not have the o:t.fi.ee swivel oh.air at the 

desks, but still utilize a.o:me other less eomfor.,tabl.e. t.ype. 

Bookcases are found in over m1e-halt tne offices observed. 

Magazine raeks and .saf~s are :lot eomr;a,o.nl.y found in offices, 

altl1ou(th tlle;r are .needful eg_uipmen t. Curtains and drapes 

\V.hioh give an n1r ·or refinement to an ot:t:iee if ta:rofully 

solcctod, are to be found in about one-tou.t''th of the school 
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ottlces. 'fypewrltere a.re common to about two .... third.s of 

the $DJ.all s-ohool syirtems, three.fourths ot thf!! middle 

si~ed systems; and in a,ll the seh.ool oftiees ot the la.rgar 

,elaseifioe.tion. surveyed. Telepb.onos, ri1i1ueogr2.phs, aig ... 

rie.ll.ing devices, ,and £.il.ding mact.in,es arc far !'rom being 

con_auo:n in all :achools, espsclally the smalle1· ones. AS 

co:n:serve:rs of' time and en~1·gy • these nids are essential,. 

a. Wltile ~ll reoo1·ds required by OklaJ10:ma State .Law 

and the state Departm.ent ot Public Inst:ruction are kept 

fairly well by the sch:.>ols, there has 'been shovr.n a vital 

need, for :reoord im.p1·ovement. 'l'he sul,joct of record im

provement is,, in itself, an a:uple o:ne 1·or the basis ot 

several master•s theses. 

Tb.e in.di vidufal eumulatiYe folder containing ell reoorcis 

on each indi vio.ual ,itudent is reeo:m:me,n,ded. Health and 

guidance records should. be kept.. At present thE;se reoord.s 

are not found in one ... half ot the sehools surveyed. 

Purchase orders should be used for- all school pur

chases &nd then beeo;me a part of the :perm.anent .1·eeords .. 

Careful accounting; should be eiven for all extra-eurr1eular 

aeti ·ri ty f'un.ds~ More thorough planning ot tinaneia.l needs 

ovi::1r a per.iod of years should be IJ.ade 1:a most schools. 

Buch reco.rds as tr1at of insu1"e.nce eo.rrled, coupons o:a. bonds• 

and tax eolleotions should be kept in the office. 



IA CB:ECK LL3T FOR '1.lJ:lE OFFICE SUITE 

Field survey of Offices 

Nari1e of School surveyed .,.,._. ______ .. _ ... ,,....__ .... ....,__......._,.. 

A. D-nte of erec.tion of :ouild1ng 

_B. !\Twnbel." of teachers: 

1 .. Five to eig}1t 

2. rline to thirteen 

3. F,ourteen to t·,venty 

o. Ntimber o.t administrative officers 

-.. -• County --

---------~--
-~--.......... 

D. Notes ou remodelin€s Qt oftioe ainee erection ... - ..... --

E. ~ype ot heating: 

1. steam or hot Vll"ater - radiator 

2 .. Gas stoves ............ ._ .... _ 

4. . ...................... .., .. ------- ~ 

5. Thermo.static eontrol --·----... -

F. Type of walls: 

1. Wainscot 

2. Plaster 

3 •. oompo,sitlon, wood.pulp., etc. 

4. Wallboard 

5. 

._ __ .,. __ ..,. __ 
_ _.._, ............... -

--~-1111!1!--- ....... 
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G. Sketch showing location of office suite in building 

• Sketch showing rinoipal items of e 1uipnent found 



!. List ot recorcts kept: 

1 .. Pupil iiOCOUJ,"lting 

b. Jt.tI'e·--progres:s Cflrd-------.---,.....- ... ,.,.-- .... --..,_--... -.---.----.......... 

o. Athletic elegibility--·--... -------------·------...... 

d. Oensl1s: report-.--..-----~---.-----.------·-4"11'- .. ---------.... -...-.._~,._ ____ .. 

e.. Gumulat1ve folder ( indi vj,dual) - .... -------------.... -

T. Eclucational ago-grade oarfl or she~rt ------------

g. 'JJ:11roll:n1ent by grad.es-.. --.--... , .. .,. ..... _.., ____ .,. _________ _ 

h. Guiclance reeord card ·----------------- .... --------

1. Heal th reeord card ·-,--·------... ------------------

j. Indlvicluel :r,artiaipittion sheet 

( ,athleit:l c groups) _.,. ... _.,. ... __ ---- ---... --------------

k. Individual :profile sheet ... - ....... _.,.. ___ .,. ___ ..,. ___ ..,..,_ ... __ 

l, .. Oftloe reco;rd of ere.des by six 

m ..• Pocket class reoo:rd (atten.darice and grades) ...... - ... -

u.. permanent record of' units of ored.i t by 

sem.esters .................... -~----....,. ...... -_. ...... _ .. ____ ..,..,.._"'""" ___ -.i,•-~~--~,-......... .. 

<h Recox•c1 of' punishment of problem eases ... .,. _____ ..., __ 

:r. Tre.nsfers: 

(1} .Applications for transfer ----........ ___ ,..._,.._ . ..,.,... __ _ 

( 2) TransfE>r li$ts ------------ ---------... -------.... 

( 3) Record of atten.:tanee of transferred pupils-- ... 



2. General records: 

a. Applioat.:Lon for State Accrediting: 

( 1) P'a1'"t I 

{2) Part II 

( 3) Part III 

b. certificntes: 

(l) Teacllcro 

( 2 ) 1:rru ok a. :rivers 

{3) .Jenitors 

c. Ql..UUUlati ve record of subjects 

taught by yeara 

d. Deily p~ogra:As 

e. Iast:ruetional sco:r:e -card 

:f., Inventories • equi:pment, apparatus,

library, furniture; etc •. 

g. Na ti m1al 'Youth Adm1nietration 

(1) Applications 

(2) Time sheets 

(3) Bull etina 

h. Record ur m.inu-tes of board r.ieeting 

1. Hecord of minutes of Gnur1l mee'ting 

J. Rules and regu.lations 

k. statistical Et:.rport, Part I ( State) 

l. st~.te bulletin 1:'ile 

m. f:J:eaoher transeri:pts 

n. 'reacher c:on'traets 

o,. Teach.er rating cards 

..,._..., ... ~- .... --

..., ________ _ 

·----~-•/illlti.".'ll!Oa\-*•· 

---~· .. ----- .... --



p. Teacher semester smm:i:iary 

q. Tran$:port$t1on map of territory 

covered by sebool buses 

r. Transportation report (bus drivers) 

s. Transportation report {state) 

3. Financial records 

a. Audi tor•· s report 

b. Budgets 

(l) Long term financial :plans 

(2) Detailed annual (used to 
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_"""" __ ,... ___ ~ 

determine needs tor the year) --------

(3) Official Approved Estimate and 

Financial statement --------

(a) Sources of income --------

(b) Bonds :purf.l'hased and 

outstanding --------

(e) Distribution ot funds in 

o... Claims ------·--

d. coupons on bonds --------

e. Expend! tures and appropriation reco.rd ---------

f. Extra-curri cula.r tunds record ----·----

g. Insurance reoord --------

h. PUroha.se order (requisition) --------

1 .. Receipt book --------

j. Statistical Report {financial) Pal"t II ...... ------

secondary Aid Report 
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k. Tax collections .record ...... --... --

l. wa:rrant book -----·-

4. Temporary office records: 

a •. Absence excuses ---... - ... -

b. Calendar of' event$ -----...... 

e. Report cards -·----

d. School directory ""'·---··-

e,. Tardy oxeuses -------

r. Unsatisfactory work report to parents _.., ____ _ 

J. Cheek list of equipment: 

l. Adding machine •------

2. Book ease ·-----· 

3. Bulletin board -------

4. Chair ( office swivel.} ..... __ ., ....... 

5 .. Chairs {visitors) --·-··--

6. Clothes rack or closet ......... - ... --

7. Clot ( first aid) -------

8. Counter in secretarial spaee -------

9. Desk (flat-top office) -------

10. Desk or v,ork table --... ----

11. Desk lamp ----·--

12. Filing cabinet ....... -- .... ··-

13. Flrst aid kit ••-·----

14. Key eabinet (tor all scllool keys) ......... ___ _ 

15. Lavoratory -------

16. Mail boxes for teachers -------

1'7. Magazine rack ... -----



18 .• Multi graph 

19. :rarneograpb. or other duplicator 

Ji:i.meoscope 

20. Pictures o:u wall 

21. Program. clock 

22. Public address system 

23. Rug on tloo:r 

24. Teachers register 

25. Telephone 

26. Typevvri ter 

Typev;ri ter table 

21 • Trophy case 

26 .. vault or safe 

29. t\.'a.ste basket 

30. Wind Wl! drapes or ourtains 

51. r!indow shades 

II. Office (Private) 

A. type of lighting 

1. Direct 

2. sem.1-indireet 

3. lndireet 

B. Foot-oan.dles ot light at point or 
frequent use 

o. V\findow area compared to f'loor a.res. 

D .• Fl.oors 

l. Linoleum., cork. fiber, oompoaition 

or rug on a wooden floor 
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........... --~ 

. ..,,.. __ ._.~-

___ ._. ......... . 

___ ._..,.. .... _ 

---------

--""""'-··-~ 

...... _._. __ 

............ .-if, 



2. Bare wooden floor 

3. cement floor 

E. ventilation 

1. Windows only 

2. ?/!ind.ow ventilators 

3. 

13:0 

F. Measurements of' room and cl11ef items of equipment 

!II. seerfjtarial space 

A. Type of lighting 

l .. Direet 

2. semi-indiraet 

5. Indirect 

B. Foot-candles of light at point of 

frequent uee 

o. Window area compared to floor area 

D. Floors 

1. Linoleum., cork, fiber eomposition 

or rug on floor 

2. Bare wooden floor 

3. Cement floor 

E. ventilation 

l. Windows only 

2. Wind.ov1 ventilators 

3. 

-·-----.-
----·---..-... 

....... _____ _ 

..... --....... 

.................... 



IV. 
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F. Measu.:rements of room ana. chie.f iten1s of equipment 

A. Type of lighting 

1. Direct 

2. semi-1ndireot 

3. Ind.ireot 

13. lrloor 

l .. Linoleurilt eork~ fiber, eo:mposi tion 

covering or rug on floor 

... ~,----.. ---

c. Measure:rn.ents of rooxn a:nd chief' items of eqy.:i.i:pment 

,r. Other room.s included in tht, office suite 

A. Library 

B. workroom 

C. First aid -........ _ ... _ 

D. Radio closet, space or 1•oom ------~ ... --
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A i:J,tfl~STIONH'AIRE 011 THE SCHOOL Oll?ICE 

Name of t.he School , ----~----------· County -------
Date of erection of building in whicl1 office is located 

Number of adin.in1strat1 ve otfieers ( superinte:o.<lent, Princi-

pals, olerka, secretaries; etc.) usin~ the office ____ _ 

Total number or the instructional staff in school ----
l. Does the board ot education meet in the office? -
2. Is there a first aid cot in the office'? -----
3. lf:I the1 .. e a first aid kit in the office? -----
4. Hmv many hours per week does the superintendent 

and pri:noipal average working at .night under artificial 

otfiee light'? ------
5. Do you have a secretary or elerk? ----------~----
Location of Office in the Building .• : - .......,._ ... .........,...,..,..._..._...,..__._ ......... 
( Underlirie 1 teme that apply to your office) 

l. The office 1s on the (first, second, tl1ird} i'loor. 

2 .. The main entrance to the o:t'fiee opens into (the 

corridor; a ola.ssroo1n; auditorum or gymnasium; library). 

5. The office (is near the main entrane~; is centrally 

located; hae more than one entrance). 

Design of~ _o_f_f_i_ee_ .•. 

(Underline rocru1s or spaces co:rmnon to the office suite 

and give measurements or eaeh in the space following). 

1 •. General o.ffioe x ; private ottice :x ; ......... ~ __,_~ 



secretarial space :x: ; v.rorkroom x ; we.i ting room -- - _........ ..-......, 

vault_x_; first aid room or spaee _x __ ; 

Board of Education room x --
(Answer yes or no 11" the statement applies to your 

school) 

1. All private offices open into the waiting ro01n OJ.• 

general of'fice. 

2. '11h.e rooms are directly accessible to each other_ 

3. The arrange1n.ent penni ts the secretary to eontrol 

o:t'fice ':tra:ffic ·-----

4. The seerett3l.ry or elerk has a counter to separate 

his (or her) space from the waiting room space. ------
Built-in :i!"ixtures. 

(Underline the i tem.s oorm:non to your office or proximity) 

1. Bulletin board; clotlies closet; cabinets; :m.ail 

boxes tor teachers; vault; trophy ci1se. 

0 l. Can the offiee be heated to approx11nately 66 

1''allrenl1ei t i.n the aold.est weather? ------
2.. Does the window spaee equal 1/5 or rnore of the fl-oo:e 

space'? ----------~~---
3. Are the light fixtures the semi-indirect ( transluoen:t,, 

inverted bowl} type? -------
4. Do you use a desk: larnp? _________ _ 

0:t'f'ice Furnitui•e. 

(Underline items of' furniture contained in the office} 

l. The desk chairs are (office svvivel; low back, off'iae 
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2. The office has (a bookcase; magazine raek; flat

topped desk; :ro11 .. topped desk; file cabinet; desic leJnp; 

.tire proof vault; safe; duplicate key set; waiting room 

furniture; ty:pevirrlter table or stand;. shad.es at windows; 

curtains or drapes at wind.ows; rug on floor),. 

Oft'i.on Aids anc.1 Oommunioatio:o.. ---~- ... 

(Underline the following i tem.s contained l:n the office 

or a.acess1blo to the office toree) 

1 .. JJ§i:m.eograph; private telephone; publio telephone; 

typewriter; muitigraph; public address system; bell; 

buzzer,, or sign.al light; o.entra.l control clock; adding 

machine. 

( Add here other aids found in your office) 

Offi.ce 'Reooras. 

1. Does the boa.1•d of edueation keep i't;s reeord.s in 

the ser.1.ool off ioe? -------
{Underline the records kept in your office listed 

bel.ow} 

2. pupil Accounting Records (individual health reeord; 

individual guidance record; individual CUll'lulative folder 

eonta.ining all records of a pupil; record of' problem and 

punisr.i.ment cases; age-grade chart; age-progrtHJta eh.a.rt; 

individual profile slleet} .. 

5. C}eneral Records ( teacher• s semester summary; 

tea.ek1er•fll rating eard; :reoord of board :meetings; record of 

annual meetings). 



the estiU11:1tt.1; :reao!'d of ccmpi0ns o:a bonds; 1nsu:ranee 

reeord; purchase ord()l'S; receipt book; tax collect.ions 

record; tm:ii'ied extrn-curricu.h.i.r :runds reoolM,; generel.l 

school s e1rpe:nditures record). 
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A. HOOKS 

The Administra-

tion of consolidated and Village schools. Boston: .................. ~~. -·- . -- ~ ·_- "'·---
Boughton t1ifflin Company, 1925. 466 pp. 

2. American Technical fiociety, Electrical ,E:nt?ineering. 

t•Eleetric tightin.:.;rt., VII, 1 - 214. Chicago: A.meriea:n 

'1.1~ehnical soeiety, 1929 .. 

A co:rripilation of data a:t1d otlle:r useful inf9r.mctio:n 

oonoernine; electric lig.hting. 

Healthful Schools. Boston: noughton Mifflin ~ompany, 

1918. 292 pp. 

A thorough treatment of the school building and its 

faeili.ties from. the health $ta11dpoint. careful con

sideration is {';ive:n to location o.f site, equipinent., 

heating, li&1ting, a11d ventilation. 

4. Blom, Charles Edward, Radio ,and 13leotrical Power s~pply 

:Equipment, f'or ~ohools. '11eachers College Contributions 

to Edueation, Mo. 409. ?ievf York:: Taaehers College, 

Oolunb1e University, 1930. 188 pp. 

JI. carefully analyzed study tor the seleotion ot elec

trical equipment, especially the radio, in tr1e school. 

5. Brtice, ·williw.1 G. Sehool Architeotu;re. Milwaukee, ~~......-------
:fitisaonsin:, The Johnson service company, 1906. 107 pp. 

A eolleetion of articles on buildings and buildir1g 

speeifioations with meu1y illustrations of buildings. 



a. Byrne, Lee, Che.ck ~. f?.!: PUblic School B11:ild,1?}.f;; sueci"" 

t'ieations. Teachers College Contri.bution.s to Education., 

No. 492. Nev: Yorl{: Teachers College, Columbia Uni-

versity, 1931. 195 pn .. 

This book contains chiefly a eo:rrpre:hensive eh.eok list 

of' complete builrling specifications for the school. 

7. Cooper, Frank Irv1ng. school House Planning. Lynn, --~~ ~---- ---------
M&ssa.ohusetts: 1I1hs :Nichols press, 1~25. 164 pp. 

Ji report of a committee on schoolhouse ple.m1ing from 

the National Y.:ducation Association. 

a. Cox,. Phillip w. L., antt n. Emerson Langfitt. 

§~ool Administre.tion ~ Super!!~, New York: 

,Amor'iean Book company, 1934 .. 689 P.P• 

A general treatment of high E.lChool adm.i.nistrat3.ve 

problems.. Ch&pter I!! has a e omplete list of ec:uip-

ment for the of'f'iee and deals with the tu.notions of 

the oftia~ suite. 

9. Croft, Terrell (Editor}. J?ract:tcal Feat. -
McGraw Bill oomps:r1y, Ineor.porated, 1923., 713 :pp. 

A thorough tree:t.ment o:t the problem of heating r\d th 

a practical application. of many rules iind formulas. 

10. Cubberley, Ellwood P. · Publie school Adrainistre,tion. 

Cam.bridge, i':assaohusetts: The Riverside Press, 1929 .. 

710 

The author ee:rrt,ena his a.tt,ention on the ad.ministration ... 

al pro'bler.1s of the oi ty school .. 

u.. CU.shins. H. c . ~ Jr. Standard. :7irin,g i'or JJ:lectric Light -- ______ .....,._ 



l9t:S3. 456 pp. 

A. corapilEtio11 of wtring standards as adopted by tho 

Fire tJnde:rwTiters of the United. states and L'l accord-

ance vd th the :rraectrieal Code. 

12. Donov~m, John J. ! ffet;h~d. P! Procedure ~ ,9!1eeking 

SohEHlule for Pla:nnine; School Bu.ildi11gs and Their 

New York: 'I'he !Jruce Publishing com:par.1..y, 

J\ com1;lete checldng llst for checking the speeiti-

cations of buildings end equip1Tt€m t of schools. 

§3eeonda~:z Schools. Boston: Ginn and Company) 1932. 

o9'i ltP• 

The a<l.ministration of the secondary school is given 

careful consideration. Chapter XYl is entitled 0 The 

Princlpal Eis Oftioe. tt 

of seeondary Education. New Yorli:: The oentury Company, - - - --- -----
1932. 549 1?1J· 

A broad treat:E1ent of the aeoondary school system in 

the United St8' tt0 s. 

15. Engelhardt, J'IJ'. L •• and. :B'red :Engelhardt, Publie School 

.Busit1ess Administration.. uew York: Bureau of Publi-

1068 pp. 



A thorough treatr1er1t of the \vllolJ:} field .of school 

bnsin~ss adl'l'linistration.. Many criarta and diagra:m..s 

are :included. 

l?. Engelhardt, N. L. and ]Prod Engelhardt. Planning 

Publications, Teachera College, Columb.ia University. 

l9Zi0. 574 pp. 

Gutdi11g prtnciples are·developeo. by the authors to 

give $Chool adm1nistro.to:r:s and boards ot· edu.oatio:n 

aeeistanoe in planning school buildings. 

17. J!'oster, Herbert IL. Hiia school Ad:ministre.tlon.. ]>lew 

York'.; The century coraprmyc1 19128. Ot5 pp. 

A co:mprehe:nsi.ve ·treat:u1ent ot t.be problems C>f adm.i:ni&• 

trc,t,ion in the high. school. 

John VIiley and ;3ons,. 1935. 429 pp. 

A complete tree:t111ent of the :meolmieal and electrical 

G(tUipme11t :ror bull;::1i:n(i;$ with standards tor installa

tion. 

Dti,te for L"1dustrial and Cor.unercial Interiors. Cleve ... ------ . ....,__. ----- ------~-- ---------
land, Ohlo: Ge:ne:r:!11 Electric Companyt l936. 36 pp. 

ea:ndls ratings and. an explanation of the lu.tti.-en xn.ethoo 

of light designing •. 



140 

20. Holsinger, Karl ;r. ste.ti.st1eal ttethods for students 

!!'! 11duoation. New York} Ginn and Company, 1928. 

37.2 pp • 

. A text for education students on the various phases 

of school, statistics and at;e_tistical :m.etl1od s. 

21. J"ohnson, Franklin "N. The £:.d:m.inistratio.n ~ Super ... 

!~tdon 2!, a ~i~ School. »Tew York: Ginn rrnd Company, 

1924. ·402 pp. 

22. ,Yonefl, Arthur J'. Principl~~ 01· Guidance. New York: 

McGraw-Hill Book Company, 1934. 456 pp. 

A detailed trea.t111ent of tl1e principles and problems 

of Guidance tor t1le school counsellor and l">thers. 

l\iamnillan Cot1pany,. 191~. 

A diaoussio:u of school arohi'i:ieoture from the vie-wpoint 

ot"' historical development and practical conetruetion. 

24. Olsen, Hens C. The ·Nork of the :Board of' Education .. -----~ --.... --- --~ ~ ..... ____ _ 
1J..1eachers college Contributions to Education, No. 213. 

New York: Teachers College, Columbia univt-)rsity, 1926.' 

l'/0 pp • 

.Jui une.lysis of the v1ork of boards of edu.ce.tion in 

thirteen cities by exru:r.i:nation of' the minutes of those 

boards. 

25. Reavis,. 1\Tilliam. c .. and Hobertc. 1t;-oollner. Oft'ice 

Practices in seeouda.ri §~hoo13:.. New York: Luidlaw 

Brothei~s, 1930. 240 pp. 



1~ complete discussion of office functions and 

practices in high schools. A c,1uestionnai:re study 

on office practices in high sehools. 

26. Reeder 1 '!Jard. G~ }')2~ ~p.damentals 2! JPubli e School 

Ad.:i:ulnistrati0n. !Jew York: The Miicrnilla.n ·COJ.."'l.pany, 

19~0. 59? pp. 
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it di ~cusa:1 on of the eritire field of pu.bli o sQhool 

administration. rrhe ti·tle of Chapter X is "'.Planning, 

constructi . .:r1.g, and i'inancing school Buildings.tt 

B. PJTIP.!OD!CL\L ARTICLES 

'Z?. Bruce, William c. 1•:New Standards i'or school Lighting. u 

JUri.eric~ school Board Journal, 86:41, January, 1933. 

A d.i1.1eusidon of the :new standards set by the Illumi

nation Engineering Society and the .American Institute 

2e. Do:novan, John J. HL.i ttle 'but Im.porta:nt Things often 

Forgotten in schoolhouse Planning.,, .Ain.erioan Seb.ool 

}3.oa:r;d Journal, '78: 55-54, February, 1929. 

some of the to.pies treated are: Administrative offices, 

lightinG" 1renttla.tion,, and eq_uip:ment in scbools. 

29. Driscoll, w. H. n.J:Jew Standards for school Ventila.tion •. r, 
.American School Boc:rd Journal, 86:30, tTanuary, 1933 •. 

J\. d.i seussio:n of' the problem. of air, 9.uali ty versus air 

quantity in school ventilation. 
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30. Ford, mr. s., and H. P. Winn. ''Planning the Adruinis .. 

trative Suite.n The School Executive, 56:9-10 --- ~~~ ~~~~-
,September, 1936. 

A discussion of the school otf'ice suite with em-

phasis on the activities per:ror.m.ed. 

31.. G-reen, Rhue E. nThe Oftiee suite ot the High school 

Principal.'' American sehool Board ;rournal, 80: 70-71, 

January, 1930. 

A stati.stical study .of the oftiee suites in one 

hundred eighty ... fi ve schools in the North central. 

Association of seeo:ndary Schools. 

32 • .Nicol, B. A. "Complete Technique for Recording, Check

ing, and Filing Materials by course. 11 News Letter, 

University or Southern Oa.lifornia, November, 1934, 

pp. 22-27. 

A complete plan for a. tiling teehniq_ue. This plan with 

oerta.in alterations was used in the library research 

of this study. 

33. Poore, Earl Y. nsome Essentials of Radio and public 

Address Equipment for Schools." American school 

Board .rournal, 83:47-48~ July, 1931. 

A dis~uss1on of the radio and public address s.ystems 

in the sehools. 

34, Stowell, Kenneth Kingsley. "lliew Techniques.'' The -
Arehiteotural Forum." 62:81-96, .January, 1935. 



A resume of information in plaru:i.ing the heating, 

ventilation, lighting, and general equipment of the 

school building. 

35. wood, Thomas D. and Ethel tL. Hendriksen. ,tflow to 

Judge Good Ventilation. tt American School Board 

Journal, 74:44, Maroh, 1927. 

The pr.oblem of good ventilation trom the standpoint 

of the health authority and educator. 

O. BULLETINS AND YEARBOOKS 
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36. Crable, 11.. L. Oklahoma Edueationa.l Directory. state 

of Oklahoma. :oepart:ment of Eduoation Bulletin J!.2• 

108 M, 1936. Guthrie, Oklahoma: Cooperative Publish• ............. ..... -----
ing Company, 1936. 54 PP• 

A public sohool directory of the state of' Oklahoma. 

3,. Gregory, Marshall. J1 Uniform Financial Procedure. 

Department of Education Bulletin No. 155, ~. 

Oklahoma Oity. Central PTinting company. 52 pp. 

A discussion of' etticient financial accounting on a. 

uniform. basis for Oklahoma schools. 

38. Halley, E. E. et al. Annual Hi@: sehool Bulletin. 

state of Oklahoma. Department of Education Bulletin. 

r;ro. 112 K., 1936.. Guthrie, Oklahoma:: cooperative Pub-..,_,...~~.............., 

lisb.ing Company, 1936. 'iO pp. 

Regulations for accrediting Oklahoma schools and 

other information are eontained in this bulletin. 
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39 .. Vaughan, .John. Hang.book !2E. County~ City sunerin

tendents !?£ .§£hools. f3tate of Oklahoma. Department 

of }:dueation Bulletin N.£• 134, 1933. Guthrie, Okla

homa: Oklahoma Printing Co:n.pe-.11.y, 193~'>e 106 PP• 

:Many suggestions and blts of practical information 

usetul to oi ty and com1ty su11frrintene1.ents of acllools 

in Oklahoma are i.nclud.ed. Chapter V is nThe Su:;;er

intendent• s Offioe.n 

40. Vaughan, ~Tohn.. ;;Lgll?.?.!:. 1_a:m~, 2f. Oklahorna, ~9~~. state 

of· Oklahoma. Department of I~du.cation Bulletin 

( Printer n.ot s11o•fm} • 163 pp. 

A eom:pilation of Oklahonia sehool law based upon the 

1931 statutes o:t Oklahoma and. suhsequent laws enacted 

since thut date. 

D. CATALOGS 

41. ~ @~_yice fo_! Schoo~. Camden, HEHN {Tersey: RCA 

Me.nutactu.ring company, Incorporated, 193'7 ~ 31 pp. 
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