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PREFACE

That there is an urgent need for further study of the
school office and its facilities is a fact that requires
little justification. Anyone who is even casually familiar
with our school plants will attest this condition readily.
¥r. 0. 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 gtuck off anywhere thet was 'left over'.”

General faclilities ere frequently faulty, or altogether
lacking. Usually, the office is equipped with neither safe
nor veult for the proper safeguarding of the records. This
necessitates the meking of two sets of records or else
demands many needless, time and energy consuming, trips
to the vault of some generous banker who permits the re-
cords to be kept there gratuitously. The blame for such
conditions as these must be shouldered by the educator and
board of education who have failed to develop acceptable
criteria for offices end office equipment.

It is the fervent hope of the author that this study
ney be of some small service in alding anyone desiring to
establish a more satisfactory office.

Norval Thomas Gray
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CHAPTER I
THE PROBLEM
The subjeet of school offices and office facilities
in our state is one of vitel concern to efficient school
administration. In the field of literature on the subject
of school administration, considerable prominence is
usually accorded the different aspects of this subject.
Notable among writers dealing with office problems general-
ly are Almack and Bursch (1), Johnson (21), Engelhardt
and Engelhardt (15), Cox and Langfitt (8), Douglass (13),
Reeder (26), and Reavis and Woellner (25). Outstanding
among writers discussing the office primarily are Ford
and Winn (30) and Green (3l1). These latter authors are
interested in the offices of larger schools than those
analyzed in this discussion.
The Purpose of This Investigatién.--In this investi-

gation an attempt was made to formulate and classify cer-
tain definite criteria embodylng as high a degree of ob-
jectivity as was possible for the purpose of properly
evaluating offices and office facilities in consolidated
and village schools of Oklahoma.

In order to effect this desired end available au-
thority was examined to determine the legitimate functions
of the school office. From these functions eriteria were
established for the location and arrangement of rooms com-
prising the office, and of the office fixtures and equip-

ment. These criteria were then applied to representative



school offices in Oklshoma consolidated and village schools
for the purpose of determining their adequacy in view of
the necessary functions of the office and in order that
practical recommendations might be made regarding future
construction, arrangement, and equipment.

Specifically, the problems which are the subject of
this investigation may be explicitly stated as follows:

1. What are the functions of 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. “hat equipment is necessary for the performance
and execution of these functions?

4, What are the criteria needed by boards of edu-
cation, superintendents, and other administrative officers
to aid in determining: (1) evaluation of plans presented
for their consideration; (2) efficiency and adequacy of
existing offices; and (3) further construction and equip-
rent?

5. What are the conditions in Oklahoma village and
consolidated school offices?

Delimitation.--Architects and engineers are more

thoroughly prepared to desl with problems of structural
stability and beauty of design than are educators. Further-
more, such safeguards as building laws, insurance rates

and the like all operate to protect bulldings against un-

due inefficiency in these essential considerations. These



problems are, therefore, omitted from consideration in
ﬁhis investigation.

The study is further limited to schools employing
from five to twenty teachers in the system.

The Scope of the Investigation.--Personal visitation

was made of twenty-one schools located in the central-
northeastern part of the state. These schools are aimost
all located within a triangle formed between the cities
of Tuiaa, Oklahoma City, and Enid when using those cities
as the apexes of the figura.l This territory was selected
because of its aceessibllity and because it is repre-
sentative of three great rural ereas of Oklahoma, namely:
(1) the cotton land on the south; (2) the wheat and ranch
land on the north and west; and (3) the oil fields of the
east.

In addition to this,questionnaires were sent to 150

2
schools of the state. These schools were grouped as

follows:
TABLE I
GROUPINT OF 150 SCHOOLS TO WHICH
QUESTIONNAIRES WERE SENT
er o umber o ools to Whom
Group Teachers Employed Questionnaires were Sent
I 5- 8 60
11 9-13 50
I1I 13-20 40
Total 150
!
Infra, See appendix A
2

Infra, See 4ppendix B



The schools were selected by random sampling from

the Oklehome Educational Directory (36). The technique

employed was to take & 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 teaken.

Table II shows the relation of the number of schools
to whom questionneires wefa sent to the number of 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 THE NUMBER OF SCHOOLS TO WHOM

QUESTIONNAIRES WERE SENT AND THE NUMBER OF STATE
ACCREDITED SCHOOQOLS IN EACH GROUP

Number of ,uestionnalres Number of State

Group Sent to Schools Accredited Schools
I 60 340
II 50 I 213
I%} 40 121

Total 150 674




CHAPTER II
THE PROCEDURE AND ORGANIZATION

The steps in the procedure may be separated into
four asctivities., These different technigues were employ-
ed in the following order: (1) Survey of literature
through library study; (2) Analysis of published plens of
existing school offices; (3) Field survey of offices with-
in a reasoneble proximity; (4) Cuestionnaire study of re-
presentative 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 pertaining to the problem. This study
of literature was particularly necessary in order to col-
lect date for setting up criteria for the school office
and its facilities.

Sources of Information in the Library sStudy. These

sources included a careful searching through library in-

dexes, the educational index, the Readers Ccuide, and

annotated bibliographies to locate materials desired in
textbooks, school surveys, research studies, government
bulletins, Master's theses, magazines, State bulletins,
bulletins of the Natlonal Education Association, and cata-
logues of supplies and equipment for offices. This survey
was confined chiefly to the library of the Agricultural
and Mechanical College at Stillwater, Oklahoma, together



with a few personal references and a few borrowed from
other sources.
ANALYSIS OF PUBLISHED PLANS

The American School Board Journal has for meny years

published plans of the better school buildings as they
were built throughout the United States. These plans
often contain measurements of the rooms and other valuable
data.
An analysis of 50 of these plans was made from a
1
The following procedure was adopted in order to

preserve and facilitate the handling of significant mater-
ials found while reading.

l. 4 provisionsl outline was made with the chapters
briefed and numbered.

2. References were secured in the usual manner and
carefully surveyed.

3. References of value to the study were assigned
numbers consecutively with the citation in the form re-
gquired for inclusion in the bibilliography, and the anno=-
tation all being typed on a 3" x 5" card. These cards
were later filed in alphabetical order for the purpose of
naking up the bibliography from them.

4, Significant information from a given reference was
either briefed or directly typed. A code number consist-
ing of four parts was then used to assign it to its proper
place in the study. (Britton A, Nicol. "Complete Tech-
nigue for Recording, Indexing, and Filing Material by
Course," University of Southern California, November, 1934,
p. 23) AN example of this is 1IV/2 = 8/77. This means
that the material on page 77 of the eighth reference read
would be valuable in writing the second topic of Chapter IV.
Thue the first number refers to the chapter of the thesis
in which 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
paze on which the material was found,

5. These notes were later filed by chapter and topiec
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 1ists for the tabulation of date on relative
Tloor areas were made in an effort to determine, if possi-
ble, floor areas commensurable with office needs. Maga-
zines were made available through a "stack permitn" in
the lidrary and the data located. The analysis made in-
cluded: (1) classification of schools by size and type;
(2) classification by date of erection; end (3) a fre-
guency of office rooms found.

Unfortunately, when this information was all compil-
ed, there appeared 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 be determinate to any marked degree.

FIELD SURVEY OF OFFICES

During the month of January, 1937, a personsal visit
was made to twenty offices within a reasonable proximity
of the writer. This survey was made generally with two
ends in view: (1) To investigate first hend some seemingly
vitel, but minute details which were almost impossible to
gather in any other manner; (2) To determine through this
survey, if possible, a better idea of the nature and scope
of the questionnaire which was to be sent out to 150
schools afterward.

gontents of the Check List for the 0ffice.--The cheeck

list used for visitation purposes contained space for a
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sketeh of each room and location of articles of sguip=~

nent, a check of messuresentsz, a list of eguipment and

5]

5] e

recoras, and muclh other information, A detailed state~

nent regardlaog th

4

origin of each individuel iten in-~

cluded in tne ilst would be too lensbthy teo include in this

c‘

ivision ol the study. However, most, if not all of the
ltems, are discussad and the citatlons made in Chapters
IV and ¥. Tue piun Tollowed was to note all items which

could be considered eriteris of oiffice design or equip-

ment as they were encountered in the exitensive survey of

of feasible office fuuctioning., Later the related itens
were grouped and formuleted into the cheek list. Pre=
poaretion for tihe [ield survey inecluded galning the approv-
al of the c¢heeck lise by Or. H. H. Chauncey, Wajor sdviser.

The Procedure wiih tine Cheek Ligbt.~-iZccegs Lo esch

cifice was nade poussible through the kindness of the suner-
intendent or prinecipal of each school visited., pach iltem

of the check list was 'illed in, 1f possible.
The aualysis of the data thus secured involved:
i. Classification of the schools by size and date

of ersction.

Ze 4 froqguency check of the location o the oiflce

oy

the vailding.

fute
e
b

S, 4 Tfreguency check of the rooms lncluded in the

¢itice suitbe.

A

I"L&I"a s 2E8e .

[

sendlx A




4, A freguency check of the office alterations since
erection.

5. A fregueney check of records found.

6. A freguency check of items of equipment, and a
horizontzl area measurement of items included in the
office Turnishings.

7. A fregueney cheek on the 1llumination adequacy,
heating, ventilation, and other health features of the
roome included in ths office.

QUESTIOMIAIRE &T1Uny

It was rea’izéd thot sehool officlsls are usually a
very busy group. Therefore, it was nobt deemed advisable
to devise and send out & lengthy or invelved cuestionnaire
covering every possible item of furnctionsl information,
=431, 1t wae felt that to be ¢f the most usefulness th

uneasbtionnalre should cover wmany ltems. accordingly, it

(’!)

]
was so devised that 1t coculd be arnswered by "yes* and
oY, and by underlining iteuws that aprplied in other
instanees.3 Cbtaining the approvel of Dr. ¥. R. Chauncey,
Hajor Adviser of the study, on the c¢uestlonnvaire, it was
gccordingly mlumeogresphed and sent, with personsl letter

to cach of 150 schools. The selection of schools was

mede from the Ckishowa Educabional Diveetory (56) by random

samnling as explained in Chavter I. There were 106 ro-

goonses, 70.67 per csut return.
¥

g :
Infrs, See Appendix %.
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gontents of the fuestionnaire.--while,in the main,
the gquestionnalre sent out treated the same toples found
in the check 1ist used, there are certein practical 4if-
ferences.

1. The gusstlonnsire stresses more the Tunctional uses
of the office.

2. The echeek list goes into far more detall in such

type of heating, walls, lishting edeguacy, and other

3., The check 1llst glso ealiled for ncssurcnents of
items of egulpnent in an effort to establish the size of
rogm or rooms necessary Lo asccommodate certain furnish-
ings in the éffice.

4, The check list conteined sketchos showing the
location of the ohief items of eculpment in the ofilces
studied.

It may be said of the origin of the cuestionnaire
that it was the result of the study of literature bearing
on ofifices and thelr {fmoilities, snd ap ocutgrowth of the
use of the check list.

Trestment of Data Jeegured I'rom the Luestionnaire.--

The data obteined from the guestionnsires returned was
analyzed in the following meiner:

1. Clessification of the schools by size and date
of erection of the building In which the oiffice is

Incated.
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2. Fregueney checks on the Tfunetional uses of the
office,
3. Fregqueney checik on the location of thé effice in
the building.
4. Freguency checks on the number and type of rooms
ineluded in the efiice.

%

. ¥reguenecy cheeks on the accessibilisy of the

£

6. Freguency tables of built~in rixtures, iurniture,
office alds and communication, and rocords.

7. Freguency checks on health Teatures Lfound in the

These tables will be found 1n the subsequenl chapbers

of this study.
CALCULATIORG USED

It was found that in mbst of the tables, the primary
or original data did not Justify the use of more reiined
weasures than the range, uwedlen, and per ecent. In a Tew
instances, however, the mean was calculated using the
%ormul&: m:%_gg = £ + (é%_{’_l_)h Holzinger (20:82)

. gacmzugzozf OF THE SEUNY

This study is Givided into six main parts as follows:

1. Chapter I, The Probvlem, states the purpose of the
1ﬁvest12'ﬁion.

2. Ghapeor II, The Procedure and Urgauizabtion, shows

how tike study developed and was crganized,



iz

Pl

5. Chapter IIT, The Functions of the ¢ffice, ana-
lyzes the activities of each member of the oifice force
and from that snalysis sets up the functions of the office.

4, Chapter IV, The Office, Its Location, Size, and
Arrangenent, sets up the ceriteris of the office in regard
to location in the bullding, size and nunmber of rooms snd
general arrsngement of rooms.

5. Chapter V, The Office; Its Health and Furnishings,
determines standards for healthful offices and their
furnishings,

6. Chapter VI, Offices in Cklahoma Village and Con-
solidated Schools, shows by numerous tables asnd discussion
the acturl conditions of these schools as determined by
a guestionnalre study.

7. Chapter VII, Conclusions, contains the recommenda-

tions and conclusions that were drawn from the study.
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CHAPTER IIX
THE FUNCTIOHS OF THE SCHOOL OFVICE

In order to approach with sny degree of aceuracy the
problems iunvolved in the selection of correct size, type,
fecilitles, and equlpment for the room or rooms ¢ompris-
ing the office, it ls necessary first to define the term
office and then to determine the legitimate functious of
he office. To achieve this latter end, it is necessary
to list those who should use the office; the activities
of those foicials in the office; and finally, through
the problem or job analysis method, to determine the
space, facilities, and equipment needed for the success-
ful performance of these activities, This ehapter will
attempt to polnt out the office personnel and its activi-
ties; then asnalyze these activities and regroup them as
office functions. The next chapter will be devoted to
the determlnation of the space, facilities, and equlpment
necessary for the werformence of the funetions found.

~ebster's New International piectionsry defines the

word office as "any of varilous bulldings or sets of rooms
in whiech the business of some branch of gbvernmantal ad-
ministration is conducted or from whiech it is directed.®
In this discussion the sehool office will be considered as
the room or set of rooms in which the business of school
administretion is conducted and directed,for it is seldom,
if ever, that schools of the type tremted In this analysis

heve offices in buildings set apart.



S OFFICE TERSOWHEL AVD ITS ACTIVITIES

The edministretive force comprising the office per-
sonnel will be represented under the following divisions:
(1) Roard of vducation; (2) Superintendent; (3) Prineipal;
(4) Seeretary or Clerk; {5) Counsellor; (6) First iid
Supervisor.

The isctivities ¢f the Board of HIducetion.--That the

board of education should meet for its maJor activities
in the school offiece is & fect well sstablished by custonm
as a precedent in Cklahona congolidsted schools, Then,
tou, since the office 1s the seat of school governmment,
since 1t contains the many vital school records regarding
the gchocl kept by the superintendent and principal, which
are here svailaeble to the board, and since the office is
or should he fitted Ffor the taszk of making and »reserving
recordg, it ile certainly the logiezl neeting place of the
board of education.'! That this is true will be further
evident as the work of the board is examined,

Olsen (24:155), in a study of bosrds of education and
thelr work, makes the following distincetion between the
dutlies of boards of education and school superintendents.

The work of the school distriet has been ana-
lyzed and assigned s0 as to leave full conbtrol of
the school system to the board of education. The
technical end administrative Tunctions have becn
delegated to the profesgional executive (super-
intendent}.

While this statement mey in actual praectice be sone-

times difficult of application, it is probably one of the
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clearest definitions of duties hetween the board znd the
superintendent to be found in prosent-day writing on thisg
subject.

secording to Olsen (24:8), the yprimary duties of the
board of education are: (1) szelection of a superintendent;
(2) adoption of general policles for the administration
of the school; and {¥) seeing thst these policieg sre

carried out. A survey of the School Laws of (klghions,

1935 {40), reveals several general and speeific dutiss
legelly devolving upon thse board of educetion. Artiecle
Ti, Zeetion 124, outlines these generzl ohligstious:
dBonrdes shall (1) elect own officers sxcepting the troas-
urer. {N. P. This applies 1o indevendent schools only).
{2) £ill vacancies in board; (%) make rules and regula-
tionsy (4] organize and maintain a system of schools;
and {5) exerclse gole control over the schools and school
property.

Zleven gpecific scotivities of the board of education
found in the reference just cited are:

1. Vembers take ocath of office. (Zec, 38)

2. Hembers sign orders of clerk. (Sec. 40)

3. Provision for school supplies. (Seec. 41)

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

5, Making of annual report. (Sec. 44)

6. Making of election report. (Sec. 47)

7. Board contracts teachers. {(3ec. 5H3)
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8. Responsgibility for school buildings. (see, 65)
. Board provides transportstion. (Sec. 164)

Y

10. Responsibility Tor school census. (Sec. 256)

11, Bosrd aynroveg clalms snd writes warrants.
(sea. @7;)

while these duties in turn could be Turther sub-

divided into various smaller tasks, for instance, (lsen

=

congidered feasible in the present discussion.

The setivitlies 01 the sSuperintendent.--A clear-cub

distinetion between the school superintendent and principal

s difficult. wiilie it is true thai the Generel statutes

of QOklabioma, 1908, does suthorize the employment of an

-

individual to adwminister and supeyviss Lhe work of the
schiool by the bosrd of education, the offices of superin-
teudent sad prineipal, ner se, are without legal recegﬁi~
tion, to say nothing of clear definitiocn of each oiffice

or distincetion between the work of euch in Oklahoma. Tew
authors have ventured a clear-cut z2ilocotion of duties in
the casz., A4Allocetvion of fumetliouns, dutles, and tihe work of
the superintendsnt and prineipal also varies with the size
of the administrati#e gtaff, lgaln, it is comnon to shift
these duties end responsibilities, depending upon the
amount of curricular and extra-curricular work performed
by each offieigl, TFor instance, in most consclidated and

village schools, if one of these officiuls happens to be
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a{goad cocach, ardinérily office responsibiliﬁy 1s shifted
to maintain a proper baléﬁea and not overwork the one en-
gaged in coaching.

Doublass (1%:365) states that in schools with fewer
than 75 to 100 pupils the principalshlp ené superintendency
are alwmost slwevs combined in one irdividual., It 1s com-
mnonly assuned that the work of the éuperintenﬂent“is largely
sdninistrative and thst of the principal, predouinstely
supervisory., That is the position held by Ford and Winn
(30:9). Another distinction ususlly met is that the super-
intendent is the exscutive head of two or more schools or
dlvisions of schools, while the principal is usually the
supervisor of one school only. Therefore, these premises
will be used in the attempt to separate the activities
cf the superiatendent and principsl, However, it 1s con-
ceded freely that in individual schools the division given
might not be asdvantageous nor to the best interests of the
school. The guestion obtaining here is not espeeially who
shiould conduet certain fumetions but rether what are the
duties snd functions necessary of performaunece.

Certain definite sctivities are set forth 1in the

4nnuel Hish gchool Bulletin, 1936 (38),which are required

of Oklashoma mdministretors, that their respective schools
ey be acerediied by the State Department of Edueation.

1. The proper aséignmeﬂt of teschers according to
college preparation to meet the State's specified require-~

ments (38:13).
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2. & file of certificates and transcripts of all
teachers must be kept reasdy for inspection (38:5).

3. Within certain preseribed limits, requirements
for credit and graduation must be determined by the super-
intendent (37:10).

| 4, The adminlstretor must also arrange the program
of studies offered (37:15) and set the time for each in
the daily schedule (37:10}.

5. Complete financiel reports and records shall de
kent by the sdminlstrztien to insure business-like ac-
counting Tor a1l school funds (37:18).

&, Tolding conferences with other offielals, patrons,
and other personeg is also an Impordent activity of the
superintendent, Alwmack and Dursch {1:61).

7. Communication by telephone and by letter coneern-
ing sdminlstrotive affalrs 1e another asctivity, ilmaek
and RPursch {1:61).

5. Rules and regulations of the mehocol ghould be en~-
foreed by the administrstion, Dreper snd Roberts (14:334).

2, The work of rejuisitioning, purehasing, and check~
ing in supplies is a duty of the superintcsdent, Draper
and Rebefts (14:334).

10, Variocus statistical studies should also be nade
by the superintendent in order to deteet trendse and solve
administrative problems in hle school, Draper snd Roberts

{14:334).
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11, The administration should also mske Irequent check
upon the functioning of the school activitles, Foster
(17:438) . |

12. Making snnouncements and setting requirements for
the variocus schievements in gehool 1 designated by Cox

and Langfitt {(8:78) o= an iwportsnt activity of the super-

13, Conducting faculty meelings is & responsibility

of the superintendent, Draper and Roberts {14:354}).

The sebivities of the Prlncipal.--Apain In the High

Sehool Bulletin, 1936 {(37), are found certain activities

necessary of acconplishment in order for an Oklehoma
school to be meeredited for 1ts high school work., The
followlng duties may well be assigned to the principal.

1. Supervision of the school Janitor and the formu-
lztion of rules for his guldance {87:7).

2. Inventories of 211 apparatus and ecuipment must be
kept (37:12).

3. The prinecipal must keep or be responsible for the
keeping of records of attendance and scholarship in pre-
serived form (38:8).

4, PTroanseripts of the work of students who have moved
to other districts zhould be furnished when recuested of
the former school officials (37:9).

5. Another supervisory duty 1s that of admitting
students entering the high school to sdvenced standing

(37:9).
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6. The care of pupils dolng unsatisfactory work is a
functlmn whieh belongs to the pr;nelnui Draper and
Roberts (lé:é54¥

7. Hules concerning examinations, grading, and pro-
motion should be made, Draper ané Ro s {14:334).

8, Informaticon for reports and records mnust be zse-
cumitiated in order to obtain the necessgary data. This
is a very essential duoty, Toster {17.437}.

9., Visitors ém& teachers will of nece aiﬁ? he econ-
tacted by the nrineipsl in his offlice on various gehool
nroblens, Cox snd Lang

The sctivities of the Secretory or Clerk.--Tord and

Zinn {(30:10), taszing the conelusion on a recenily com-
pleted survey made by ¥inn for s doctorts dissertation,
state that reglistrars and counsallors avs Tound in schools
of the United States as the surolluent in the individusal
sehwool Teached anproximately 1000 on the averese. How-
ever, those authors further add that there is an indicated
need Tor *elerical aservice in all schools with »rovisions
for s full time clsrk ~--- for schools of 150 enrollment

xddet a8 the gchool

fa)

or more." Ain additiopnal cle

("‘f
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o

&
reached about the 700 enrollment mark on the aversage.

There ean he no queationing the Faet that, if clerks were
provided in our consolidsted and villzge sechicols, ouch of

-

the time now gpent by superintendents and principels, draw-
ing relatively bigh salaries, in checking records and mak-

ing routine reports could be utilized far more advantageously
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in other directions., The time-consuming details could
easily be cared for by less expensive help. Draper and
koberts (14:33%4-6) 1list these two activities as funetion-
al dutiss of the seecretary or clerk,

1. Checking abgences and tardinesses dally.

2. Xeeplng the reeords of attsndence, gredes, and

senersl pupil sceountins,

Tord aﬁﬂ winn {32:9) have three aﬁditianal duties for
the secretary or clerk.

e Hireetlon of office traffic.

Supervision of the vgult.

o>
.

5, Supervision o7 tie "lost sand found? department.
¢. Typing of writhen compunicetions . a btime-honored

secretarial activity.

7. Vimeogrephing of forms, tests, snd other nuberials,

4

ig els0 o clerical dutly.

&

The sctivities of the Jounsellor.--If we are Lo take

sariously the theory that 211 children should have egual

educational opportunity then we must provide egual Taelli-

ties for all pupl Lls, If there is neced for guldance in

thie city school, there is correspondingly just es much need
for 1t in the smaller consolidested ond village schoeol.
Jones (£282:30) mskes this impressive statonent regerding the
need of guldance by a sehool counsellor,

Intelligent choice (of occupetion} c¢en result
only where the young person has adogquate facts and
experiences, and recelves careful counseling st
2ll stagee of his progress. These the school must
provide. Delicate adjustments are nscessary in
the life of the vouth of todey that werse not
necessary elf o century apo.
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ihile in the smaller schools 1t would be impossible
to have a full-time counsellor in all probability, this
important duty should not be neglected. It should be
assumed by the superintendent, nrincipsl, or better still,
by a qualified teacher who is not so encumbered with other

activity as the average superintendent and prineipal.

A long enumeration of funetions of the office found
in'Dra@er and Roberts (14:354-6) contains these obligations
which_might well be vested 1n the counsellor,

1. Recording of intelligenee exsminations.

Z. Making statistieal studies.

4. Planning the use of intelligence examinations with
educational and vocationsl programs.

4, Determination of the place of socisl aetivities
end groups.

5., 3olution of problems in supervision and guidanece
of extra-class acbivities.

Ford and wWinn (30:9) have listed this other very
valuable funetion. |

6. Adjusting failure and problem cases.

The Activities of the First Aid Supervisor.--in the

consolidated and village school 1t is usually impossible
1oy Tineneial reasons to employ a first aild supervisor.
This work could readily be made the additional duty of

soime member of the regular faculty. No argunent is need-
ful to prove to anyone at all familiar with school practice
the necessity of having a well equipped first aid room or

space in charpe of & compoetent persan.
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“his supervisor should:
i, Core for «cll scipor injuries.
L. Beep horlth records of sech eblld i smehool,

Se YVake stabisticesl ugse of sach ragordy

7

by

UFFIDE FUIRSTI

Ay the progess of snalyzing the Torepoing netivitles
it vecsses spparent thet certein setivities are etonon to
2il sta”f’mnm%ara ubilizine the sehool office end thot
certain osther setivitles are pecullar to purticuluy offielsls,

Gfflce Functions furmon to Cfiice Persomnnel.--Thoge

asetlvities in whiel a1l merhers of the offiee Poree anr

an nocepecyry offliece functions ore:

1. Cilericsl work such es the making of renoris, rec-
erds, the writing of leotters, shd the @T&Eéf?ﬁﬁiﬂﬁ of
reporte ond rocords.

£ Conferencos oud interviews with students, pstrons,
teashere, and others 1n the offi aa.

« Telonhone conversstious ﬂith students, ﬁatrﬁﬂs,
toachers, sud othors.

Additionsl office Punctions of the Superintendent and

Frineipel .-

i« Gondueting teschers pestings to lasure professional
grosth end o unlflied progyvan.

2. Enrollment of new students In the sehowl,

Ge Bending of literature on sehool gprovlons, studles,
mmerous repnordts apd bulletins, snd the Dlaaiiﬁg 2% oll

phases of sehool progedure and orsmnlzation,
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Additlonnl 0ffice Fumetions of the Clerk:

Es

1. Checking attendagee and seholsstlie records.
Ze Direotion of office truffic In the outer cifliece.

3

e

rvision of the vault or gufe, and the “Jost
grd found department.”
4. Typlng and mineosrenhing communiestione,

suditionsl Funetions of the Counselior.

1, Sommilstion of dety for use in vupll ruldence.

2o HéJustment of fellure sod provlen cases.

3. SAndinistration of tests of »supil abilities to he
used for guidente purposes.

s8ditionnl Functions of the First L1 Supervisor.

1. zdninistretion of generel health exaninations.
Zo Trostment of winor injuries ané heslth probless.
coRcLusTON

2ince it has bveen established by the oriteris of
suthoplty and of setusl needs in the school thﬁt these
affice functionsg sye vital $o the nost successful school
sdnintstration, there remalng no doubt thet the school
éffiaa ghould be so consiructed and eculpped that these
funetiong Just dlocussed are nossible of secomplishsent,
The idesl @ffiae'l@y@ut therefore, should recelwe caroful
attention in such motters as secossibility to obther purts
of the bulldinge snd to the outelde; correct desisn for

-2
b4

cloricsl work; conference, recding, heolth, cornfort, ooo-

-

Cpuniestiond and the »regorvotion of rseords,
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HAPTER 1V
CTTE QFYICE; ITS LOCATION, SI14E, AWD ARRANGEMENT

v might well be stated that the schicol office and
its personnel form the hudb about which all school activity
revolveg., 3Since the offlce chould be the =eat of all
school orgsnization, it seems difficult, indeed, to visu-
slize the best organization and mansgement issuing from a
meagerly eguipped end poorly econstructed office. If School
executives are to be freed from the shackles of unnecessary
office routine and ineffective management, school oifices
must be designed so as to meet the demands of maximun
efficiency.

This is all the more true since the past decade has
witnessed & remarkable growth of the administrative phases
of secondary educstion. In this conusction it is necessary
only to note the administrative responsibility involved in
e few of the new fields of endeavor recently espoused by
the American school such as & broader extra-curricular pro-
gram, vocationel guidance, vocstional subjecte, and an
attempt to make proper adjustment between each child and
the sehool through a thorough testing program.

The paramount reason, then, for this and the following
chapter is to determine adeguate criteria for a satisfactory
school office in the consolidated and village schools of

Oklahoma., The data heve been collected from many sources



as even a cursory inspectlon of the ensulng pages will dem~
onstrate, The standards set up are the result of intensive
study of office problems and an extensive study of authority
on school offices, together with a compounding of the re-
sulting data accumlated.

i that all meésurement, all critveris

it was recognized

must lie somewhoeres belwesn the two extreaes of perfect ob-

Jectivity and pure subjec t'VJtJ. Furtlher, that criteria
dealing with abstracet quality, adeguacy, ability, avproach

nearly extreme suljectivity., Therelore, in ordey that
validity might obtain, attempi was nmede to esbaeblish cri-
teria embodying as high a depgree of objectivity as possible.

The Divisgions of the 0ffice Criteria,--For the purpose

of classifying comprehensively the many espects involved in
correct and expedient locablon, design, aud eguipment of
the office suite it was found degirable to discuss it from
these viewpoints: (1) where the olfice should be loeated;
{2) how the rooms should be desimmed o be suffieient in
eceonmodations; (9) vhat health considerstlons should be
observed; (4) what furniture it should contain; (5) need-
ful commmnicatlon aids; (8) whatb pecords should be kept;
{7) the professional school office library.

The first three topics of this group will be discussed
in thls present chapter. The last four topiecs will be

treated in the next chapter.
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THE LOCATIQW OF THE OFFICE
In & somewhst similar study reported in the americaen

gehool Board Journal, Green (51:70) suggests these govern-

ing repulatlions for the location of the office.

fie will not

=0

Le It should be looated so thet its tra

)

interfere with other educational aetivitie

ra

a
=%

3. It ghould be coordinated into one suilte,
J. Esteblishment of the office on the first floor
is preferable to location on other floors in most cases.
Johnson {(21:12), irn discussing ofi'ices, makes these
further recommendstions regarding loeation.
4, The offiee should be situated near the waln en-
trance snd in & central position in the building,
5, The office should be so located that other rooms
and other aseclivities are emsily accessible Trom the office.
snother point relative to nroper location of the

o

office, not found in discussions on the subjeet but gained

e

througir the experience of the author, is this one.
6. The ofTiece should be placed where other sctivities

nberfere with the office work,

e
)
ot
=

o

et
b

The Tirst consideration in regard to location ls cx-

31y opposed to the practice of having the office situ-

gted clear across a c¢lassroon, Tor exawple, from the cor-

ridor ov entrance necessitating rore or less interruntion

£

to class or other asctivity every time someone seeks ad-

&

mittance to the office. 4Again, the condition arising from

baving the office suite divided and separated ome part
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from the other by any considerable space is very unhandy
to say the least. This occasions much of wasted motlen

in earrying records, apparatus, and eguipment, back and
forth. It is usually degirable to locate the oifice on
the first floor, since here it is more avallable to the
outside, to the public traffic that coues to every office,
without the nolse and ineconvenlence attending the clinbing
of stairs. Ayres, Tilliams and Jood (3:46) suggest the
first or second floor for the office. In many instances

in our consolidzted and village schools, in fact in most
eases, both the superintendent and principal do part time
teaching in the high school., shere Hhis condition pre-
vueils in a combination grade and high sehool building of
the two~-story type, it might then be advisgble to locate
the office on the segond story., This would be practical
sinee the second floor Iln such instances is generally glven
over to high school use, Thus, il the office were to be
located otherwise, the situation would subject the superin-
tendent and prinecipal to a great deal of unnecessary travel
up and down stairs each day between the office and c¢lass
TOOH,

It is readily apparent that for convenlence the office
should be as centrally located as possible. That is, it
ghould be sceesgivle from the maln corridor and as close to
the main outside entrance as possible. 4t the same tine,
the office shouléd not be shat off from the school sctivities,

gince the oifice forms the connecting link between the
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sehool within oad the oublie without. There are, however,
corteln noley nnd ¢ioe chould nob

he locshted unleszs due pregmutisn in mnde 3o dendon the

o o E . 5 T S
pails het a2 the bhagd

rogm ars noh donelly 4

The saversl eonslderations o

heye hesr Lreated o

1) nubeyr of yoomg nnd

bulltedn fixturesn,

» af Togne and ?iﬁ*wﬁ*xﬂt“@t zetory o the dlse

puasion of the gahool of Tise LWw Sox and

reravding an odemate number of

is found this stois

waoms In Lhe office sulte,

I <1t sehools the offico ln"gut ﬁ%
a% laeagt *”“ﬁw uivl 3
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3% will be soted Lhst Wils serang #% roelly neeessie

tates but w0 rooms, one Tor 2 sarkhination walting room,
gleriaenl spaes, snd peneral cuter afUico; the other o pri-
aie a*fi for the prinelnsl. This nosition is zlso held
vy Jokuson {81:1814) who wrltes of having two rogne, an

Lo

sfupor end sn suter roow,” the Porrer Yor o reception TOOm,

the lstter Yor an voffies ¢ {nrivate office). This

nepition is further ﬂ&%%ﬂiﬁﬁﬁ»h? slunek snd Tursch {1361}

uhe izt as ﬂ@& ded rz«m& & weiting room, & cenference roon,



and a storage room. Yhe addition of & storercom as an ad-
junet to the office isg certainly advisable in view of the
faet that so many school supﬁliea are of neecessity handled
through the office and wmust freguently find storage there.

That bh

foi
e

s is the position of Douslass {[13:387) is to he
1

icferred from his diagram of z principal’s office., This

dizgran shows the general office, the clerienl space, and
a nrivate office for the prineinal.

itrv-elght TTorth Central
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areen (51
high schools having 500 puplls or less scattered over a

Stabes, Touad ths rooms included
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Puambeyr of woowg  Per Cent of Schools
Tyne of Room Found Having Such Roous

Geoneral Office 7o 38,7
Office Supply Room 58 65.8
Privete 0ffice 50 56.8
Yauli , 48 52,8
Pablic Waliting Hoom 43 48,83
O0ffice Cloak Roon 23 2Py
Uffice Pollet : 14 15.5
Lork Room 4 4
neants Office Tor Girls 3 N

2

b

Dean's Office for Doys a8
wmigbant Principalts 09fice 2

In this study it will be nobed thet the three rooms
uncer discussion were o be Townd in nearly 50 per cent of
the gchools surveyed., 4 gencoral office wasg Tound in 89,7
per cent of them, a supply room wes common Lo 65,8 per cent

of them, and 56,8 per cent of then hod »rivete offices. The



public waiting room as a separate room was found in 48.6
per cent of the schools., However, 1% is quite likely
that the walting room functlons were common to the goneral
of fices where there were no separate waiting rooms.

In addition to the three rooms under consideration
there is certainly grest need for a school vault. The

snnual High School Dulletin (58: art. X, Item §) states:

The records shall be kept in & fireproof

safe (or vault) in the office of the superin-

- tendent or prineipal or s duplicate copy of the
records shell be preserved in & sultable place
outside the school bullding.

Little reasoning is reguired to decide that 1f the
time of the superintendent or principasl is worth mueh to
the school it certainly is too vaeluable to be spent carry-
ing school records back and forth to some "sultable place
outside the sehool building® in order that constant re-
vigion and necessary additions may be made to keep the set
o perfect duplicste., A vault is far superior to a safe in
that it contalns so much more room for records and other
materials which are valuable and vital to the school. Thus
the conclusion reached by Ford and Winn (30:10) seens
justified. “Vaults are indispensable to the safeguarding
of sechool records and should be an_intégral part of every
office suite.”

Another room soon to be nesded by every school of any
slze 1s a radio control room. Poore (93:47) found the
Chicago schools besides sbout 800 other schools in a dozen

states nearby, utilizing the American School of the air



programs. There is g radioc control system with public
address facilities now in opesration in the ¢rlando Con-
solidated Zechools (Logan County). DBlom (4:16) advises
thiet this ecuipment should be centralized in the office
since it is then less costly than individual room ecuip-
rient and obviously there it can be put under closer super-
vislon. While space in some of the other rooms xay serve
fairly well, better supervision will result and better
care generally can be given this equipment in & roonm
specially set aside for this purpose.

In Chapter JII, The Functions of the gchool 0ffice,
it was found that those commonly comprising the office
force were: (1) Board of Hducation; (2) Superintendent;
(3) Principsl; (4) Secretary or Clerk; (5) Counsellor;
(6) First Aid Supervisor. Thus far nothing hes been de-
termined with respect to the room needed for the function~-
ing of the boarﬁ of education, the counsellor, or the first
aid supervisor. while,perhans for financial reasons, a
separate room for the board of eduecation miszht not be prace
tical in the size of schools under discussion, it is still
true as was polnted out bhefore that the office is the
logical meeting nlace of the board. This meeting can well
be cared for in the office. Equipment for this function
##ill be treated in a later dlscussion. The superintendent
and principal should each have nrivate offices according to
pouglass (13:368), as sbated in Chapter III, when the en-

rollment reaches the 7% to 100 mark. TFord and Winn {30:10)
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also found need Tor separste offlces Ffor the suﬁé}iatend-
ent and the prineipal above the 100 pupil enrollment
figure.

If separate offices are not possible for the persons
acting as counsellor and first ald suvervisor, certeinly
they should be given desgk and file space somewvhere in the
office, Tven in a small schiool there 1s definite nesd
for g first aid room where a sick or injured pupil may be
put to bed and given care away from the noise and prying
eyes of his or her classmates. Ayres, Williams, and Wood
(5:45)_state, revery school should have a dispensoary.”
This room is undoubtedly best locabted where it cazun be
closgely supervised as & part of the office,

Thus, throue’ summarization and enalysis of the fore-
going discussion, “here exists z great need for these

rooms in the office suite,.

1. A general office, ineluding a waiting room and a

clericsl or secretarial space.

2. Private offices for the superintendent and »rincipal.

¢
»

A storage room or closet for supplies.
4, A Tirst aid room.
. A vault.

6, 4 radio coantrol room containing a public address

" systen,
7. Accomnodations for a first gid supervisor and a
counsellor,



The cuestion of the size of rooms needed is not one
to be easily nor readily asecertained. 4 commitiee on
schoolhouse planning from the National Tducation Associa-
tion headed by Cooper (7:1) recommends thet the total ad-
ministrative suite should not ogcupy wmore than 16 per cent
of the floor area of the building. This committee also
stated (7:64) that there were but "slight differences be-
tween the area needs in the different types of schoolg.n®
However, even this information is not of deep significance
since heating and ventilation rooms; wardrobes; all stor-
age rooms; and toilets, as well as offices were inecluded
in the administrative sulte areas., Definite standards by
these or other authors for the different rooms of the
office sulte seem to be entirely lacking. In a survey of
eighty schools in twenty-four states of varying sizes the
office and rest room facilities varied from one-half of
one ner cent to six per cent of the total floor area (7:68),

in effort was also made to determine sizes of office
floor areas through a check of published plans of school

buildings as found in 150 issues of the american School

Bdard Journal., However, as explained in Chapter II, the
technigues employed resulted in findings of no narticular
value other than to show that there were no ecentrsl tend-
encies evidenced in regard to the sizes of any offiee rooms
grouped by size frequency order.

gertain sources of information studied were valuable,

however, in a sgolution of the problem of room sizes.
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ingelhardt and Engelbherdt (16:574) set the following stand-
ards for the Oakland (California) Public Secehools.
Privats'0ffice----~-——---~ 10 x 167
secretary's O0ffice—-wmeea=13'6% x 16"
Publiec S5paceemecarwncen—a 6t x 18% 6t
supply and Book ROOP--=-~~1076" x 22°

While these standards are for elemeniary schools,
they are still useful in a study of cousolidated and vil-
lage sehools, since they, too, are designed for elementary
as well as high school work., Furthermore, there is no
reason for assuming that the activities in an elementary
schoal office znd those in & high sehool office would
difTer greatly; certeinly not enough to influence size
materially.

Green {31:;%0), meking & study of the office suite for
high schools, includes & skotch Tor an office In a small
high school which is repreiuesd as IFigure 1.

It will be noted that the meesurements of his nronosed

rooms are ag follows:

wm
<t
o
b':g
ot

Aeni

nrincipal's office {or principal) - 15* x 156¢

4

cipalt's office (ov superintendent)-=-=«= 15' x 15%

L_..
Q

Drr

w

Genosral office, including clerical space
and a wallting ro0n =——emmcecomecacnn-=e 13" X 247

work room adjoining clerical spags ~w-—-we= 71469 x 8167

Vault adjoining the principal's office
and the clerical spaCe—~=-emsscommeomcns &' x 6
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Av office plan for a small High School where Vault and store space 1s provided
—~ Adaptation from Cox and Langf‘\ﬁ(!f-:'?o)
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Green's article does not state exactly how he deternine
ed the sizes of these rooms. 1he study generally as stated
before, is based upon a survey of 185 North Central Schools.
From & diagram in a toxtbook by Douglass {(15:367) the

following sizes of rooms comprising parts of the office

suite are found. (See FPlpurve 2.)

General office [elerical snace snd waltiag
room divided by a counter)--—-- -~ 18' x 187
Principal's (private) office--me——w-= 10% x 12'G"

vhile measurements of the vault and storeroom were

lacking, these were obtained by the use of a scele ruler.

Sﬁarer@om (minus & small e¢loget).... ' = 10°

Cox and Langfitt (8:80) reproiuce a somewhat similar
sketceh showing larger areas and includiag a toilet. This
is shown with windows'added to the original drawing as

in Figure 4., 'This diagram provides these peasurements.

Principalts (privete) office-—-w= - 1l4' x 1119v
Clerical offiCe =mememcmccamccmaa- 356" x 14167
Outer office (public space)mem—mm=x B x 3416
SLOPCIO0H =wmmm e m e e i e 7T x 8¢
Vault {(approximetely) ——mecmmeccmmwa 31 x 41

- v

2
Ay

A

()

Toilet (approxinetely) —e--mmmosmaw

However, the best guiding principles in determining
the sgize room for any division of the office is considera-
tion of the functions of the rcow, and the size and guanti-
ty of egulipment necessary to perform these functions.

.

Flgure 4 shows an office plan winich ies %ke result of careful
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An office plan with offices for both Suprrm{cndmlf and Drincipal andafirst aid room. Office accommcda’nons are
inclu ca for a Counselor and First Aid Supervisor.
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consideration of the functlions of each room and the equip-
ment space neesdful as determined by actual measurements
of such eguipment, inecluding the caleulation of space
necessary to operate 1it,

This disgram was made o form a caompact arrangsment
of the neeessary office rooms ewmbodying the suite., It
takes up a space which is the approximate size of the
school room unit commonly used, whieh comprizes a regular
clagsroom with a ¢loakroom situated at the end of the
classrogm. It should be congidered the absolute minimum
ag far es space regulirements are conceruned.

It will be noted that this plsn provides the three
main divisions recommended, viz., waiting room, clerical
room, and private offices. In addition to these rooms, a
storage room, a first ald room, a vault, a radio control
closet, snd space for a counsellor are ineluded, The plan
glso mests well the criteria of arrangement. One room
{(the first aid room) would necessarily have to be arti-
ficially lighted. This is not ideal but owing to the lo-
eation of the room, natural}lighting is impossible.

The plan bears the approval of ¥r. Frank ¥illiams,
Director of the Uivision of Schoolhouse Plenning, State
Department of Public Instruction (¢klahoma).

In this dilsgram (Figure 4} the superiantendent's office
is shown to be 14 feet long and 10 feet wide. This room is
large enough to accommodate a few visitors or a board meet-

ing without undue crowding., It is anple to eare for the
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elerieal work, reading, and other like functions.

The publie space 1s designed to meet the needs of a
waiting room and an asseumbling place for teachers' neet-
ings. This room, which is 16 feet long snd 11 feet wide,
would be commodious enough for all ordinary groups.

Fhile separate rooms for the principal and counsellor
would be prefersble Irom an idealistic point of view, the
additional exvense incurred by umaeking these affiées sepa-
rate would be cousiderable. Thus, for practicsl reasons,
it would seem advisable to house them in the seme room.
fspeeially 1s this true sinee the counsellor in the types
of school under discussion could be no more than a part
time official in that capacity. Hy a ecareful planning of
scihedules there should be no conflicts of importance re-
sulting from such & combination. This room iIs planned to
be the same size as that of the superintendentts offiece,
Since 1t will not be used for board mesetings, this size
should be ample.

The clerical space is designed to be 9 feet long and
16 feet wide with a vault included which takes up a space
5 feet square (outside wmoasurement).
vide room for such functions as clerical work, supervision
of the vault, and direction of office traffic.

The vault shiown is Tour feet sguare, inside measure-
ment. All advisable records could be kept in s vault of
this size., The radio control ecloset for the public address

systen 1s detailed as six feet, slx inches long by four



43

feet wide. A later discussion of public address appara-
tus will prove this size to be adeqnate.l While almost
any size of storage room is possible to aefend, the one
planned as six feet, six inches long and five feet, six
inches wide affords 77 cubic feet of shelving spaée, it
the shelves are a foot wilde and extend seven feet above
the floor. This is in addition to the central area of the
room which is all open.
| A¥yres, Williams, and Wood (3:46) list as an office
need "a small dressing roon, ecuipned with tollet faecill-
ties.” While this room is perhaps advisable in the large
school, it can scarcely be recomumended in the consolidated
and village type of school under discussion, In all types
of schools there is usuelly need for careful supervision
of the toilets. Thig can be best assured in the smaller
schools 1f the stndent rest roome sre also utilized by
the entire faéulty as @ell. In addition to this, the extira
expense of providimg separate rest rooms facilities for
the few persons on the office Torece would be difficult to
defend in the interests of econow

The £inal space to bs considered is designed for health
work. The vroom shown in fthe zketeh is nlanned to be a com-
bination office and firet =2id room, The proportions of
- this roon should be gremter werc 1t 50 be for other than
smerszency use ag & health room and the dircetor a full time

official in 2 larger school.,

1
See pagae 66.
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For the smallegt censolidat d and villisge school
baving but one head officlal (superintendent or prineipal)
the plans of flgure 2 and Figure $ are worthy of consider-
gtlon. It will be noted tust neither ol these drawings
contain space 1or a counseilor or first sid supervisor as

geparate and distlnet orfiecials., However, it is probable

f.:

that ia such & small school the one superintendent
prinecipal would be obliged to serve in those cepacities
himseli, and thus the orne olffice would suifice.

It is suggested that the outer oifice in Wigure 3
might conveniently be divided so that the end farthest
from the storercom could be made inbto a sizeable first
aid room. It is certain tirat bthers csn be no particular
Justification for an out*# office or walting room in a
school of bthis size which igvﬁé feet and six inches long!

Arrangerent of Hooms.--an analysie of arraugement of

2 f

the rooms included in the office lavolves the use of such
eriteria as: accessibility; prlivacy where needed; health;
and convenlence.

 Three definite stztements regerding desirable srrsnge-
ments are wmade by Almack and Dursch {1:62). They are:;

L. Doors to ofrices sbould bte marked and an invitation

to eater should also eppesr on the door.
2. Walting rooms should be light and well ventilated.
S. ftorage space should be accessible to the principal

Johnson (21:214) hae this recommendation,in asddition:
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4. Inner foieés should have two ﬂooré, cne opening
into the reeeption room, and the other opening to the
outside. This is advisable since it promotes greater
efficiency. It is sometimes necessary for & nrinecipal or
superintendent to meke a hurried egress from the office
on important matters of buslness. This is fregquently
Giffiecult if the outer office conbains many neople. Have
ing the outside entrance to the private office besides the
door from the walting room, always mnsans mam? steps and
much time saved for the primeipal 2nd superintendent whose
dutles demand a great deal of traffiec in &nd oubt of the
office,

Other conslderations on arrangenent advanced by Cox
and Lengfitt {8:77) ure these:

5. There should be a counter sepsrating the waiting
room from the eclerical gpace. This counterg these authors
stateg should he high enough to write upon comfortably
wnlle standing and should have storage space beneath,

6. Teachers' mail boxes, bulletin boszrds, and the
dally register should be placed in the waiting room in
order to ellminete congestion which might easily otherwise
result were these fixiures put ip less accessible locatlons.

Other matters helping to deternine the degree of con-
venience, accessibility, and privacy which prevall are:

7. The cleriecal space should be so located in relation
te the walting room spaee that control of traffic to and

from the office ney be regulated by the clerk,



8. Private offices for convenience should be as
directly accessible to each other as possible.

9, The clerical space should be acceessible to all
nrivate offices in order to facilitate the use of the
vault and the handling of records and other materials,

10. Privacy in the private offices should be guaran-
teed by carefully constructed walls and ce¢lose~fitting
doors. At the same time, the use of glass in the door be-
tween the outer office and private office is advissable.
This is becasuse there is need to protect officials using
private offices from the petty gossip‘which frequently is
occasioned by conferences in such offices not possessing
windows or glass paneled doors.

Built-in Fizxtures.-~Some of the criteria to be con-

sidered in the discussion of bullt-in fixtures are: dura-
bility; adeguecy; and alternation easily possible, |

There can be no guestioning the fact that fixtures
built right into the walls of the building itself are far
more durable than those simply set in the room., Bullt-in
fixtures, if properly designed and constructed, should be
practically rack-proof. Then there is no legitimate reason
why bullt-in Tixtures are not adaptable to complete adequacy
of any needs of an office.

However, with built-in fixtures, alternation is not
easlly possgible, In view of the fact that due to growth,

curriculum changes, and many other more or less valid



nade, too sxtensive use of built-in fizxtures are not ad=-
visable.

Ford and winn (30:10) from a nation-wide survey found
oxtengive use of these bullt-lin items in the adninistrative
offices.

1. Bulletin boards, usually located in the publie

zpace or c¢lerical office.

2. ail boxes in the waiting room.

3, Pencheg in the walting roou.
4., Cabinets and key cases in the elerical spaces.

L]

« Trophy case either in the waiting room or in the
corridor near the office. This item 1s not mentioned by
Ford and Winn, bub is a necessary fixture for the preser-
vation of trophies. By having it as an adjunet of the
office it is under closer supervision.

SUME

ARY OF LOCATION, SIZE, ANWD ARRANCEMENT CRITERIA
4. Locste the office in the building:

1, Where its traffic will not interfere with olther

educational sctivity.

2. Where it will be coordinated into one suite.

3. On the first flomr_ardinarily.

4. Centrally, and near the main entrance.
‘5. “here it 1s easily accessible to other school
getivities.

&, Away from certaln nolsy school activities,



B, The office should eontain:
1. Three main divigsions: (1) waiting room; (2)
clerical room or space; (3) private offiees for
the superintendent and prineipal,

2. 4 storage voom or a c¢loset for supplies.

L Tirst aid room with office facilities.

e
.
o

B

L veult.,

5. 4 cloget fTor radio and publie address apparatus.
6. Office facilities or at leasgt desk room for a
counsellor,

C. Rooms should be of ample proportions. Sizes considered
as minlmum to perform necessary functions and house
eculpment needed are:

1. Private officese—emmemmmmnc—~ 10! x 147
2. Clerical spaCe=—wewmommcwmea—— 9y x 16

3. VWaltlng roole=—--m---me=me=w- 111 x 167

4, Storage closet —-—emmemmcnaaa 58" X GO0
5., First ald 700 ~eec—aeew ————— G515 x 10t

6, Vault ~emcecaccarmncan e mcnen 4 X 4°
7. Radin contTol Iroolir-—weoe—nmm- 4% x 66"
T. Rooms should be grranged with:

1. Doors well marked.

O

. Waiting rooms light and sufficiently ventilated.

d. Storage space readily avallable to sunerintendent,
principal, and elerk.

4. Two doors for private offices; oune to the reception

room; the other, to the outsids.
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& counter between the walting room and the clerie

cal space.

Mail boxes, bulletin boards, and daily register
in the waiting room.

Cleriesl space situsted s0 that office traffiec

may be controlied by the clerk.

Private offices as directly seceessible to each

other and to the elericel space asg possible,

Privaey Tor privete olfices.

E. Fixtures whiech may sultably be provided as bullt-ins

Bulletin boards in the walting room.

Mail boxes in the walting roon.

Benches in the waiting room.

cabinets and key cases in the olerical space or
roon,

Trophy case,
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CHAPTER ¥

In the preceding chapbter apn effort was made o de-
termine the cooreect situation of the office in the build-
ing, together with en anelysis of soqe provlems of design
wiiieh Involved the size, nunber, and arrangement of rooms
comprizing the office sulte.

The present chapter will be devoted Lo the establish-
nent of c”iterié to promote healthtul offices and to aid
in the selection of suitable gnd adequate offlice furnish-
ings

iH CONSIDERATICHT

dn T

The rols that the subject of ﬂoaltq plays in the dis~-
cussions of things educational today is quite well known
to aluost everyone engaged in any form of educationsl pur-
sult. Yet the fset that meny of the elementary rudinents
of heaglth are commonly violsted ian our school offices is
ons of easy denonstration.

Those Taetors whiech grestly influence the health of
those utilizing the office are: (1) ventilation; (&) heat-
ingz; (3) ligbbing; (4) floors; and (H) walls. These topies

will be counsidered in the order shown.

=

pan
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Yentllation.«--iiood and Hendricksen {35:44), in

cussing how to judge poud ventilatbtion use these two
eriteria,

i, what is the aversge bewmpervabture through the winter
in the room? If it is arcund 68° Pahrenheit, it is probably

sabisfocbory, according to these authorities.
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£. Yhat does the systen cost to install and operate?

These wrlters recummend the Yheelsr Hystem of indow
Gravity as 1t was approved by a Joint (ommission om Health
Froblems in Hducation of the National Eduegtion iAssoeiastion
and the imerican bedical Assoclation. 7The essentials of
this plan as 1t affeets school offices are;

1. Radistors long enough to extend full width under
the window

2, Deflecting boards at the bottom of windows (win-
dows open zt bottom, not top).

3. Window shades attached firmly. Preferably two
shades, one pulliang up from the middle snd the other pull-
ing down from the middle of the window,

briscoll (22:78) ohserves:

For rooms of normal OCCUDANEY, SUCih 48 ~e==
gt offices === infiltration {(of sirj through
th walles and wiladows 1is sufficient for every
ventilatling need.
However, other investisetors amsscert thot this does not

11y aunswoer the ventilation necds. ‘The problem of relative

wmmidity should be given considerabtion. Oroft (9:303) sets

ot

up this standard: 73 w=w- office{s) --=-« $the relative
hum dity should be about D0 or 60 per cent.”

It wag found by isyres, Williame, snd Wood (3:;158) that
& cubic foobt of air taken at 580 siirenbeit and heated to
70° ineresssgs 1ts molsture holding cspacity three and one-
hal? times. This weans that alr taken into s room from the
oubside during cold weather becomes very “thlrsty? alr when

heabed. Ur. slbrecht Haeter, Profegscr of mlegbrieal



Engineering, Agricultural and Mechanlesl Collegs, Still-
water, Ckleshous, seys that it is not at all uncommon to
find roons with a relstive humidity of from 10 to 285 per
cent -~ less than the relative humidity of most deserts!
This condition causes dry skins, flushed faeces and a parch-
ing of the mucous membrane, With the moisture gone, the
mucous membrance cracks and disease germs find ready en-
trance to the raw tissue. 7The germs then begin thelr
devastating work. There can be no daubﬁ that much of our
prevailing throat and nasel trouble has origin in rooms
lacking in molisture content.

Thus, the frequent use, or better still, the perma-
nent locatlion of a good hygrometer in every school office
is to be strongly recommended. In faet, 1t should be used
in every se¢hool room, In ordsr to veotlfv the moisture
deficiency in his own office, Mr. NHaeter has simply put a
smell Jet in the slde of his office radiator. This can
be opened at intervals to let stean oscape into the room.
A small pail is suspended under the jet to cateh any water
whieh might coudense as the steam escapes from the Jet.
Incidentally, thils vractice will also prevent the common.
opening up of eracks in walls and furniture ia rooms due
to dry a2ir. wWhile this practice is possibly not the most
practicsl for general school use, the advisability of en~
ploying this devise where better means of regulating rela-
tive humldity canpot be obtained is such that it should not

be guestloned.
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Avres, Willlems, and Wood {3:154) advocate the use of
.humidbgtats to keeop the proper amount of humidity in the
air. ?ﬁeg@ humidostats avtomatically turn steam into
fresh air flues Lo be carried into the rooms as it is
needed.

It i highly probable that in the future air condition-
ing will becone cheaper and will be utilized by éehmals
generslly. Setisfactory alr conditioning egulpment will
regulate temparature, humidity, elreulation end remove air

The use of Venetlan blinds is looked unon with dis-
approval by these authorities (3:73).

Yanetian blindg ~-- gather dust, seriously

darken the room, got out of order, cut off

breszes, and froguently allow narrow bars of

sunlight to strean across the room to irritate

the ¢cyes w=-
This opinion is not held by sueh writers as Ford and winn
(30:34). These criticisms of the use of Tenetian blinds
seenm scarcely valild sinee they ean be kept in working order
and reasonebly fres from dust by any competent janitor.
The proper regulatlon of the blinds will eliminate the other
evils cited., On the other hand, the use of Vernetian blinds
will aid materially in permitting the excluslon of direct
glare of the sun while permitiing good ventilation through
the window, Cortainly in thils respeet Venetian hlinds are
far superior to ordinary shades.

Heating.--ithile the low pressure stean system whieh is

50 prevalent in our sohools today is g generally satisfactory



type of heating unit, there is onc condition under which
it is not satisgfactory. Freguently members of the office
foree must work in the offices on week ends znd holldays
when sechool iIs aot in session. I there 1g no other heat
available in the office and the weather 1s cold, the en-
tire boller must be heated to supnly wermth to the offics,
This 1s an expensive and time- consuming practice. For
this reason a small gas or other type stove is really a
practical necessity In the sehonl office, Hany schools now
use o radiator with = gas fire directly beneath it. This
is in aff@etla geparate boiler., With this type of stean
heat, it is possible to heat individual rooms easlily and
guiekly.

Lighting.--The lighting of the office ig a subject

s

worthy of the wost careful consideration, Agzain citing

Ayres, M lliamneg, =nd Yood (3:66-67) naturel light should
be: (1) unilatseal, and (2) entered through a ﬁindOW'glass
area equal to at lsast one~fifth of the floor srea,
In discussing artificiel lighting, Bruce states:
The immediate btenefits which proper school
lighting affords----important as they undoubtedly
are, are provably overshadowed by the ultimate
benefits of conserving vision,-~--~disorders such as
irritabllity, nervousnesse, dizzinecs, and headaches
result from abuse of the eyes.
Bruce lists these reguiremente for artificial llghting:
1. Surfieient wiring capaeity.

2. Outlets locsted so ag to gecure glare-free light.

b:\l‘
*

. Awmple illuminetion for efficient study.

4. Careful, systematlc malatenauce.
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Since the first of these points belongs obviously to
the realm of the professional electrician, it will not be
discussed here. In order to secure glare-free light; fres
from specular refraction or refleetion it is necessary to
have all iight fixtures behind or st the side of the person
geated at the desk, Never should the light be im front
of the individusl since then the light rays will strike
articles on the top of the desk or the desk top itself and
reflest back into the eyses,

The reference work, Flectrical Epgineering (2:125-6)

is guthority for this statement:

Semi~indirect units of dense glass and totally

indircet uwnits are, in gencral preferable to all

others for office lighting where a celling of good

refleeting power ls obbtainable. ~--~ a lighting

system of such units permits maxlrum flexibility

in arrangenent of furniture in & gensygl ol fice~--

rowl flxtures should be gelected with these eriteria
in mind,

1. 30 constructed 25 to be casily eleaned.

2. A hard and smooth finish.

Z. Contour nlein enough thet light will not becone
pocketed and lost.

To determine the adenuscey of either natural or artili-

s neceseary 1o use a

fde

eial lighting at & given polint it
& . , )
foot-candle neter,  While to the noviee in the fleld of

licghting, it night not appear necessary 4o resort to this

i

8 i .
This instrument measures light intensity in terms of
the amount of lizht {rom & standard csndle =t o 4istance

of cne foot from the objeective.



expedliency, the fact that visual perception of 1ight in-

tenglity is soverned by Pechner's Lew shbould eonvinee any-

one thaet *h gye 1o suel ecasss is utterly underendablo,

ag Harri-

4 survey of the writings of such ¢

bz {19:4), Gay and Pauvecett (13:349), Cushing
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towell {(84:94) shows the volidity of the
follovwing tavle of foot-~zcandles of light for offices at
the polnt of most freguendt use.

TATLE IV

STANDARDS OF FOOT-C/HDLE ILLUMINATION FOR OFFICES

»laee Recomwendesd pecuired

orfice {desk work) 10 ~ &¢ 8

Clerical work 20 -~ 20 18

walting room B~ 10 4
File room ocnd vault g - 10 4
Toilets end wash rooms B « 10 4
¢orridors and sitalivoys & - lGn 3

Since it 1s not necessary to illuminate an entire
roon to the recommended intensity for office work, the use
of the so-called "student lzwp" is advocated in the interest

of economy. 4any laup of thls type nay be used upon tae

&

Techiner's Law statesi nThe Inteusity of sensstion
increases &s the logarithn of the stipulus. The reason
for this ig due partly to the faet that the contruction
of the pupil tends to off-sebt the increased light in-
tengity almost completely by shubting out more light



desk and is generally satigfasctory 1f it besrs the approval
of the Illuminating Znglineeriag Society.4

Floors.--Ayres, Williems, and Wood (3:806) set up three
eriterls Tor school Tloors, Floors, bthey state, should be:
(1) Tireproof; (2) soundproof; snd (3) ilmporvious to draughts.
To be Tireproof, wooden floors should be lald over councrets.
Double Tloors sre necessary to insure sound proof and draughb-
nroof construetion. The lower floor may be nmade of rough
lumber and should be lsid diagonaily. Asbestos, felit, and
mineral wool should be used between the two floors to further
its ebility to resist sound and draught. These same authors
found that oak, maple, and herd pine make satisfsctory floor
materials With preference being given in the order named.
A covering of eork, vubber, tile, fiber, linoleum or other
like material is very desirable since it has several ad-
vantages. 1t is smooth, cleans easily, is sound proof, and
ie & poor conductor of heat or cold, Monvoe (235:189) rec-
ormends the use of floors umade with what is comsonly known
as "hogpital construetion,® 1. e. curved at the Joining of
the wall and floor bto facilitate essy cleaning.

fmlle and Woodwork,--The use of plaster, woodpulp,

R

cenent, vtile, terrazo, brick, and various types of composition

4

’ Illumlinating Englneering Society, 29 test 38th Jtreet,
Hew York City, Wew York. Cormonly called i, E. 3.7 This
is & nationel organization of engineers, manufecturers,
contractors, architects interested in the problews of illu-
mination who by experirentation and investigation seek to
determine adecuate standards for illumination, The find-
ings of this group are quoted snd accepted by authoritles
‘generally on lighting probleuns.
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bouard sre recommended by ayres, Williams, and 7ocd (3:

fx]

8)
a8 suitable materials for walls, provided bthere are no
cracks, and the finish is smooth and painted. DBurlap,
tapestyy, and wallpsper are dust and dicease catchers,
Carpet sirips in doorways are also collectors of dust and
dirt. ‘'They need not be used if doors are fitted carefﬁl}y.

Ayres, Williems, and Wood (3:29) and ¥onroe (23:190)
adveocate the use of plain doors without moulding or panels
to eollect dust and dirt. These doors have the further
advantage of not sagging as eagily as the more common
panel door.

Color schemes should be ubtilized which are restful to
the eye and yet do not absorb liszht, according to Ayres,
Willians, and Yood {3:73). gray, buff, and tan may be
used in the lighter shades. The ceiling should be jJust
of f wihite, All woodwork should be finished dull to zvoid
unpleasant reflection of light. ¢reen (31:70) recomnends
that as little woodwork be used as possible, He also
reests that metal woodwork is preferable since it is
fireproof.

OFFICE VURNITURE AVD FIXTURES

One of the important consideretions in regard to a
properly funectioning school office is the arranzement of the
furniture and other furnishings. It is impaésible in this
analysis to lay down very definite regulstions for the
placenent and location of furniture due to the many sizes

and shapes of offices and the furniture itself. This does
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not however, in any sense, do away with the problem itself.

The langusge of Vaughan, Lx-S8uperintendent of Publie In-

struetion, State of Cklahoma (39:52) is worthy of quota-
tion in this conneetion,

The office should be so well arranged, and
so efficlently orgenized in general appearance,
that it will serve as an 1lncentive and sugges-
tion to school bosrds and school teachers to
gee that their own workshops, records, and work
are egually well organized., 4 pleasing sur-
rounding will often do more than words to guist
the nerves of some ill-tempered person who is
bringing his troubles to the office, If he is
glven a comfortable ehair in a well organized
office, with elean walls apnd windows, sud a few
beautiful pictures to attract his attention, he
can be guickly induced to forget his anger and
hls original intention of rgetting the superin-
tendent told.

Furpiture and Fixtures Needed.~-Several authorities

list furniture designed for office use. Almack and Burseh
(l:ﬁlsez) list as desgireble office furniture:
1. Chairs.
2. Flat topped desk.
4, Piling cases,
4. Book case.
e magazine‘raek.
8. Pletures and window curtalns.

Reeder {26:486) includes also;

-1

. Typewriter table and chair.

M

j. Work table.

1}

&

O

. Desk lemp.
A list of furnishings for the adninistrative office

by Donovan (12:38) advisss the inclusion of:



10, Washbagin (or lavoratory).

This last-naved item is a great time saver, sspeclially
for those who use Tinger-gzoiling carbon naper, gelastin
duplicators, and inky nimeograpihs.

In sddition to ehairs and table {or desk) for the dis-
pensary, Ayres, ®Willlams, and Uood (3:46) found need for
these items.

11, Couch {(or cobj.

12, Secales.

13. Cabinet.

Type and Size of Furniture and Fixtures.--Green (31:70)

advocates a flat-top desk, 48 inches by 60 inches for the

4

principal {or superintendent). This desk, he further states,

&

should be furnished with filing deviees in the drawers an
& plate glass top. Bwivel cheirs are slso recomacnded by
thils author for the superiantendent and principal. 3uch

chairs are far more comfortsble than the common, rigzid,

<

stralght-baek chalr.

Since open-shelved books catch dust readily and are
hard to dust, bookcages with glass doors are preferable to
those with open fronts.

Care should be used in the selection of pictures and
window curtains so that the color schemes will net *guarrel®.
These fixtures zs well as sll others common to the office
ghiould refleet the culture and refinement of the office force.
Green (Bl:;70) advises that soft, subdued colors are prefer-

eble in general.



The size of different articles of furniture and fix-~

tures is important In planning an office of adeguate sisze

or in plarning room for new eguipment. In order to obtain

informstion of this kind, articles of furniiure and fix-
tures were measured during the visitation of the twenty

schools expleined in Chapter 17, The iafomeation so derive

Table V.

ed is exhibited in

7Y
St

2T

EEXimnn

Size 3ize
Book cases 7 1z xE&r  12vxd4w 12925447
Clocks, Progranm ] gnx2lt  gnx&ln grgaln
Desks, flat-top 5 BOg€lw 00 x60n SRS ¢V
Desks, Roll-top 15 3660 30wx48n 30nx54n
File Cabinets 17 10wx4Zry  1&vxluw 1enxepr
Lavoratories 1 ——— e e 200x20n
Legazine Racks 2 gux7er  1a#xe0w -
Clerical Counters 1 eeee- e ——— 16 x39n
Steel Lockers S E1rxSor  18wx36w 183exagH
3afes 7 S0nrx36n  239x2on 26726
“rophy Ceses 1é la7x48n  1u»x309 16nxign
Typewriter Tables 10 24vx36n  157xlaw 185wx38n
Tork Tobles 10 2anx7Ry S0oxI6w TR PRl

It will be noted in this connection that due to the technigue
employed no attempt is made to set up further criteria for

gsize than to point out sizes slready in use. In general,

it is recomuended that sizes much smaller than the median

are t00 suall to be of grestest usefulness. This assunmption

wags reached by confersunees with superintendents and prinei-

&

pels who used the itens in

ES

gussbion.

3teel Furniture.--The use of metael Turniture is becom-

ing more common. It has certaln obvious advantages
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i

i, It is quite fireproof.

2. It is easily cloaned.

3, The drawers and doors do not swell asnd stick as
do those of wood.

4, Jointe will not split or open up due to humidity
change.

5. Steel furniture also possesses grester strength
generally, than wood.

The disadvantage of steel furniture is that it is cons
sidersbly wore expensive in the first cost. However, in
view of its greater durability, thls disasdvantage is large-
ly overcome. |

Loention of Furniture and Fixtures.-~llhie clerical

space should contain the program clock, file cebineis, a
desk, a safe (if there is no vault), a {typswriter table
and chairs. Steel lockers ars also good eguipment, es5-~
pecially if storage roowm otherwlse is nmeager.

The private office should contain a flat-top desk,
hookcase, file cabinet, magazine rack, and a desk lamp.
Steel lockers are also valuable in most private offices.

The waiting room ghould bpe furnished with a comfort-

=3

or visitors. & small reading table

5

able bench or chasirs
or magezine rack with appropriate nagazines ls alsgo advia-
eble fér this room,

The Tirst aid room should have a cobt or coueh, platform
scales, a ocabinet or steel locker, flat-top desk, files, and

ghairs.
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Lavoratories may be in the private office or the
clerical space, if screened from the publie view., Trophy
cases may be put in waiting rooms or corridors outside the
office. BSinee trophy cases are for “show®" purposes, ¢or-
ridors are probably the best place for then, if this lo-
cation does not ceuse trapffic to be obstruched. Pieturses
and window curbtains appropriately seleected and hung lend
dignity and character to the office. Rugs are of question-
able value. If floors are eovered with a sound deandening
devise such as linoleum, rugs are then defensible for
decorative purposes only. Especially where the traffic is
heavy, rugs are not to be comuended sinee they are calehers
of d@irt, dust, and disease germs.

OFFICE AIDS

Careful selection eof office aids can do muech to in-
erease the efficiency of office routine snd to reduce
tedium, Douglasgs {(15:368) in this connectlon lists:

1. Duplicating machine (mimeograph, neostyle, ditto,

gte. )

2. Typewriter

3. Stenling or ¢llvping machine

4. Adding or calculeting nachine

5. Fenornndwn - #ticklcy? '

&, Filing cszbinets of recopds, pemphlets, bulletins,

alG eOTrraspondsn e
Cox and Langfitt {£:88«3}), 1n & similar list, suggesb:

»

7. Desk baskets for incoming ond outgolng mell
8. Deskwork orsganizer

Other minor itens of office aids are noted by Reeder
(26:486):

9. Clock
10. Ink stand



11, Peper welight
2. S*Qﬂw molstener

13, &Sclissors

14, .:u.U.lC‘

1%, Pencll sharpener

16, B8lide ruler

17. Rubber stamp and pad

18, Paper punch

19, Paper culter

In view of the meny testse, lnstructions, orms, and
records generally that must issue Irom the sehool oifice,
the typewpriter snd the dupliecoting machine regulre little
defense if the saving of time is a Tactor to be considered.

Since neatness end order aye neceagsary Ior propsr functione

]

ne, stepling or clipping macnines ﬁg group sets of papers
together, flling cebinets for indexing and preservation of
records and reporis are meedful. The adding wachine and
‘-=ime are great time savers and insure &

higher degree of accuraey in the Tiguring of reports and

Desk beskets and deskwork organizers are ov value in
thet they hely to keen the desk of the superintendent and
prineipel in sn orderly and presenteble condition. In ad-
dition %o that, such sids adéd materiaslly toc the ease and
dispeteh with which office work mey bhe handled.

since sone devise 1s necessary to "tickle® the mewmory
of most sehool executives so that lwporiant matters will
not bte delayed or forgotten, there 1s need for the memoran-
dum. Cox end LansPitt (8:82-3) list four seceptable alds
of this veriety, They aret

1. Eomorandun pad



Z. School calendar

3, Card lile index for each day in the year

4, Folders Tor filing materials on topies requiring
aduninistraticnal attention

COMUNICATION AIDS
Douglass (13:368) lists ms essential communication
aids for offi use:

1. i telepnous
2. &4 program cloegck

Almack and Bursch {(1l:61) advocate:
S, Letter boxes for teachers and jJjanitor
Green {31:70) recommends the use of:
4, A bugzer or other signal
bonovan (12:53), in discussing vLittle but Important
Things often Forgotten in Schoolhouse Planning® finds need
for:
$. 4 radio snd public address syston
In the btype of school under analysis in this thesis,
there could be but litile justification for the installa-
tion of wore than one telepuone in the office. (Cerbtalinly,

) s
D6 A4S

(u

necessary. So olten the principal must have inm-
mediate cheek upon a student away from senool., Ireguently,
a substitute teacher uwust be located in a short time. Ar-
rangements must be nmade Jor all kinds of iﬂﬁer-scholastic
rneets and genes,

A program clock, automatically controlied, should be

wovided in eorder that all classrooms will fupction om

K
&

schedule time.



&6

The hendling of announcements, supplies, end reports
is qulekly and easily accomplished by the use of teazchers?
and janitors?® mell boxes placed where they are accessible
as these persons eome to sisgn the register as they arrive
or leave for the dav.

“hile not a practical necessity, a buzzer, bell, or
cther signal is very useful and a time saver for the office
forece., It way be ussd to sumon teachers or other officials
for eonference or to answer the telephone. Its greatest
usefulness is in the larger school systeus.

The inereasing use of the radio and nublic alddress
systen has already been partially‘diseussed.5 The nublie
address seb used in the Orlando Consolidated Jehools,
Crlando, Oklahons usses a'space 18 ineches souare on & table,
A model shown 1n a recent R. C.A. Catalog (41:26), suitable
for the ususl consolidated and village size range of
schools, is 21¢ inehes long, 21+ inches high, and 10 inches
deep. Another, in the sane catalog of the same general
type measures 17 3/4 ineches high, 21 inches wide, Qnd 12
inches deep. Almost any radio or phonograph may be used

with these public address systems., 2 complete set in-

cludes:
1. Input epparatus - mierophone, radio, or phonograph
2, Vacuum btube amplifying equipment
5., ILoud speaker or sound projector

RECORDS
One of the chief functiong of the school office is the

keeping of school records., Jones (82:107) concludes:

B _
See page 32.
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The improvement of school records is, in
faet, ona of our most imperative needs and is
receiving the carsful atteantion of our most
progyessive school wmen,

For the purpose of classifying the many records ad-
vocated by authority, four main divisions will be designat-
ed. These divisions are: (1) pupil accounting records;

(2) zeneral records; (3) financisal records; and (4)

temporary offlce records.

Pupil Accounting Recordg.-~As a means of "leadlng to

identification of average, roiarded, and meladjusted
pupils, " Cox and Langfitt (8:387) advise the use of:
1. Pupil progress « chronocloglcal age table
2. hental age - grade table
5. hducational age - grade table
4. Chronological sge - grade table

thege forms, according to these writers, reflect tue
general econditions of the gehool and show the principal or
superintendent where improvement and change in procedure
are desirable.

Another pupil accounting fora recoumended by Cox and
Langfitt (3:399) who state that it is "probably the most
convenlent and efficient manner of filing the records of
ong »unil in the centrzl office™ ig the:

5. Cumalative Tolder

Tis folder should contain all items on the individual

pupll that teackers mizht wish 0 file for fubture reference.

These same authors (B8:328), quoting from FEikenberry,

list as desirable records of pupril population:

6
] Fikenberry, . Ha,
supervision, pp. 2EH=-6.

cha@l




. Registration eaxd

. Achievement eard

« Heslth eard

. Personal gualities

10. Placoment card

11. %eacher's periodic report (renort card to parents)

12, Teacher's semester guurmery (of attendance and
grades)

13, Registers

14, Principal's monthly attendance report

0 ~3 G

These cards and reports serve to meke records which
furnish the executive and teascher with svailable and vital
information on each pupil.

gox and Langfitt (8:381) introduce as additional forms

;

. : oo “ 7
for pupil sccounting the following Irom Emmons.

5. Hotice of transfers
1¢. Memoranduw of transferred »upll record

Two more resords are sdded by Reeder {26:518) which
are essentisl to adeguate pupll asccounting:

17. Pupilts cumulative record (so-called psrmsnent

record)

18. Prineipalts office record

In the interest of studying the aptitude and ability
of the individusl student, Cubberley (10:;€12) recommends
the use of:

19, Individusl profile chart

This card or chart shows a graphice surmery of health,
intelligence, achievement, and soclal rating scores. It
is & splendid Torm for the guidance counsellor to use, as
well as the first ald supervisor and principal.
Emmons, Frederick C., "Census and Altendance Jecords,?

School Records and Reports, Research Bulletln of the Hation-
al Tducation Assoclatlion, 7ol, ¥, i¥o. 5, p. 263,




20, dchool census report

This report Torms the beagls for the apportionment of
the interest and income from the permanent sechool fund
(state of Oklshoma) is necessary for statistical purposes,
and is reguired by state law (40:XTI:238).

21l. Certificste of Blegibility and Individusl Partici-
pation Record

The Annusl High School Bulletin (38:;19) provides that:

The Certificate of Flegibility and Individual
Pertieipstion record of each pupil (participating
in sny form of athletic contest) should be kept
up-to-date on forms provided by the 3Jtate athletie
Associatlon,

22, Student transcripis
This is another form of pupil accounting required

by the State Depariment of Public Instruction. The Annual

High sSchool Bulletin (38:9) states:
fransceripts of students who enter with ad-

vaneed standing shall be secured and filed when
sueh students enroll.

55, Record of punishment and problem cases

This reeord mey well be included in the curmulative

‘ folder. It is desirable as a means of pupil adjustuent.
Sinee no pupll wants & bad written record agsinst him in

the offiece, this form has outstanding disceiplinary wvalus.

General Records.--Several gensral records are spe-

eirically required by the State Department of Public In-

struetion (Oklaubhoma) through its annusl High School Bulle-

tin {58) or are necessitated through reports that are

demanded for accrediting.

1. 40 applicatlon for asegrediiting



{»—"i

This record 1s for the purpose of glving the State
Department valusble information about each high school

expecting to recelive acerediting with the sltate solleges.

In ordey to dstermine educational guelifications of
teachers for tesching flelds, aschool offices are reguired
to have accessible certificates»cf all teschers. Reecently,
to iusure greaster erficiency wnd generally better serviece,
certificates sre reqguired of jenltors and truck drivers.
These are executed upon a prescribed form furnished by the
state,

3. 5 eunmulative record of subjects faught by vears.

This record is valuable in checklng up on subjects
offered by a school in the past, It 1s espeelslly needed
by the new superintendent in determining slternations of
subjeets and the trends of the curriculum in his school,

4, Dailly prograus |

The practice of keeping a Tile of the daily programs
as a cunulative permanent record is advisable., If care
has Dbeen used in the formilation of such programs and
sehedules In the past, these old plans often save hours of
time in making new programs. Besides thils, the o0ld pro-
grams substentiate needful facts regarding previous curricu-
lum matters very frequently.

5. The Instructional sSeore Card
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This form should be filled out and filed each year.
It shows clearly the advancement of the school generelly

[

in instruction, builldinsgs, playgrounds, and other matters.

Ldeeing it shows those who use 1t other improvements that

could be made to make the school betber.

8., Inverntories of all ecguipwent, apparstus, books,
and furniture.

Tne use of complete inventories in school administra-
tion goes far to put the school on e business-like basis.
Sueh inventories are of great velue in selecting necessary
ecuipment ppd in debtermining the actual physical ccnditions
of the plant and its furnishings.

7. Transeripts of teascher scholastic prepargstion,
Complete transeripts of collegiate preparation of
teachers rust be kept on file in the sehool office in okla-
home schools in order thet inspectors mey readlly determine

the adequacy of teascher preparation.

8. Transportation maps of territory serviced by school
buses.

These maps are reguired by the State Department of
Public Instruction %o aid in the caléulation of the allot-
ment of areas to schools, to help debermine the State
Tingneial program Tor transportation, and for statistical
PUPrPOSES.

9. Transportailon reports.

The trapsportation reports required are those of the

bus drivers to the superintendent wud the final report sent
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to the State Devartment of Public Instruction. These re-
ports should beecome permanent reecords in the school office
as alds to the determination of trends znd future needs

of the transnortation service.

10. State Statistiecsl Report (Psrt I)

This report beecomes a cumulstive record of statis~
tiecal value as & surmery of school progress each year.

General records of the school board which may be
kept in the office are:

11. Record of the minutes of the Lnnual Veeting.

12. Record of the minutes of the board meetinss.

These records are required by state law. A.special
space should be reserved in the school safe or vault for
these valusble papers.

15. Teachers' contracts.

“hege contracts are required by state law. Sinee they
form the formal agreement between teacher end vosrd, they
should be- carefully preserved in the ofiice. |

14. 3tate Bulletin File.

For reference use, there siould be g complete file of
all bulletins, pamphlets, and instruction sheets igsued by
the State Departwent of Public Instruction.

15, Teacher rating cards.

16. Semester summary of work covered.

ihe teacher rating card is of grestest value inm the
larger school, It attempts to deal objectively with the

classification of the cqualities of the toeacher so rated,.



The semester summary is & summary of the work covered by
thie teacher in eagch course taught. It is valuable in that
many teachers will be more careful in their work if faced
with the realization that a written report of their work
must be mede at the end of the semester. If reguired in
enough detail, it may be considered to serve somewhat as
an index to tesgehing performence.

17. Tules and regulations.

A written record of such rules and reguletions of the
school a8 may be necegsary should be part of the complete
records of any school office.

18, National Vouth Administration records.

In order to participate in the National Youth Program
three types of forms must be filled and kepbt as records.
These are:r (1) applications; (&) time sheets; znd {3)

M. ¥. A. Bulletins,

Financiel Records.~-Carsfully kept records are neces-

sary for satisfactory financial accounting. Gregory {37:20)
states:

The funection of financial zccounting is two=-
fold, iIn the first plsee, Tinanclal accounts
gserve as 2 basls for determining whether the pub-
lic money has been legally spent for the purpose
for whieh it was intended. ----In the sscond
place, adeguate finaneisl accounting supplies
school officials and emplovees wish fects which
are necessary for efficient and intellipgent ad-
ministration. :

Jeveral recordes and reports are reculred by law. These
should be eonsidered the pinlmua rather then the maximum.

1. Audlitor's report.
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Ihis report is reculred of 81l independent distriets

pach yenr. A thess reporis sccumlaste, they hocome §

the zchooll's permanent rocords.
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superintendents and clerks should have avallable the ex-
act financial status of each account in the appropriastion,

Three more records are recommended by Gragory:8

9. Coupons on bonds record.

10. Insurance record.
11. Tax collections rsecord.

Thege records are very essentisl to estimsting future
needs and future income. The first one should show the
date and the amount of coupons due on bonds, either owned
by the district or agalnst it, The lnsurance record
should show the amount and the date due of &ll school in~
surance. The tax collec¢tion record should show who pays
taxes, the amounts pald, and the amounts delinguent.

12. Extra-curricular funds record.

The wise superintendent will insist that a careful,
well-kept record will be made showing all extra-curricular
ineome and how it was spent. 4s a further check in order
to acceount for such wmoney Lfaithfully, he will use a re-~
ceipt book. If this procedure is followed, the superin-
tendent or othier official handling the extra-curricular
money should be able to show a “elean hand.®

Tenporary O0ffice Records.--These records which are

little more than reports kept for s semester or a term
are vital to effective aduministration,

1. sbsence gnd tardiness excuses.

8
Gregory, Marshall, Director of thelivision of Research
and Service, State Department of Public Instruction, okla-
homa City, Oklahoma.
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An excellent wayvy 50 eliminste truauey and careless-
ness in school gtbeondanee is to demand excuses for such
tardiness ond absence glgued by a pavent or guardian. In
this conneetion, an "autogranh album™ of parental signa-
tures is indispensable.

8. Report caraa.

(These cards were also sugrested under *Pupil
Aecounting®) .

3. Pupil directory.

This direétary is suggested by Cox and Langfitt
{8:393). vhile g pupll directory or a school directory
might be valuable in a large sechool, it is not very neces~
sary in & small school as far as office needs are concern-
ed. 4&ll the iaformation contained in a pupil direectory
cen easily be found on the registrstion card. It might
be commendable as a student project as extra-curricular
agtivity.

4, Calendar of events for the year.

This item sugzgested by Reeder (26:487) is an excellent
office feasture. It is a great aid when scheduling sny cur-
ricular or extra-currieulsr activity. It should entirely
preveint the scheduling of conflicting dates,

3. Unsatisfacbory work report to parents.

Copies of each report of this type sent out should be
retained by the office for future reference and possible

consultation with the punil affected or his parents.
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Professional Library.--The following reconmendstions

for o professional library are found in Reeder (£6:487).
Thess references are so well known and thelr uses so ob-
vious that no sxplenations are necessary.

1. ¥any bocks on sdministration and supervision of
sehools.

2. Reports of sState Superintendent, State suditor,
and State Preasurer.

5. Reports of the Bureau of “ducatlion.

4, Reports of the dtate and Hational fducation isso~

S, Courses of study - local, state, and others.

€. 3chool Directory ~ local and state.

7. Bdueational Directory - (U. 8. Puresu of Bducation)
8. A dictionary.
3

. Horld Alwmsnac.

10. Who's wWho in imerica.

11. Catalogs of textbook publishers, school supplies,

nd eguinment firme.

]

12, Gatmlags of colleges and universities.
13. State school law.
14. 3chool administrators' magazines.

SURMARY OF CRITERIA ON OFFICE HEALTH AND
_{ﬁ 1\.1 1 55 I w}.‘? Ak ‘_ffx

I. Eealth Copsiderations
A. Cood ventilation shiould:
& . ) - N ., o O
1. FProvide & temperature of approximately 68

Fahrenheltl.
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2. Re within a ressonable c¢ost to install and
aperate.
3. Frovide for sufflelent relative humidity.
B. Heating
1. The low pressure system of steaw heating is
generally satisfactory.
&. Provision should be made so that when the

school is recessed Just the offlce may be

hested,
C. Tighting to be healthful should:

1, If natural, be unilateral and entered through
& window glass erea egusl to at least one-fifth
of the floor ares,

8¢ I artificlel, provide
8. 2uffiecient wiring eapsecity.
be fmple illumination.

Ca Glafe-free light.
d. Hard, smooth, easily cleaned bowl fixtures.
P. Floors tovbe healthful should bse;

1. or firéproof gongtruetion.

2. Seundproot

&. Impervious to draughis.

4, Re s0 constructed sas to be easlly cleaned,

E. Wells should be:
1, ¥ree from burlep, tepestry, and wall paper.

Carpet strips should rot be used under doors.



hade of sulteble materials sueh ass gnooth
plaster, woodnulyp, cement, terrazo, brick, or

composition board.

J’

Painted some color which is restful to the eye

L]

wt does noi absorb light, sueh as tan, grey,

©

or buff. Ceilings just voff whitew.

loodwork to meet heslth needs should bes

|&

1. Finighed dull to avold refleetion of light

2. Wetal preferably {firenroof).

S. Plain ia doors, without moulding or panels.
Furniture and Fixtures

gteel furniture is desirable.

Location of furniture and fixture

1. The elerical space should contain:

&, The progrem clock

d. 4 szfe (if there is no wvault)

£
-
SRS

typewriter table and echair
f. Steel lockers

g. A privste foice should contain:

. 8teel lockers
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J. The walting room sghould contaln:
. & beneh or chalvs fovy visitors
be A small reading table or nagasine rack
4, The Tirst aid room should contain:
8. Cob or couch
b. Pletlfors scalss
¢. & cabinet
d. TFlat-top desk
e. Files
. Chairs for visitors

Other iteuws

43

1. Lavoratories, either in the private office

or elerical space, screened fron publie
view.
2. Trophy cases, prefersbly in the corridor
3. Pletures sud window curtain in all rooms
I1I. Office Alds:
As Fajor oiflce alds are:
1. & duplicatbing machine [mimeograph or similar)
2. A bypewriter
ve fdding or calculating machine
4, Tiling cabinets
B. Minor office aids are: stepling machine, menoran-
dum tiekler, desk vaskets, deskwork organizer,
clock, iok stand, paper weight, stamp moistener,
seisgsors, ruler, penell,sharponer, zlide ruler,

rubber stamp and pad, papsr punch, and paper cubter.



Iv, Communication Alds
Ae Vital commumnicetion alds are:
1. 4 teleghone
2. A progranm clock
. Letter boxes for teachers and janitors

4, 4 buzzer or elegiric bell signal

h
»

4 radio znd public gddress system
¥s Roecords (Those'marked {(*) are required by the state)
A« Pupil accaunting regords |

1. Age~grade card

2. Lge-progress card

$.Iﬁthlatie slepgivility record

4, Censusg report™®

5. Cunmlative folder (Individual)

6. Zducationgl sge-grade card

7. Znrollment by grades*

8, Uuidanee regord ecard

g. Heglth rscord eard

10, Individual narticipation record {(la athletics)*

Y

11, Indéividual profile sheed

12. 0ffice resecord of grades by slx weeks or mounth
13, Pocket class record of attendance and grades™
14. Pernsnent record of units of eredit®

15, Record of punishiment and problem cases

16. Reglstration eard

17. Student transcripts®

18, Yransfers



a, application for transfers®
L., Transfer liste¥

¢. record of attendsnce of transferred punils¥*

B. Geaneral records

Ca

1

. apnlication for state acerediting, parts
. Certificetes of teachers, truck drivers, and
t
. Cumulative record of subjects taught by years®

. Instructional scorc card

R vaentor*“u of eguipment, apparatus, books,
and furniture®

. Nationsl Youth administration records

« Record of the minutes of the annual mesting®

+ Record of the minutes of the board meetings*

., Ruleg and regulations of the school

L. Statlistical Deport, RPart I {3tsite)*

3, Temcher traangerlipts®

. Teacher roting cerds

o, Teacher's semester sumuary

6. Trensportation map¥*

' Uransportation report (bus drivers)®

ig,

Tranenortation report (Stete)*

Fineneisl records

. suditorts veport* (independent districts)



B

24
wl »

4.

[

Budgets

a. Long term fimancizl plan

he Detalled annual to deternine exact needs

e, 0fficial Approved Istimate and Finanecisl
Statement™

Claims™

Coupons o bouads

Exoenditures and approvristions record (may

be clerk's record of warrsnts issued)*

Extra-curricular funds record

Insurance record

Purchase orders®

Receipt book

Statistieal Report (financisl) Part IT*

Secondary Aid report* (in order to obtain zid)

Tax collsetion record

5

Warrant boox*

Temporvary oiflice records

1.

o

4
-

Sy

Absenee and tardiness szcouses
Calendar of eventls

Report cards®
School directory

Dnsatisfactory work report to parents

Professional libravy (see page 78)



CHAPTER VI
OFFICES IN OKLAROMA VILLAGE AWD CONSCLIDATED SCHOUOLS

This chapter deals with & treatment of dete derived
from the field survey of twenty sehool offices and the
guestionnaire study of 10¢ school cifices in Cklehoma.

The method emnloyed in the development and use of the
survey and guestionnaire hes alresdy been discussed in
Chapter I. The purpoce of the echopter is to analyze and
portray the school offiee in Oklahoms village and consoli-
dated schools varying from the five to twenty-tescher
system sizeg with & view of sugsesting luprovements and
aiding others in providing adequete office fecilitles.

The analysis will be sttewpted by utl¥zing the eriteria
developed in Chapters I¥I, IV, and 7.

In general, this chapter follows the outline for the
presentation of materials and data in those chapiters.

Sone of the functicns of the (klahorma sechool office will
ke discussed., The locetion, size, snd arrengement of the
offices under consideration will be given treatment. The
health conditions of the offices will be examined. ¥Final-
ly, there will he an analysis of the office furnishings
as determined by the uss of the quoastionnaire,

Table VI shows the number ot scnools in eaech of the
three size ¢lasgsifiecations according to the number of
teachers employed in the system, the number of guestionnalres
returned Trom that group, anéd the per cent thet the return-

ed questionnaires were of the total number. It 1s included
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to show the adequacy of the sampling employed in this
analysis.
TABLE VI

COMPARISON OF THE NUMBER OF ACCREDITED SCEOOLS IN THE STATRE
TO THE NUMEBER OF SCHOQLS REPORTED BY THE ‘UESTIONNAIRE

Emg}gycd in School “In State “uestionnaires  Per cent

5 - 8 340 37 10.89

9 =13 213 40 18.78
13-20 121 29 25,97
Total 674 106 15,79

A relatively high percentage of returned guestion-
naires is found in Table VII. Approximately an average of

seven out of each ten sent out were answered.

TABLE VII
COMPARISON OF THE NUMBER OF QUESTIONNAIRES
SENT TO THE NUMBER RETURNED

Enplqzod-in School "S""E"%ﬁt y i‘ﬁ_%urne& Retufned
5~ 8 60 37 61.67
9 - 15 50 40 80.00
14 - 20 40 29 70.25
Total 150 106 AL 2S kA

THE FUNCTIONS OF THE OFFICE
Records of the Board.--In the study of the 106 schools
reporting it was found that in 80.2 per cent of the cases,
the school office served as the meeting place of the school
board or board of education. Very little difference was
found between the large and small sized schools in this

respect. However, the study revealed also that boards were
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the records of the

woards, The oroctice is wmore comson iun the nine~ Lo
thirteen~teachier schools as siown by the faet that 62.5
per cent of the boards of that elaszificotioa kept the
school records in tace sthool office. In tae schools em-
ploying fourtesa %o twenty teachers the praetice was found
to we followed in 62.5 per cent of the cases aoted,

Sehool Bmployees Using the 9ffice,--The tabulation

1@

hers shown ag Table VIIT provides ianforamztion relative to
the pereentage of schools having variocus school officlals

wwho nsge the gehacl of fies

LE VITT

]

\}J.X TCTALS
“Er}uu' an:ED

*l} £ ULj
ACCOR JI

ey
At

Twiour of tercners ______ genool Ulflcers —
Employed in gehool Sup't L Prin, 2 Prin, Clerk N.Y.4. Lelp

g" 13 IGOQO '?Uis 20.{:‘ 10.0 7&3.0

It will be noted

o2

teacher schools, £8.& ner cent had one principal while
only 13.5 per cent of sclicols possesgsedc two principals.

In the

2 e o WA S pa o = 7} %
size schools only 2.7 per

of a clerk., The study reveals that there is a very deecided
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tendency toward greater frequency of principals and c¢lerks
in the larger schools.
Aceording to the views of muthoritiss ecibed in Chapter

ITI, there secus to be need fory o wrineinel in all sehools

]

arolilng 100 pupils in addition to the superintendent.

It ig very probable that all schools in the Tive- to eight-
teacher group enrcll over 100 pupils. Therefore, there
would appear to te s deficilency of prineipels in the
smaller gehools studled, There car be no guestioniug the
fact thet the two larger groupings need at least one prin-
cipal in every case and vet even in the fourteen to twenty-
teacher systems approximately one-fourth of the sehools do
not have & prineipal, Two principale, onge for the grade
sehool and one for the high s¢hool are far from being common-
1y found in even the larzer schools studlied, since the
second prineipsl was to be found in but 24.1 per cent of
thern.

Again, the criteria set vy in Chonter IIT would in-

”$

dicate that there ls s need for a full-tine clerk im all
schools of 150 enrollment or more. In our schools the
guestionneire returns reveal that but 10.0 ner cent of the
nine~ to thirteen-teacher gchools have eclerks and but 24.1
or epproximetely one-fourth of the fourteen~ to twenty-
teacner schools heve clerical heln in the office. It is
noteworthy that in the nine-to thirteen-teacher schools
there le far greater use of Mational Youth sdministration

help in the office than in elther the larger or smaller



schools., Thig condition Is probably due in part to the
great need for clerical help in that classifieation.

There was no attsmpt made to evaluste the number of
gehools having a counsellor or the work of the counsellor,
This omission ig not beceuse the work was not felit to be
important but because this offiee 1s rot found as & sepa-
rate and dletinet feature in the size of schools analyzed.
sgain, while every superintendent and principel is to
gome extent & counsellor, there is no way of debtermining
the exaet extent of kils or her work. It is safe to assunme,
however, that here ls o field that needs development in
mogt, if not sll of these schools.

Firet Aic as en 9ffice Function.~-«In the 106 schools

#

covered by the quostionmmeire study, it was found that 78.1
per cent had ¢ Tirst ald kit in the offies and 13.2 per
gent had a Tlrst aid cot in the office. Two offieials indi-
cated that they hal cots for first ald purposes elsewhers
in the bullding. Thers appesred to be no significant vari-
ance petveen the different sized schools in the percentage
having eclther first aid kits or first sid ecots, the variation
being less than 10.0 per cent in either case,

There exlists a very grezt need for belbter first azid
facilities in our schools if this sbudy is any eriteria.
£11l educetors recognize the importance of heslth and yet
epprosinately one~fifth of @ur‘seheol @ffices‘aré not supplied
with Zirst ald kits. Less bhan one-seventh bave a first ald

cot. This mesns that when s pupil becomes suddenly ill or
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is severely injured,in most of our schools he must needs
be pubt upon an improvised pallet composed of the wraps of
other c¢hildren. 1In hygiene, so often ore thlpng is taught
wirlle something entirely different is precticed by the

&

school snd I1vs suthorities!
LOCATTON OF T OFFICE IN THY aUILDING
A Btudy of the lecation of offieces oun the different
Tiooy levels reveals the fectd that the offices ia Cklahoma

13

schools sre connonly to be found on the first floor, Vir-
tually 70 per cent of the offices in all slzes of schoels
were loeated on the firet floor. The glzc of the school
zppears to have small beering upon wileh floor level it is
Horeaver, it iz interesting to notice tihat there is an
lncreasing tendeney in thils directlon., In Table IX whieh
shows tendencies in offiece lccatlon based upon the date of
erection of the building in whieh the office ig contained,
1t 1s Found that few of the older buildings have the office
on the first Floor. In the 09 ¢ases in wiieh the data were
complete, 1t will be noted that but 15.4 per cent of the
early echools wera buillt with offices on the first floor.
In fact 61,5 ver esub or eipht of the thirteen listed Qur~
Tice bullt on the second
floor. xifﬁeén snd four- tenths per ceat, or two of them,

ware loecated on the third floor.
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J,‘AE ,:B IX
LOC‘”IO“ OF THE OFFICE ON DIFFERENT FLOOR LEVELS
CUMPARED BY THE DATE OF ERKCTION CLASSIFICATION
In 99 SCHCOQOLS B8TUDIED

merccutag
Late of Humber of Firsh  Loowoen 1ot weeaaé' Third
Erection Offices TFloor & 2d ygloor  Floor  Floor

oy

<1
o8

.

1904-14 15% 15.4 747 61,5 15.4
1915-285 44 78,0 - R 5.3

1926-37 40 87.5 - 12.5 -

Total )
%
Two gohools in this elassification had no offlices

whatsoever, therefore, percentazes are based upon the
3 3 A

thirteen whieh had offices,

In the period 191825, thirtv-three or 75 per cent
of the schouls built, which woere covered by the guestion-
naire, located the office on the first floor., Duvring the
period 1926-37, thils tendency weg even more marked as
demonstrated by a percentaze of 87.5 in favor of offices
ot the grouad floor, At the sawe time, there was a steady

decresse in locations between the filirst and szeond floor,

on the segond floor, snd on the third Tloor. In fact, the

space~congsuning plan of naving the office loeated mid-way

between the flrst and second fleor sesns to he entirely

discarded. This appears to bDe true zlso of the idea of

f“.u
%
e
[
ol
&

having the offiece on the thir
In this respect, 1t secus thet our schople are inme-
proviig. A8 1t was peinted out in Chanter TTIY, there are

conditioas under which 1% may be acdvlisable to locate the



office on the gecond floor., Thus the Paet that during the
pariod 1928-37, In 12.5 ner eent or five of the foriy new -

gehool bulldines erected, the office wag still on the

@
3
v

gecond floor, ie pervbops eablirely dofeasible,
In the metier of accessibliity and eentral location
of the office the oubjective opinion of the sdministrator
1ling out the guest tioanaire was used In the sbsence of

& s =

£i
definite, objective measure., It is tberofora recogsnized
t

Do

hat the method le open to question. However, even the sub-

joctive aoiwljus of school officisls should besr scme weight

1a the notter. GF the 1028 offices revorted, approximately
8538.0 per cent were judged to be readily acvessible to the

main entrence of the buildine. Forty of the 102 or annrox-
imately 40 per eent were listsd as being centrally located,

i, e, oeccupying a posltion essily accessibis from all parts

ef the buildings, There scewed to be vory Little difference
between large and small schools, or old snd new vtulldings

in these two matters.

e

TEE DESIGN OF WHE OFFIS

:
WFIN

Number of Roomsg and ﬁiuo.~»3 udged by the results of

this guestionneire analysis, rooas other than the general
end afiVat@ offiec as part of ths officoe sulte are guite
rare in the tvpe of scohoolsz under survey. 4in Table ¥ i
eppears that the genersl office ig Llmmly csetablished s a

gedent in most schoolz. It would seem to be found in

W

well over 80 per cent of schools of all gizes under coasider=

&tion., ‘The private office is umch more copmon in the larger
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TABLE X
A COMPARISON OF THE PERCERTAGES OF OFFICE SUITES
CONTAINING CERTAIN ROOMS BY GROUPING ACCORDING TO
THE NUMBER OF TEACHERS EMPLOYED

No. of = Type 0of Room or Space
Teachers No. of Gen, Priv. Sec. WOrk Jait.rirst soard
Employed Schools Off. Off. Space Room Room Aid of Rd.

5 - a 37 33.8 8.1 5.4 b 2." all -

9 - 13 40 92.5 26.0 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
Total —106

schools, In the fourteen to twenty-teacher schools, about

one-half are furnished with private offices, according to
the data collected., On the whole, this table presents a
picture of inadequate and inappropriate office 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: (1) a
public space; (2) a clericel 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 cases 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, only twenty-five vaults were found). Such
features as work rooms, first aid fooma, and board of edu-
cation rooms are seldom found in spite of the fact that
especially the first two mentioned are so vital to satis-

factory office funetioning. 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 larger school classifications surveyed.
This fact is presented in Table XI.

: TABLE XI
PFRCENTAGES OF SCHOOL OFFICE SUITES HAVING BUT

ONE MAIN OFFICE BY GROUPING ACCORDING TO
NUMBER OF TEACHERS EMPLOYED (106 Schools Studied)

Size of Sohool Total Number Having ?eroen%ago

(No. of Teachers) nzmber one Qffice Having but
One office
5 -8 35% 30 85.7
9 - 13 40 28 70.0
14 - 20 29 13 44.8
"Total —104 71 5% S

Two of this group had no office

Table XII shows a gradual inerease in the inclusion of
certain rooms in the office suite in the newer school build~
ings. There appears to be a small inerease in the number
of office suites possessing private offices, clerical
spaces, waiting rooms, and board of education rooms., How-
ever, agaln in this matter, there is the greatest of need
for improvement still in our schools. These increases, while

commendable, are coming too slowly.
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TABLE XII
A COMPARISON BY PERCENTAGE OF 97 OFFICE SUITES
CONTAINING CERTAIN ROOMS BY DATE OF ERECTION PERIODS

ate o 0. O n., Priv,Cler. “ork Walt.PFirst Bo
Erection Schools Off. Off, Space Room Room Aid of Ed.
1904-14 15 $2.3 23.1 - - - 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
Total o7

Another interesting problem in considering adequate
office space is the size of rooms necessary. The results
of tebulating the sizes of sixty-five general offices are
presented as Table XIII. It will be noted that the mean
or average size 1s considerably larger in the fourteen- to
twenty-teacher systems than in the nine- to thirteen-
teacher systems, and that the nlne- to thirteen-teacher
systems also in turn, possess more spacious general offices
than the flve- to eight-teacher schools.

These general offices are certainly not ample in size
to meet the demands of a satisfactory office suite. Most
of the office 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 findings in Chapter IV the
average general office in this five- to eight-teacher
grouping (156.0 square feet) is very little larger than the
minimum for a private office of 140 square feet. The dif-

ference (16 square feet) is far from being sizeable enough
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TABLE XIII
CUMULATIVE FREQUENCY OF THE FLOOR AREA OF 65 GENERAL
OFFICE COMPARED BY GROUPING ACCORDING TO NUMBER
OF TEACHERS EMPLOYED

- —_——
- ———

I

Square Feet of

Floor Area lLess 5 -8 9 -« 15 14 - 20
than Cumul, Freq. Cumul. Freq. Cumul., Freg.
339.5 26 20 _ 19
309.5 25 - 17
279.5 - 18 16
249.5 24 16 14
219.5 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 1 2 1
Total 26 20 19
Mean 156.0 188,0 198,.2

to accommodate a vault, storage space, clerical space, or
publiec space, to say nothing of meeting space requirements
for first aid needs!

Again the average size of the general office found in
the nine- to thirteen-teacher schools is expressed in
Table XIII as 188.0 square feet. This is scarcely more
commodious than a publie space should be. One hundred
seventy-six square feet is the minimum size recommended

in Chapter IV. It affords but 48 square feet more than the
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minimum size for a private office, which would be about
the right size for a storage closet but would fall far
short of meeting the other needs of the office suite.
Reference to Table XI will demonstrate that 70.0 per cent
of the office suites in the nine- to thirteen-teacher
systems possess Just one such room., ¥ven the minimum size
for a satisfactory general office (clerical space and
public space) is 320 square feet.

Finally, while the fourteen- to twenty-teacher schools
appear to be fitted with somewhat larger general offices,
they too, fail to meet the minimum size set up as eriteria
for e general office on the averace, In fact, in the nine-
teen cases cited in Table XIII, Jjust one met the recommend-
ed minimum. 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 square feet as shown in the table is somewhat less
than two-thirds the minimum of 320 square feet which was
gset in Chapter IV. It should be borne in mind that this
minimum size of 320 square feet was considered ample only
in conjunetion with several other rooms or spaces. Among
the group under discussion about 45 per cent of the offices
were composed of simply the one general office.

A study of 18 private offices reported fully revealed
much the same condition. Four measurements were given in
the five- to elght-teacher groupings. Of these two exceed-
ed the 140 square feet minimum set up in Chapter Iv.
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However, in three of these four cases, the so-called pri-
vate office served as the sole office suite! Therefore,
not one of these four private offices should be considered
sufficient in size., Two of seven private offices listed
under the eight- to thirteen-teacher classification reached
the required minimum, ®xaetly the same condition obtained
in the seven cases shown as fourteen- to twenty-teacher
schools, as far as private offices were concerned.

Table XIV indicates that little thought is given to
the actuel needs of the school when vaults, workrooms, and
clerical spaces are designed. TFor example, one vault is
noted to be nine feet square while another (which inei-
dentelly was in a small school) contained 72 sguare feet
or eight times as much area. While a workroom of 100
square Teet is certainly desirable, one of such proportion
as 420 square feet is probably very unnecessary and affords
much of wasted room. Finally attention should be directed
to the difference in the sizes of the c¢lerical spaces.

One, the maximum size noted, contained 168 scuare 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 1little clerical cubby-hole containing 18 square
feet which was found in a school of the thirteen~ to twenty-
teacher class.

On the whole, it appears from the analysis of the
number &nd sizes of rooms and spaces found in the guestion-

naire study that the offices of our village and consolidated



TABLE XIV :

COMPARISON OF MAXIMUM, MINIMUM, AND MEDIAN
FLOOR AREAS OF VAULTS, WORKROOMS, AND
CLERICAL SPACES IN 106 SCHOOLS STUDIED

Area Measurement in square rFeet "NO.

Iten Maximum Minjmum Medlan lMeasured
Vault 78 9 24 11
Workroom - 420 100 - 2
Clerieal Space 168 18 108 6

Schools have been constructed with slight regard for the
funetions of the office., Furthermore, that very few of
them een possibly claim adequaey 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.% per cent of the
offices, the main entrance to the office is from the cor-
ridor., In three offices, the main entrance is from a
classroom., Eleven entrances are made to the office through
the library. There appeared to be no relation between the
size or age of the school building and the location of the
main entrance to the office, From this condition, it may
be deduced that most of the main entrances into the office
are satisfactory as far as location is a factor. However,
entrance through a classroom is not satisfactory, since
office traffic will necessarily detract from the work of the
classroom so affected. Entrance through an suditorium is

undesirable since during sctivity periods in the auditorium,
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office traffic is frequently a cause of disturbance and
often the noise of the activity causes distraction to
those working in the office each time the door is opened
between., Caining access to the office through a library
is certainly unhandy to say the least.

In all suites containing a private office in addition
to the general office or waiting room, the private office
opens directly into the general office, the findings re-
vealed, Counters are found between the clerical space
and the public space or waiting room in each office con-
taining such spaces. Clerical or secretarial control of
office traffic is provided in sll offices having such
officials.

Bullt-in Office Fixtures.--The information gained from

the questionnaires in regard to built-in fixtures tends to
prove that such office adjuncts are only moderately common.
This fact is displayed in Table XV.

TABLE XV
FREQUENCY AND PERCENTAGE OF SEVERAL ARTICLES
FOUND AS BUILT-IN FIXTURES IN THE OFFICES
STUDIED OR ADJACENT THERETO

"oT Gent of Jonools

3tudied Freguency Possessing Item
Cabinet 60 56,6
Bulletin Board 58 54,7
Trophy Case o4 32.1
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 the offices studied. Trophy cases are found as
built-in features in approximetely one-third of the offices.
Mail boxes and vaults are common to about one-fourth of
the offices, while clothes closets are fixtures in less
than twelve per cent of them.

No significant difference could be established between
the percentages of the various items in large and small
schools, nor in old and new buildings.

HEALTH FEATURES OF THE OFFICE

The health features discussed under this caption are:
(1) ventilation; (2) heating; (3) lighting; and (4) floors
and walls.

Ventilation.--The problem of providing sdequate venti-

lation in a room that cannot be heated to a temperature of
68° Fahrenheit in a serious one, since no one wishes to let
in cold air from the outside when the room is already too
cold for occupanecy.

The question asked in the guestionnaire study was:
"Can the office be heated to approximately 689 Fahrenheit
in the coldest weather?®

From the compilations displayed in Table XVI, the con-
clusion may be drawn that the larger schools are in better
condition in this respect since in all cases, even In the
older buildings, it was reported that an approximate temper-
ature of 68° was always possible in cold weather, However,

the medium sized group of schools studied also reported 100
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per cent ability to maintain such a temperature except
gmong the group of schools constructed between 1902-1914.
Among the smaller schools, it appears that heating facili-
ties are improving as evidenced by the faet that in the
older buildings 80 per cent of the offices could be so
heated, while in the buildings built between 1926-1937,
92.3 per cent were capable of being heated in severe winter
weather to that degres.

Unfortunately, because of the necessity for limiting
the study, it was impossible to treat the subjeet of rela-
tive humidity in connection with the study of Oklshona
School conditions. However, there can be no question that
this phase of health is one which is sadly neglected in our
schools, classrooms and offices alike,

Heating.--A survey of heating methods was not made by
the questionnaire method., The results of the personal
visitation indicated three types of heating. Sixteen of
the twenty schooleg had steam heat furnished by low pressure
steam boilers, two were heated by individual gas stoves,
two possessed radlators heated underneath by gas flames,
and one was heated by a hot air furnace. (One school was
heated by both a steam rediator system end gas stoves, This
made it possible to heat the vaerious rooms one at a time
without firing the beiler,) There are still a few Oklahoma
consolidated and village schools that are heated by indi-
vidual wood or coal stoves. Five of the twenty heating

plants were thermostatically controlled.
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Lighting.--Among the twenty school offices visited,
eleven were found in which natural light ceme to the office
desk from the left, three desks obtained the light from
the rear, and five received the light from the right. It
is indeed peculiar that educators who would not allow

TABLE XVI
PERCENTAGE COMPARISON OF THE HEALTH FEATURES:

HEATING, WINDOW AREA, AND ARTIFICIAL LICGHTING
IN 106 SCHOOL OFFICES STUDIED

esr ol Ereciion o umper o achers Huploye
Building and Item "5 - B 9 - 15”““'1%‘2225' Total

1904~14

68° Temperature 80,0 85.7 100.0
1/5 Glass Area 80.0 857 66,7
gemi-indirect L. 20.0 42,8 3.3
No. 3Cchools 5 7 ) 15
1915-25,
68 Temperature 80.0 100.0 100.0
1/5 Glass Area 75.3 100.0 5.8
Semi-indirect L. 12.9 50.0 46.6
No. of Schools 15 14 15 iz
1926-37¢
68 Temperature 92.3 100.0 100.0
1/5 Glass Area 92.3 94.4 88.9
Semi-indireect 23.1 66,7 55.6
"o, of gchools 13 18 g 40
No Date,Shown
68 Temperature 75.0 100.0 100.0
1/5 Glass Avea 75.0 100.0 $0.0
Semi-indirect 29.0 ~ 50.0
No. of Schools 4 j i 7

Total No. of 3chools 37 40 29 106




104

light to come to a student's desk from the right under any
circumstances, still permit the practice in their own
offices to work hardships upon their own eyes!

Agaln referring to Table XVI, it will be noted that
not all of our schools possess a window glass area equal
to one-fifth of the floor area. One odd finding is that
the smaller schools appear to meet this lighting need Jjust
a trifle better than the larger schools. A further study
of the table seems to indicate that there is some improve-
ment in this regard among the newer buildings. No group
shows less than two-thirds of its membership meeting the
required retio.

An examination of semi-indirect lighting by artificial
means &8 shown by Table XVI bears out the fact that except
in the newer and larger schools, less than 50 per cent of
the school offices surveyed employed semi-indirect lighting.
Meny of the guestionnaires returned contained comnments which
indiceted that the common artificisl light was simply a
bulb and socket suspended from the ceiling by a pair of
light wires.

One hundred one schools reported the number of hours
per week spent by the superintendent and prineipal at night
in the office under artificial light. Table XVII reveals
the number of hours so spent each week in the three-size
groupings of echools studied. The average number of hours

so spent each week is 3.24 or about one-half hour per day.
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This does not take into consideration the dark days
scattered all through the school year in which artificial
illuminstion is necessary.

TABLE XVII

HOURS PER WEEK OF GFFICE NIGHT WORK REPORTED
BY 101 SCHOOLS STUDIED

o. of Teachers NOo. ©
Employed in 3¢hool 3chools Aversge Number of Hours
5 -8 34% 2.16
9 « 13 89 3.75
14 - 20 28 4.21
Total 101 Mean 3.24

¥TWo SCHOOLS reported no lLights avalileble
Table XVIII presents a sorry picture in regard to the
edequacy of artifieial light in our school offices.

TABLE XVIII
FOOT-CANDLES OF ARTIFICIAL ILLUMINATION AT POINT
OF MOST FRECUENT USE IN 17 SCHOOL OFFICES VISITED

Foot-Candles ured
0 - 1.9 2 - - 2
2 - 3.9 | 1 1 o
4 - 5.9 1l 3 2 &
6 - 7.9 2 2 - 4
8 - 9,9 - - § 1 2
Totel 3 B z 17

These measurements were made as explained in Chapter II by
use of a sight meter. 8Since this experimentation necessi-
tated actual visitetion in order to insure accurate measure-

ments, an extensive survey was impossible. If this meager
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survey is indicetive of sctual conditions prevailing in
our school offices, untold harm is being done to the eyes
of our administrators who work under artificial lights.
The table shows only two with even the minimum requirement
of eight foot-candles at the point of most freguent use.
None were found with the ten to tweuty foot-candles recom-
mended! Over one-half possessed less of light intensity
than the recommended minimum for tollets and wash roonms,

Floors end Walls.~-Very little was established in

this respect in the study., In the twenty schools visited
all of that number possessed rough, plastered walls which
were painted a light color. All of the floors were made
of pine flooring with no other covering with the exception
of one office which afforded a rug. One office was finish-
ed with metal woodwork in place of the dark finished,
regular woodwork found in the other nineteen.
OFFICE FURNITURE AND FIXTURES

The freguency of the most common articles of office
furniture and fixtures ae studied in the 106 schools sur-
veyed appears tabulated as Table XIX. Filing cabinets are
found more commonly than eny other article sccording to
the results obtained. Window shades and bock cases are
found in over one-~half of the sechools in the three group-
ings.

Flat-topped desks appear more freguently in the larger
schools than in the smaller ones., Less than one-half of

the offices in the smaller schools are equipped with this
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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 aschools, However, in the larger schools both
types of desks are often found in the same office. The
office swivel chair which 1s preferable ror'daak use is not
found in one~half of the small schools. Over 60 per cent
of the larger schools are so equipped. The common straight-
back chair and the low-back.ofrica chair still are used at
the desks in many offices. A folding chair constitutes

the desk chair in two small schools answering the question-
naire. Window curtains or drapes are common to a2bout one-
fourth of the school offices. Less than one-fifth of the
school offices possess magazine racks, 3Safes are much more
common in the larger schools than in the smaller ones.

Such items as walting room furniture, rugs, and steel
lockers are seldom found in our school offices in the sizes
under discussion., The desk lamp, which is so essential to
economical and correct lighting at a desk, is also infre-
quently found, They are more commeon in the larger schools
than in the smaller ones. Duplicate key sets are kept in
less than one-half of the school offices noted.

AIDS AND COMMUNICATION DEVICES

The percentages of aids and communication devices
found in the different sized schools lncluded in the 106
studied heave been displayed as Table XX. Also in this table

will be noted a comparison with some results from a similar
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TABLE XIX ,
COMPARISON OF PERCENTAGES OF SCHOOL OFFICES CONTAINING
CERTAIN ARTICLES OF FURNISHINGS BY GROUPING ACCORDING
TO TEACHERS EMPLOYED IN 106 SCHOQLS STUDIED

b -
-

Item ~ Rumber éggazzngrgtﬁﬁployad
" De B 9 - 13 14 - 20
Flle Cabinet 75.7 85.0 86,2
Window Shades 59.5 39%.0 7.9
Lookcases 4.0 65.0 5.9
Type. Table
(or stand) 45.9 77.5 79.3
Flst-~top Desk 45.9 65.0 79.8
Roll-top Desk 45.9 60,0 48,3
Office Swivel Cheir 40.5 67.5 62.0
Duplicate Key Set S2.4 42.5 48,3
Straight-back Chair 29.7 12.5 17.2
Low-bacek Chair 24.3 20.0 20.7
Curtains or Drapes 21.6 35.0 24.1
Magazine Racks 18,9 17.5 17.2
Safe 8.1 20.0 31.0
Wwaiting Room Furn. 5.4 25.0 24.2
Rug 5.4 7.5 3.4
Steel Locker 5.4 - ~

Folding Cheir
at! DQSI:E 5.4 o -

Desk Lamp 2.7 5.0 17.2
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study made a few years ago by Reavis and Woellner (25:98)
among 522 representative schools in the United 3tates.
These latter schools all belonged to the North Central
Association of 3econdary 3chools and thersfore, probably
representid a very much more selective group than those
in the present study.
TABLE XX
PERCENTAGE COMPARISON OF THE NUMBER OF SCHOOL
OFPICES CONTAINING CERTAIN OFFICE AIDS AND MEANS
OF COMMUNICATION BY GROUPING ACCORDINC TO

NUMBER OF TEACHERS ®MPLOYED IN 106 SCHOOL3 STUDIED;
ALSO COMPARISON TO THE REAVIS AND WOELLNER STUDY

' ?erecnfa 8 Raav!s an!
Erployed

Item Humber of Teachers "oellner
$-8 9 -13 14 - Study
Typewriter 67.8 75.0 100.0 88.1
Mimeograph 54,0 67.5 82.8 21.5
S8ignal Bell 40.5 32.5 27.6 (not shown)
Privete 'phone 21.6 47.95 58.6
Public *phone  18.9 25,0 31.0 iy
Buzger Signal 13.5 10.0 3.4 (not shown)
Adding Machine 10.8 20.0 24,1 71.2
Multigraph 8.1 10.0 20.7 19.1
Central Control
Cloeck 5.4 17.5 27.6 83.8

Public Address System
(Radio Contrel) = 5.0 3.4 (not shown)

The Reavis and Woellner report was made about seven
years ago (it was published in 1930). Therefore, it may

not be a very exact characterization of conditions today.
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In view of this comsideration, only generalizstlions clearly
outsbanding will be made from the comparison,

It will be noted that at that time the public address
or raaio control system was not cormmon enough in schools
to be included. 3Signalling devices were not listed sither.
The grestest use of such devices is to signal for the end-
ing snd beginnlng of class periods. In the schools noted
by Reavis and ‘oellner, there would be little use for these
gignalling instruments, since 8H.8 per cent of these schools
possessed centrally controlled program elocks., Adding
machines and program elocks were found to be muech more com-
mon in the group surveyed by Reavis and Woellner. The
Okiahoma schools in the fourteen- to twenty-teacher systems
compared very favorably with those in the larger survey in
regard to such itens as typewriters, minmeopgrephs, tele-
phones, and multigraphs.

smong our Oklahoma schools, typewritérs, mimeozrsphs,
telepvhones, adding machines, multigraohs, and centrally
controlled program cloeks were found to be mueh more common
in the larger schools. ‘ﬁignal bells and buzzers tended to
decrease as the program ¢lock inereased in freguency of
sppearance, This fact needs no explanation., The public
address systen 1s very seldom established in the school
offices of the range studied, according to the findings
shown,

Table XX evidences great need for office squipment of

the types indicated, espeeially in the swmall schools and
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also to a great extent in the middle-sized group noted,.
It shows o surprising lack of equipment vital to ecomnomic
use of time and energy in the office. HNot only is this
true, but these conditions lead also to less efficlent
school management and poorer provislons for careful super-
vision. Therefore, if school asdministrative and super-
visory practice is to be at its best in our schools, the
office aids and communicatlon facllities must be greatly
improved, especlally in the smzll schools.
¥ FICH RECURD3

The subject of unliform and adecuate records for our
schools is one of outstanding importance to all Oklshoma
adminlstrators and supervisors. If remedial work of any
nature 1s to be offeetive apnd pupll progress is to be
assured, complete records of pupil accounting must be kept.
If & harmonious and progressive school program is to result,
many general rscords are necessary. If the many pitfalls
due to unsystematlie expenditures of public money are 1o be
svolded, carefully kept finaneial records are incumbent upon
the school administration. In addition to these records
several temporary office records are necessary to efficient
administration and supervision.

Records Reguired by the State Departument of Rducation.

The following records which are required by the sState De-
partment of REducation for ascerediting are kept by all of the

officlales in the twenty schools visited.,
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Be
c.
D.

er
S5 .

T. Tupll pecounting

Anrollment by Crades.
Pocket Class Record of ittendance and Grades.
Perianent Record of Attendsnee and Credit.

Transceripts of YWork Completed in Other Schiools.

Report Cards.

iI. General

J

Parts I, II, and IIT of the application for
atate Accredlting.

Certificates of Teachers, Truek Drivers, and
Janitors.

Cumulative record of Subjects Taughtb.

Daily Programs or Schedule of Classes.
Inventories of Hquipment, Apparatus,
Marniture, and Library Books.

gtatisticel Report, Part I.

File of State Bulletins.

Trangportation Map of Territory Traversed
and Served by School Buses.

Trzusportation Report of Bus Drivers

Annual State Typansportation Report.

I1I. Financi=l

fhe

gtetistical Report, Pert II

All twenty schools keep the asthlstie Plegibility nrecord

and the Individual Partieipation Sheet regulired by the Okla-

homs State asthlebtic Association. The time shzets, applica~

tions, pay rool memorandums, and the various bulletins of
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the Fational Youth sdministration were also kept by the
twenty schoolsg.

Records neguired by State Law.--Such records as:

clains for payaent {for merchandise sold to thie schocol; the
official estimate; the record of minutes of the board mest-
ings; the record of minutes of the annual meeting; the
census report; teachers contracts; and the warrant book

are kept by all of the twenty schools visited. In most
cages, however, the tlerk of ﬁhe board of education keeps
these records at his home -or place of business and not in
the offics.

Qther Talueble Records Found.--In additlon to the rec-

ords required by the 3tate Department of Public Instruetion
end by State Law, nmany other records should be taken into
consideration., Records common to all or almost all of the
twenty schceols visited sre: the Instructional Score (Qard;
& calendar of events; absenee and tardiness excuses; and
office records of grades by four or six weeks periods. All
but the smallest schools also afforded a card file of the
puplis registered in the school.

3ince, in virtually every instanece, the records Just
digcusssd were located in the office records of the school,
or at least kept by sehool suthorities, it was not deemed
necesgsary to reeconsider them gll agein in the guestionnaire
study. A few of the more important ones are shown in
Table ¥XT. The resson for this is to demonstrate how fre-

ruently they are to be found actually in the office.
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Among the pupill accounting reocords shown inm Table ¥XI
it sppears thail the individual cumuelavive Tolder is the
wore comsioin, 4t 1s not found, however, in helf of the

offices except in the swallest schools, The individusal

ord oif punisiwent and provlem cascs could well be brought
together into the one iudividusl cwiulaotive folder, making
a simpler arrangemenc witih fewer Liles.

The Individual profile sheet or card wiich io so valu=-

Giagnostic work 1s seldom Tound iz our

Qx
rﬂ

avlie in remedlal and
schools, Un tus average, less bthan ten per cent of the
scnoois maxe usge of this record.

spe~grade and age-progress charts or cards are very
necessary to point oubt necessity for romedisl work with
individuals aend group weaknesses, yeb tiaey are not comnonly
provided in the ususl school afAice recoris.

Among the genersl records, the teachers' genester

i

summary is the wore frequently found of taose noted. It was

ouserved to be comaon 1o approximately 70 per ecent of the

106 schiools covered by the guestioanaire. HRecords 07 the

1.

annual meeting and of the board nmcetings were located as

porting. The uss of teacher ratiag cards iz not gencra
smong the sehocols.

There 1s also & very apparent need for betier financial
records aud accounting in Oklahoma schoel offices. 9able YT

indicates that not many wore than half of the schiosls
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TABLE XXI
PERCENTAGE COMPARISON OF CERTAIN OFFICE RECORDS
KEPT IN 106 SCHOOL OFFICES STUDIED BY GROUPING
NUMBER OF TEACHERS EMPLOYED

e e e e e Yol
Type - Regord -8 9 - 13 1Z =20
Pupil Accounting Records
Indiv. Cumul, Folder 54,0 45,0 31.0
Indiv, Health Record 27.0 32.5 27.6
sge-GradeChart 21.6 20.0 4.5
Indiv. Guidance Rec. 16.2 15,0 3.4
sge-Frogress Chart 13.5 2.5 3.4
Indiv, Profile Sheet 10.8 10,0 3.4
Ree¢. of Punishment and
Problem cases 8.1 17.5 20.7
General Records
Teachera' sSemester Sum,67.6 70.0 72.4
Record of Annual Meet. 62.2 62.5 65.5
Record of Board Neet. 51,3 62.5 65.5
Teacher Rating Card 5.1 25.0 27.6

Financiasl Records
General School Funds
Expenditure Record or

Encumbrance Record 67.6 85.0 79.93
Purchase Orders 56.7 62.5 58.6
Extra-Cur. Funds Reec'd 56.7 60.0 82.8
Detailed state. of

Needs (annusal) 56.7 70.0 79.3
Recelipt Book 35.1 27.5 24,1
Insurance Record 52.4 67.5 69.0
Coupons on Bonds Reec'd 13.5 15.0 48,3
Long Term Fin. Plan 10.8 17.5 13.8

Tax Collections Ree'd. 5.4 7.5 0.7




represented use purchase orders., Yet any board of educa~
tion may legelly turn down any clalm presented for payment,
if & properly filled purchase order hasg not been made,
Oklahoms sehool law provides that in such 2z casec, the super-
intendent, »rinecipsl, or other purchasing agent is liasble
for the entire pill.

Returns from the guestionnaire study also indicate
that meny schools are negligent sbout keeping an extra-
curricular funds reecord. 3Suech a record will go far to show
honesty and integrity on the nart of the person handling
thls money to say nothing of providing a business-like pro-
cedurs for accounting aceurstely. This lack of careful
accounting has been a source of eriticism of many otherwise
competent school administrators in this state Tor many years.
It is high time that this condition be remedled.

The careful use of & recelipt book will zlso do mueh to
remove sll question gbout the proper sccounting for zll ex-
tra-curricular fundsg, yet relatively few of school officisls
employ this accounting device.

The uge of a detalled annual statement of needs for the
coming year 1s shown to be fairly common in our schools.
This is mot true of the long term financial plan, fhis lat-
ter condition is undoubtedly infTluenced gomewhat by the re-
latively short tenurs of school administrators in the schools
making long term plenning an uncertaln procedure. This is
not in defense of such an attitude, since no definite plan

'
for a school program is complete without long term planning.
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Tithout such »lanning, the progsrss oublined puet ba g hope
h&ﬁar@'ﬁssaﬁhliﬁ% of needs fron yosr to yoar without any
definite goal.

Finslly, no finaenclal reeords are séecuste or complets
without ¢ retord of insursnee, counvns on bonds, &nd tax
colleotions, &t-gr&Senﬁ, these records are not very cone
monly found usg Tuble XYl will demonstrate. Tesceeislly ie

that true of the record of tax collecticiis.



CHAPTER VII
COMCLUSIONS

Since this analysls represents = cuestlonnalre survey
of 106 representative schools selected by random sampling,
featuring date from 15.73% per cent of the total number of
schools in the state belonging to the classification studied,
it 1s considered fairly representative of the whole number
of sueh schools. vwhile there is no intention to Justify
the eonclusions drawn from the visitatlon of the ftwenty
schools, it is interesting to note that there was closse
correlation in most pases between the findings from the
visitation and the date resulting from the cuestionnaire
study. 4 small deviation was noted 1n eases wherein sub-
Jjeetive Jjudements played & part; the data from the queg-
tionnalre study were slightly more favorable to the school
and its office than were the Pindings from the visitation,

it appeers from the analysis that there is grest need
for betier office facilities 1n our village snd consolidat-
ed schools. Partlicularily is that true of the smaller
systems. If it is impossible or impractical for the smaller
unlts Lo obtain these facillities, then they must give way
in time to larger unlts having more effective and efficient
administration and supervision obtainsble through better
facllitles.

Definite Observations.-~In view of the findings from

the data tabulated and studled, the following observations

and eonclusions seem Justifled.



1. In uany'e@ses, adninistrators and supervisors
heve all the routine offlce work., Retter resulits would
obtain with nore clerleal help. ILess than one~Tourth of
the schools in even the fourtecen~ to twenty-teacher sys-
teng mosgess a clerk, This means that the time of o re-
highly pzid superintendent or principsl must be
guployed to do routine work whiech a much less expenelve
claerk eould do, allowing wore time to the superintendent
or principal for administrstive and supervisory functions,

2, First ald facilities are found to be sadly lacking
in spite of the fact that school people recognize that
heglth is & first principle in educational practice.

Z. More rooms are needed in most office suites. 4
orivate office is & »racticsl necessity, and yet 1t is
found in only aboul one-half of the office suites of even
the larger schools studied. workrooms and walting rooms

are apparently still congidered a luxury by authoritie

leanning school offices., Every school office sulte should

contain three spaces or rooms: the publie spaee, the cleri-
ezl space, and the nrivate office, yet by far the nmost com-

mon office is sinmply one large room.

4. The study hes also revealed that the size of room

fedd

ordinarily fouﬂ& in the office suite isg entirely inadequate
to house the necessary apparetus and permit the needful
activities eommon to lhe room. Rooms poscessing even bthe
mininum nuwber of dquare feet neceesary for ordinary office

functiong sre seldom found.



5. Built-in fixtures, in splte of their obvious advant-
ages are generslly overlocked and left out by those who
plan the offiées. Vaulte are found far too infrecuently.
Less than one-fourth of the offices possess them. The
reason for such poor office acco uuﬂfaﬁioms ie because few
definite criteria bove been availsble in the pest, judging
by present eonditions, Specifleantions for vuilding plans
have besen vegue and indelfinite in regard to the office

varying from no mention &b gll to little move than o small

gompetent architect can design 8

room left somewhere. Any

. Py

sablslactory office 1T he kuows 7hat is desired but

few school people kunow, theoaselves, Jjust wkat is nes aiul

7]

The contractor eannot be blamed, since it is to his interest
0o fulfill his contract at Lhe least possible expense to
hinself for labor and naterials.

The blame then for the present ccaditlions must be
shouldered by the a&ministratoz snd tlhe school board who
have feiled to develop eriteria to govern the construction
and fixtures of.the office sulsc. . eontemplating any kind
of school building program, the services of the Oklahoma
atate zchoolhouse Plgnning Joard, & dlvision of the State
Department of Public Instruction, should te socured. The
services of thie office would geve many serious and ecostly
blunders in all sehool construetion,

While heating, ventilating, snd natural lighting
{acilities are generally a\r in our schools, the study in-

ficates that artifieial 1lighting is not far short of being
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atroeclous, It was found that merely a small number of
offices possess eveﬁ the minimum number of foot~candles

of light permissible. Not one of the number studied show-
ed the rocormended number. The purchase of a so-cglled
"atudent leﬁyﬁ which ceu be procured for the approximate
sun of three dollars is recomuended as being adecuate to
light properly an office desk, By moving this lamp, the
right ligﬁt intensity may easlly be secured at the point

needod, A4ll lamps of this type which are properly con-

s

gtructed are stemped 1. ¥. 3.9 This weans that the lamp

meets the staﬁﬁards off the Illumination EBagineers Joeciety
referred to in Chapler V. 4 lamp which dous not weet

these gpeeifications should wot be purchased. On the whole,
legn than one-hall of the school offices have semi-indirect
lichting. The newer sud larger schoolg show marked im-
provement in thls respect.

7. Furniture, pgensral office, and communicetion gids
adeguate for funchional office needsg are not to be found in
moet offices. As has alresdy bheen observed, smsll sehools
are particular offenders in this respect. slmost one~hslf
of the offices d¢ not have the offlice swivel chalr at the
desks, but still uvtilize some other less comfortable type.
Bookeases are found in over one~half the offices observed,
Mogazine racks and safeg are aot caunonly found in offices,
althoush they are nsedful eguipment. Curtalas zud drapes
whieh give an alr of refinement o an office 1¥ earcefully

selected, are to be Tound in sbout one~fourth oi the school



128
offices, Typewriters are coumon to sbout two-thirds of
the small school systems, three-fourths of the middle

glzed systeuws, and In sll the school offices of the larger

classificstlion surveyed. Telephones, niuneogrzphs, sig-
nalling deviess, snd sdding mechines arce far {rom being

chmonvin all schools, cspeelally the sasller ones, A4S
conservers of tine and encrygy, these nids are essential,

8., while aoll records regulred by Uklahoma State Law
and the gtate Department of Publlic Instruction sre kept
Tairly well by the schools, therse has boen shown & vital

aeed for reoord 1#pf¢vaﬂent. The subject of record im-
provement is, In itsell, an ampls ocine
several mester's thesss.

The ¢nuiviuugl curmiletive folder containing all records
on eseh individual ztudent is recounmended. Health and
guidanee records should he kept. AbY prescnt thegse records
gre not found in one-half of the schools surveyed.

purchase orders should be uged for all school pur-
chases and then become & part of the permenent reeords.
Careful accounting should be giver for a2ll exirs-curricular

activity funds., ¥ope thoreouzh plamning of finsnecial needs

-

¥

over o period of years should be ugde 1n most schools.
Such records as that of lusurence currled, coupons on bonds,

]

and tax collections should be kept in the office.
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I. List of recordg kept:
1. Pupil sccounting
Bae ATE=CTRAC CATT w o o o e i s s
be AFB=DPOSTESS CAYA~—m—wmeem———— o o e i e
e, Athletic elegibilitymmsmmsmm et s a e enae
d, Census repoft—wn-mmaﬁ~ ~~~~~ P e e o
6. Cumulative folder (1n17idual) =-mm-m-meeomemm-
f. Bducationsl age-grade card or sheel ~mescecsmonw
2. Burollment by grades--cscemumenmmmmm e ——————
he Guidance record COTE ~remmecmmmcmemcnc———ano————
i. Heglth record cerd ~—ewemeccerocamomc———— -
Je Individuesl participstion sheet
{athletic groups) ~eemecmccsccmmcsmemmcnrmaem———
k. Individual profile sheet —=mw-wcocccmcoonceesans
1. 0fflce record of grsdes by six
WEeKks OF month —mecsmccm e e e e
. Focket class record (sbttendance end grades)e~—-=
n. permenent record of units of credit by
SOREHTONS cmmmcm s s - e
o, Record of punishmgnt of problen CaSes ~we——~ow--
D. Registration Cord--cocommmmrm e e et ——————
¢. Students' transeripts weswmcmmmccccmmc -
. Transfers:
(1) applicetions for transfer —me—seeecsecseawo-
{(2) Transfer lists ;—;-*————~~«-~*~-~~———~~~-~~~

{3) Record of attencance of transferred pupilge==-
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Genspral records:
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Hatlonal Youth
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2) Time shests
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acord of minutes of board neeting
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Teacher semecster summary
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k. Tax collections reecord ——————
1. %Warrant book i e e o

4, Temporary office records:

fi. AbSence sxXeusss e s
b. Calendar of events i e
¢. Report cards ' g e
d, School direectory e e
€. Tardy excuses ke o

. Unsatisfactory work report to parents =——wcm=w

d. Cheek list of equipment;

1. 4dding wachine - e
2, Book case - o e
J. Bulletin board -——————
4, Chair {office swivel] P ——
5. Chairs {visitors) o o s
8, Clothes rack or closet e e o
7. Got (first aid) | e
8, Counter in seecretsrial space - e e
9. Desk (flat-top office) —————
16. Desk or work table - e e
11, Desk lamp _ -
12, Filing cabinet -
13, First aid kit ——
14, Key ecabinet (for all school keys) —————
18, Lavoratory -
16, Mail boxzes for teachers - oo

17. ¥agazine rack R,
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18, Multigraph S
19, Himeograph or other duplicator -

iiimeoscope - e et
20. Pictures on wall e e
21, Prozram cloek o o
28, Public address system —————
£23. Rug on floor o e e
£4. Teachers register ' e o e v
85. Telephone o o e
86{ Typewriter ——————

Typewriter table - ———
27, Trophy case —
£8. Vault or safe ” ——
28. Yaste basket | ———— o
30. Window drapes or curtains N
31, Yindow shades ——

II. 0ffice (Private)

A. Type of lighting

1. Direct v o
2. Seni-indireet o o
3. Indireet - e oo

B. Foot-candles of light &t point of

fregueﬁt use e e e
C. Window area compared to floor area o e
D. Floors

1. Linoleum, cork, fiber, composition

or rug on a wooden floor o s ot
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P. Measurements of room and chiel items o]

2. Bare wooden floor
4. Cement floor
Ventilation

l., Windows only

%o %Window ventilators

G
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A

j"i

S ]

Tyoe of lighting

1. Direct
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3, Indirect

Poot-ecandles of light at point of
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window area compared to floor area
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1. Liﬁaleum, cork, fiber composition
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2. Bare wooden floor

S. Cement floor

Yentilation

1. ¥iindows only

2. Window ventilators

e
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F, Messurements of room and chlef items of
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J.A;@
Wame of the Zchool s , County

Date of erection of building in which office iz located

Pumber of administrative officers (superintendent, Princi-
pals, c¢lerks, secretaries, ebe.) using the office
Total number of the instruetional staff in school

Functional iises gﬁ the Office.

1. Does the bvoard of education meet in the office?

2., Is there a first aid cob in the office?

%, Is there a Tirst zld kit in the orfice?

4. How many hours per week does the superintendent
and principal averasge working et night under artilicial

]

office 1light?

5, Do you have a secretary or clerk?

Location of Office in the Bullding.

{Onderline iltems that apply to your oflfice)

1. The office 1s on the (first, second, third) floor.

2. The wain entrance to the office opens into {the
corridor; a classroom; auditorum or gymnasium; library) .

5. The office (is near the mein entranee; 1s ceantrally

located; has more then one entrance).

Desien of the gffice.

{Underline rooms or spsces common to the office suite
and give measurements of each in the space following).

1. General office X ; private offiee 2z

oy vm—
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secretarial space X 3 workroom x 3 walting rooam

T I B

X 3 vault_ x5 Tirst ald room or space X

.
H

Board of Zducation room

S
(Answer yes or no if the statement applies to your
school)
1. All privaete offices open into the waiting room or

genersl office,

2. The rooms are directly scecessible to ezch other
3. The arrangeunent permits the secrebary to control

office traffilc,

4, The secretary or eclerk has a counter to separate

his (or her) space from the waiting room snace.

Built-in Fixtures.

(Underline the items common to your office or proximity)
1, Bulletin board; clothes closebt; cabinets; mail

boxes for teachers; veult; trophy case,

Health Features of the Qffice.

l. Gan the office he heasted to approximstely 680

Fahrenhelt in the coldest weather?

&

2. Does the window space egusl 1/5 or more of the floor

spacev

3. Are the light fizxturses the semi-indirect (translucent,

inverted bowl) type?

4, Do you uge & desk lanp?

Uffice Furniture.

(Underline items of furniture contained iun the office)
1. The desk ceheirs are (office swivel; low back, office

tyle; ordinary stralght baek).
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2. The office has (a bookeass; magaziﬁe rack; fiat-
topned desk; roll-topped desk; file cabinet; desk lamy;
fire proof vault; safe; duplicate key set; waiting room
furniture; ﬁypewritei table or stand; shades at windows;

curtains oy drapes at windeows; rug on floor).

Office plds and Communicstion.

{Underline the following items contained in the offlce
or aceesslible to the office foree)
1. ¥imeograrzh; private telephone; public telephone;

typewriter; multigreph; public address system; bell;

buzzer, or signal light; central control c¢lock; adding
machine.

{sdd here obher aids found in your office)

foieq Becoris.

1. Does the board of education keep its records in

the sehool office?

(Underline the records kept in your oilfiece listed
below)

2. Pupll sccounting Records (individuzl bealth record;
individual guidence record; individual cumulative folder
containing all reecords cof a pupil; record of problem and
punishment casges; age-grade chart; age-progress chartd;

Cindividusl profile shizeb).

&7

5. Ceneral Records (teacher's semester summary;

)
[#]
]

teacherts rating card; record of bosrd meetings; recor

gnnual wmeetings).



4, Finzncial Tecords {auditor's report; long ternm
financial plan; debeiled snnval sgltatement of needs Tor
the estimate; record of coupong on bonds; insurance

erg; receipt book; tax colleections

n
®
o
L]

record; purchas:
record; wnifled extra-curricular funds record; general

achool funds exupsaditures record).
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