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THE STATUS, DUTIES, AND RESPONSIBILITIES OF THE ASSISTANT
PRINCIPAL IN THE HIGH SCHOOLS OF OKLAHOMA

CHAPTER I

INTRODUCTION

Background and Need for the Study

The present conditions indicate a trend toward a de-
creasing number of school districts in the state of Oklahoma.,
Since 1907-08, the number of school districts has decreased
From 5656 to 1738.1 In the last decade the number has de-
breased from LL50 to 1738.2

Closely allied with the decreasing number of school
districts has been an increase in the number of large high
Fchools in the state of Oklahoma. A decade ago there were
only thirty-three high schools in the state with twenty-five

or more certificated staff members.s Five years ago the

lResearch Bulletin, Oklahoma Education Association,
Memorandum No. 105 (November 1, 1955).

i

| 2

Ibid.

30klahoma Educational Directory, 19Lli-45, Bulletin
No. 108-U, issued by the State Superintendent of Public
Instruction, Oklahoma City, 194l-45.
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umber had increased to forty-nine.} At present, there are
sixty-four high schools in this state with twenty-five or
more certificated staff members.2
The development of larger and more complex high
schools has placed an increased burden on the principals of
these institutions. uore high school principals are requir-~
ing the services of administrative assistants to aid in
carrying out their duties and responsibilities. The delega-
tion of responsibilities by the principal has brought about
the position of assistant princlpal.
The assistant principalship is a comparatively new
pogition in the public schools of Oklahoma. As the duties
and responsibilities of the principal have increased, an
assistant principal was selected to aid the principal in the
accomplishment of these tasks. In most instances the duties
of the assistant principal have been left to the discretion
of the principal. Where the principal had given the assist~
ant principal supervisory and administrative responsibilities,
the position offered wide, valuable experiences. Contrarily,
the assistant principal might be delegated only routine
duties; he might function as the "handy man" for the staff.

Often the duties of the assistant principal fall between

I loklahoma Educational Directory, 1949-50, Bulletin
No. 108-Y, issued by the state Superintendent of Public In-

struction, Oklahoma City, 19)9-50.

2Oklahoma Educational Directory, 1954-55, Bulletin
No. 109-D, issued by the State Superintendent of Public In-
struction, Oklahoma City, 1954-55.




Nese two extremes.

Since its emergence, the position of the assistant
principal has never been clearly defined. His seems to be an
anomalous position among school administrators. A small
amount of the research has been devoted to a study of the
nssistant principal.

There exists a need for additional research concern-
ing the assistant principal. Seyfert has written,

The number of high schools large enough to justify
the employment of an assistant principal is going to
increase. In terms of frequency, therefore, the
position seems destined to become a more clearly
defined one in the profession. The prospect of in-
creases in the number of large high schools suggests,
also, that training programs for admlnistrators
should not be designed to deal only in a general way
with showing principals how to delegate responsibil-
‘ities. usore and more principals are going to have
assistants to whom they can do some dele§ating and
should do it with some rhyme and reason.

More adequate information concerning the assistant
principal is . . . needed in order that the office

| may be more standardized. This does not imply that

| the duties and responsibilities should be identical in

f all schools. . . . It is, however, quite desirable and

i important that we have a more adequate description of

: the office in the terms of activities, duties, and
responsibilities. Such an objective description will
furnish a better concept of what is meant by the as-
sistant principalship, what duties and responsibilities
are commonly allocated to him, and to this extent will
furnish a standard concerning the assistant principal.2

#oardman, Gran, and Holt stated,
|

? lyarren ¢. Seyfert, "Please Ask lir. Smith To Come
In," The School Review, LXII (February, 1954), 70-71.

26, W. Boardman, J. W. Gran, and A. E. Holt, "The
Duties and Responsibilities of the Assistant Prlncipal in the
Secondary School " The Natlonal Association of Secondary
s S, 19040), 34
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ice, Conrad, and Fleming Said,

The vice principal's duties are 1ill defined and vary
greatly from school to school. 1In many schools when he
surveys his heterogeneous responsibilities, he feels
that, like Topsy, his job has just grown, without a
visible effort on the part of educational authorities

to introduce system or order into it. Too often he is
but an exalted clerk upon whom the principal bestows,
with a liberil hand, duties which he feels it convenient
to delegate.

ﬁo the knowledge of the writer, the assistant principal in

ithe high schools of Oklahoma has not been studied.

The Problem

The foregoing needs suggest the problem: hat are
the status, duties, and responsibilities of the assistant

principal in the high schnools of Oklahoma?

Scope _and Purpose of the Study

; The purpose of the study is to ascertain the status,
huties, and responsibilities of the assistant princinal in
&he high schools of Oklahoma. The study is undertaken in
brder to examine the position of assistant principal to find
out what the usual practices are related to the office, and
;o make recommendations for improvement.

The writer is concerned with the assistant principal

as an administrative assistant to the principal. It is the

writer's assumption that in high schools of less than

lG. A. Rice, C. C. Conrad, and Paul Fleming, The Ad-
ministration of Public High Schools Through Their Personnel
(New York: The wacMillan Company, 1933), p. 200.

“




5

EWenty-1ive certilicatved stari{ members the assistant princi-

pal would not exist, for practical purposes, as an adminis-
tretor. It would be a position in name only.

'The study will be restricted to the twenty-nine pub-
1ic, tax supported, high schools in Oklahoma with certificwxﬁ
staffs of at least twenty-five members that employ the serv-

lces of an assistant principal. The schools selected will be

determined by the use of The Oklahoma Educational Directory
for 195)-55. 1

Definition of Terms

Assistant Principal. As used throughout this report,

the term assistant principal refers to the professional
person in the high school next in authority to the principal,
The term vice-principal is considered synonymous with assist-
ant principsal.

Status. Thlis was interpreted to be the position or

state of the assistant principal at the time of the study.

Ttems considered were personal characteristics, professional
'reparation, professional experience, procedures used in his
selection, economic status, the school unit, and general in-
formation. |

{ Duties. Duties were tasks assigned to the position.

?hey included services performed by the assistant principal.

lPhe Oklahoma Educational Directory, 1954-55, Bulle-
in ¥o. 109Y-D, issued by the State Superintendent of Public
nstruction, Oklahoma City, 1954-55.

S0 o B+ AR N
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Respongibilities. Responsibilities were interprete

to be items for which the assistant principals were account-

able .
High School. High School referred to a school unit

%ith grades nine through twelve, ten through twelve, or

prades seven through twelve.

Sources of Data

Primary Data
Primary data were obtained through the use of a
Juestionnaire and personal interview. Insight into the prob-«
lem was secured through observation and personal experience
of the writer as a junior high school teacher, senior high

school teacher, senior high school counselor, and junior high

school assistant principal. A copy of the questionnaire1 and

interview topics2 have been inserted in the appendix of this

volume.

Secondary Sources
Secondary materials have included professional books
in school administration, periodical literature, special

reports, bulletins, and other miscellaneous published litera-

fure. Many valuable suggestions were found in unpublished

1a copy of the questionnaire appears in Appendix A,
p. 112.

2A copy of the interview topics appears in Appendix B

p. 120.
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FTSSEPthIUns. Copies of these, or microfilms, were obtained

%hrough the University of Oklahoma Interlibrary Loan, and in

some 1instances microfilms were purchased at personal expense.

ree bulletins from the State Department of Education and

pklahoma Education Association were available for use. A
|

#reatment of secondary sources will be included in Chapter II

|

i

; Method of Procedure

E The normative survey method of research was used to

bbtain the primary data, since thne nature and extent of the

Eopulation would best lend itself to this method. Since the

data were to be gathered from the assistant principal, whose

ﬁime is limited, it was decided in the questionnaire a majorﬂ

ity of the items would be of the check-list type. In some

instances brief responses were written. The interview was

érranged at the convenience of the assistant principal.
The form of the questionnaire was devised in terms of)

the criteria for a good questionnalre as explained by Good

and Scates.t The interview was conducted in like manner.

‘ The questionnaire and interview items were formulated

Ifrom a comprehensive list regarded by experts in the field of

secondary administration as good practices.3 In addition,

; Ycarter V. Good and Douglas E. Scates, ilethods of Re-
search (New York: Appleton-Century-Crofts, Inc., 195L), Chap-
ter VI, pp. 615-616.

®Ibid., pp. 635-65.

3Secondary material examined is cited throughout this
chrapter; Chapter TI, and the bibliography.
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Ignificant factors 1n the administration of & ITigh Scihiool )

were considered in terms of the writer's experience.

A vilot study was conducted with four experienced as-
sistant principals. Two were chosen from the senior high
school level and two from the junior high school.

A final printed questionnalre and interview item list
kere formulated.

The 135 ltems of the questionnaire were grouped into
bight major headings, A through H. Headings A through G
dealt with the status of the assistant principals to be
studied. sMajor areas included were the school unit, personal
ctharacteristics, professional preparation, professional ex-
perience, procedures used in selection of assistant princi-
pals, economic status, and general information. Heading H,
Duties and Responsibilities, was divided into general admin-
istratidn, guidance and counseling, attendance and discipling

ingstruction and supervision, school plant and non-certificated

smployees, extra-class activities, and public relations.

E The questionnaire was printed on seven sides of an
|
eight page folder, and mailed with a self-addressed stamped

envelope.

A list of high schools in Oklahoma with a certificated

. staff of twenty-five or more members was compiled from the

Oklghoma Zducational Directory for l95h-55.1

P
|

| 1Oklahoma Educational Directory, 195h 55, Bulletin

go. 109-D, issued by the State Superintendent of Public In-
’ < Y I?SK-SS- '
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It was Tound that sixty-four high schools Iell under

this classification. A letter was sent to the principals of
these schools on June 24, 1955, inquiring as to the existence
of the position of assistant principal.l An enclosed self-
addressed postal card furnishing the needed data was included
in the letter.2 Replies from all sixty-four principals indi-
cated that twenty-nine of the high schools deslgnated a per-
son as assistant principal.

Questionnaires were sent to the twenty-nine assistant
principals on October 7, 1955, with a letter explaining the
burpose of the study.3 On November 7, 1955, follow-up let-
ters were sent to those who had failed to respond to that
date.h The total returns from the twenty-nine contacts num-
bered twenty-nine, or one hundred per cent, and every ques-
tionnaire was returned in usable form. Table 1 indicates the
name and location of the twenty-nine schools participating in

this study.

A personal letter was sent to all of the assistant

!
|

principals suggesting an interview to be arranged at their

i
4
' 1a copy of the letter to the principals appears in
Appendlx Cy, p. 122.

L 2A copy of the postal card appears in Appendix D,
12i.

3a copy of tne letter to assistant principals appears
in Appendix E, p. 126.
hA copy of the follow=-up leter to assistant princi-
p ls appears in Appendix F, p. 128.
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convenience.t ‘Interviews were arranged during the school
bear of 1955-56. Whenever possible the writer would conduct
the interview during the school day. In many situations the

interview was conducted after school or on a holiday. The

times of the interviews varied from fifty minutes to two

I
Pours and ten minutes. All twenty-nine interviews were com-

)
pleted by January 28, 1956.

TABLE 1
THE TWENTY-NINE OKLAHOMA HIGH SCHOOLS ENMPLOYING
THE SERVICES OF AN ASSISTANT PRINCIPAL
FOR THE SCHOOL YEAR 1955-56

Bartlesville Douglass
Blackwell Harding
Chickasha John Marshall
Choctaw Northeast
Duncan Northwest Classen
Durant Southeast
Lawton U.S. Grant
icAlester Okmulgee
Midwest City: ' Shawnee

Del City Tulsa:

Midwest City Booker T. Washington
Muskogee Central }
Norman Edison |
Oklahoma City: Webster ;

Capitol Hill Will Rogers 3

Central _ i

Classen |

1
A copy of this letter appears in Appendix G, p.ﬁl3QLi



CHAPTER II
A REVIEW OF RELATED LITERATURE

A survey of the professional literature in education
reveals that numerous texts and professional articles have

been written about the secondary principal, but only a small
emount of material has been devoted to the assistant princi-
'pal. Early text books in general school administration have
given little attention to the professional role of the posi-
tion; and recent texts, at most, show little improvement in

this area. Scattered articles in professional magazines have

indicated a trend to recognize the need for assistant princid

pals, and recent works have included a more functional de-
Ecription of the office.

; From 1920-1930 a narrow concept of the position ex-
ﬁsted because it was in its infancy. Few schools had the
%osition and the majority of the writings were concerned with
%he elementary level. Only the writings pertaining to the
;ssistant principal in the high school will be discussed in
#nis chapter.

As early as 1925 Johnson stated:

f To serve the necessary time for important professional

-

11
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duties, the principal must delegaté mary ol LNnese tasks.
He is fortunate if he can secure an assistant principal
and an adequate clerical force. In most cases he will
find 1t necessary to assign_administrative duties to mem+
bers of the teaching staff.

In 1929, Flower52 made a study of the use of the
vice-principals! time. He stated that their work should be
in four areas. The vice-principal should devote part of his
time to teaching, supervision, testing, and clerical work.
Carr3 kept a record of the use of her time during
October, November, and December of 1929. She found that her
major duty was the guidance of girls.

Boulton"L reported in 1931 on a study of 158 secondary
schools in California. At that time all but three per cent

pf the assistant principals had a bachelor's degree. The

master's degree was held by Ll.8 per cent.

lFranklin W. Johnson, The Administration and Super-
vision of the High School (Boston: Ginn and Company, 1925),
pb. 10.

21, V. Flowers, "Best Use of the Vice-Principals'
Time," Baltimore Bulletin of Zducation (May, 1929), 183-18}.

al in a Six Year High School," School Review, XXXVIII (No-
ember, 1930), 700-706.

% 3Lucy C. Carr, "The Work of a Woman Assistant Princid

i
! hChristopher B. Boulton, "An Analytical Study of the
Duties of Boys' Vice-Principals in Secondary Schools of Cali-
fornia," National Association of Secondary School Principals
Bulletin, XXIV (January, 1931), I11-13.

|
!
|
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Kilpatrickl studied Ttwenty assistant principals in

P

the senior high schools of Los Angeles in 1931. The major
duties performed were classroom visitations, teacher confer-
ences, and preparation of the master schedule. All assistant
principals had charge of boys' discipline and boys' athlet-
jcs.

Zouch? classified her duties as being office duties,
or assisting in the development of the morale of the school.
The first study concerned with assistant principals
that was of major significance was made by Charles R. Van
Eman3 in 1926. He sought evidence from eighty of the larger
high schools in Ohio. Fifty-two returns were received,
twenty-six from junior high school and twenty-six from senior
'high school principals. Nineteen of the senior high schools
reporting had assistant principals. Five of these reported
three assistants; the largest had three thousand pupils and
128 teachers; the smallest had 1,705 pupils and sixty-two

teachers. Six reported two assistants; the largest of these

! ly. Bruce Kilpatrick, "An Analysis of the Professional
puties and Activities of Boys! Vice-Principal of the Los An-
geles Senior High Schools," National Association of Secondary
§chool Principals Bulletin, XXIV {January, 1931), I15-18.

| 2Marguerite Zouch, "Some Reflections Upon the Duties
?f a Vice-Principal," Baltimore Bulletin of Education, XI
s
|

eptember, 1932), 11-1].

3charles R. Van Eman, "The Functions of the Assistant
Erincipal and Other Assistant Executives," Educational Re=-
earch Bulletin, V (March, 1926), 148-150.
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schools had 2,637‘puplls and 1ZY; Teachers; and the smallest,

1,167 pupils and forty-two teachers. Eight reported one as-
sistant princlipal; these schools ranged from 2,075 pupils and
ninety-seven teachers to 512 pupils and twenty-eight teachers
In the majority'of cases the duties of the assistant
principals were defined entirely by the principal of the
school. In only seven junior high schools and six senior
high schools were the duties of the assistant principal de-
fined to any considerable measure by the board of education.
The majority of the assistant principals in the high schools
1

were women. Theyvperformed the following duties:

1. Exercise supervision of the girls and help them to
solve their problems

2. Exercise general supervision of the discipline of thd
girls and in a few cases of the boys

3. Have direct control of all records and partial con=-
trol of the attendance

li. Confer with failing pupils and their parents

5. Have complete charge of the social functions of the
school.

6. dork out plans with the principalt's help for improv-
ing the morale of school and the type of work done by
pupils and teachers.

7. Act as a general 'Shock Absorber!

Jessie G. Fisher2 reported in June, 1926, on her

lrbid., p. 150.

& 2Jessie G. Fisher, "Inquiry Into the Training of As-
sistant Principals,"” Journal of Educational Method, V (June,

1926), 429-433.
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study concerned with the training ol &assistant principals.

She found that a very small percentage of our colleges offared
courses for training for principalship. FEven fewer collegses
offered training for the assistant principalship. There were
very few textbooks on this subject in use.

Opinion at that time favored the idea that the as-
sistant principal should be a professional apprentice to the
principal, thus getting practical training for future princi-
palship. The period of training should not exceed three
years.

Most authorities thought the assistant should teach
classes but not exceeding half time. The remainder of his
time should be given to supervisory, administrative, and
clerical duties. The assistant principal should first learn
the clerical dutles of the office, gradually assume the ad-
ministrative duties, and lastly share the responsibility of
supervision with the principal.

Johnsonl in his 1925 work suggested assistant princi-

pals for schools with an enrollment of five hundred or more
|
pupils. Johnson believed the experience of the assistant

’rincipal should prepare him for the principalship whenever g

b

acancy occurred. The duties of the assistant principal wersd

oncerned with general supervision of attendance and the

ffice, supervision of scholarship records, teachers' reports,

SURIIOR- | T .,0 -y

lJohnson, op. cit., pp. 91-92.




16

and general matters that may require his attention.
The California Teachers' Association Southern Section,
devoted one session to the duties of boys' vice-principals in
1928. They appointed a committee to attempt to standardize
the duties of vice~-principals. The report of this committee
illustrates how little was known about this position at that
time. The main recommendation of the committee was that the
boys' vice-principals should be allowed to manage athletics,
to work with one or more student organizations, to have an
occasional assembly for boys, and to appear at times on the

program at regular student assemblies.l

In 1930 siorgan and Clin92

devoted very little space
in their work to the assistant principal, in fact, about one
ond one-half pages. Thelr thinking was very much like other

vriters of that day. They found the administrative assistant

as usually a woman and she taught part of the day. She was
Isually director of activities and girls' counselor.

% One of the outstanding treatments of the assistant
brincipal is to be found in the excellent work of Rice, Con-

rad, and Fleming, entitled The Administration of Public High

Schools through Their Personnel.3 The authors devote the

1

lJoseph il. Sniffen, "Duties of Boys! Vice-Principal,"
California Quarterly of SecondarzﬁEducation, IV (April, 1929),
266

2M. Evan Morgan and Erwin C. Cline, Systematizing

the Work of School Principals (New York: Professional and
Technical FPress, 1930), pp. 30, 96-97.

3Rlce, Conrad, and Fleming, op. cit., pp. 260-320.
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pntire sixth chapter To the assistant principal.

They stated that the duties were ill defined and
varied greatly from school to school. In many instances the
principal was the final arbiter on all matters falling within
the assistant principal's field of action. Too often the
latter was made an exalted clerk.

The authors stated clearly that their purpose was to
define sound practice in the assignment and execution of the
duties. They used as an example a high school enrolling from
one thousand to fifteen hundred pupils;
The authors stated that the bases of selection should
Pe determined by the requirements of the position. The prin-|
cipal's chief assistant should logically have the same quali-
fications as the principal, and quite often the abilities

will complement those of the principal. The practice in 1933

was to select a person from the faculty of the school in which
Le was to serve.

| In tenure, leave of absence, and sick leave the asg-
gistant princibal had the same status as the teacher. His
galary was between five-eighths and three-quarters of the
principal's salary.

g In 1933 the position was commonly assigned a teaching
ioad. Approximately half of the group taught from one to
four classes. Rice, Conrad, and Fleming frowned upon this

practice and claimed it lowered the efficiency of the assist-

ént principal.
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The authors gave an excellent discussion on the as-
8istant principal as the business manager of the school.
Iransportation, cafeteria, inventory, budget, and school
store were all discussed as areas of the assistant principal'd
responsibility.

Schedule making, attendance, and discipline were the
main duties of the assistant principal at this time. He was
required to be skilled in constructing a schedule of recita=-
tion. His job was to enforce attendance regulations and
punish violators of school regulations. It was interesting
to note that the assistant principal did not have the power

to suspend or expel a pupil. He discussed the cases with thse

Principal who made the final decision.

i The assistant principal had a maze of duties and re-
%ponsibilities with little authority at this time. He, next
%o the principal, bore the heaviest responsibility of all the
.%aculty. "All the more reason, then, that his position be
%ade tenable by the analysis and organization of his duties
;nd be recognized as involving true professional service,
épecialized to a high degree, a proper training ground for

nl

later service as principal.

Cox and Langfitt2 devoted only two and one-half pages

lrpid., p. 319.

2
‘ Philip W. L. Cox and R. Emerson Langfitt, Hi%h
School Administration and Supervision (New York: American

Book Company, 1934), pp. U5-46.
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0 ministrative assistants 1n 193ﬁ. They stated That thers

as a marked tendency to employ assistant principals as
schools increase in enrollment. They stressed the idea that
in a large school an administrator would be required to pos-
sess abilitles beyond the talents of the average man. There-
fore, administrative assistants were hired who had these
special abilities.

Gerald M. Weller,l in 1938, voiced the opinion that
the size and complexity of the modern city secondary schools
are such that executive assistants to the chief administraton
are needed. Weller also called attention to the fact that
few writers in the field of school administration concerned
themselves with the assigtant principalship.

He 1listed the fﬁnctions of the assistant principal

2 (1) pupil control,

under six main headings as fcllows:
(2) pupil-activity direction, (3) instructional supervision,
(L) plant management, (5) community relations, and (6) mis-

cellaneous administrative duties.

i
i
|

His belief was that the major responsibility of the
%ssistant principal was in the general problem of pupil
-éirection-control. The assistant principal devoted approxi-
gately fifty per cent of his time to this arsa,

| .
‘ One of the most significant studies was reported by

5 lgerald M. Neller, "The Role of the Boys! Vice-
Principal," Educational Administration and Supervision, XXIV
fDecember, 1938), 705.

2
=1Dld.
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Fights In 1939 His Study Consisted of 19l Tesponses.
hree-fourths of the group were male. The median enrollment
f the senior high schools responding was 1903. The title of]
ssistant principal was reported by [j8.5 per cent and vice-
rincipal by 5.l per cent. Two thirds held the master's
egree and slightly less than one-~third held the bachelor's
egree. It was interesting to note that the group possessed
s median of 15.3 years of educational experience before they
assumed the position of assistant principal. Approximately

sixty per cent entered the teaching profession as secondary

teachers. Only 21.6 per cent began as elementary teachers
nd 3.7 per cent as junior high school teachers. The present
osition was assumed at the median age of 37.2 years and had
een occupied for approximately seven years.

The medlan beginning salary for the assistant princi-
al was $2,808 and the median salary was ¢3,267. These
alaries were greater than those of classroom teachers by

#350 and $475 respectively.

In 1939 it was found that 60.8 psr cent of the as-
sistant principals did not teach. The majority of teaching
assistant principals taught social studies, mathematics, lan-

guages, or science.

lwilliam Albert Earl Wright, "Educational and Voca-
tional Histories of Vice or Assistant Principals in Senior
High Schools," School and Socisty, XLIX (April, 193G),
553-556.
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1
Bertha Cohen~ described the work of the adninistrativs)

high school in New York City contains about six thousand
pupils and two hundred teachers. This article stresses the
importance of the administrative assistants. It did not
describe the duties of the assistant principal in detail.
The duties mentioned were schedule making, attendance, discis
pline, aﬁd general executive ability. This article is more
a plea in defense of the assistant principal than anythihg
else.

Recent .textbooks in the field of secondary school
administration have neglected the assistant principals as did

2 devotes only two paragraphs

the older textbooks. Douglass
to administrative assistants. He takes the position that the
assistant principal is not distinctly a separate officer, but
is merely an assistant to the principal. He states that the

relationship between the assistant principal and principal

is very similar to that between the principal and superin-

itendent in the smaller school.

assistant in the large high schools of New York. The typical

i
|
! lpertha Cohen, "The Work of the Administrative As-
isistant to the Principal in the High Schools of the City of
New York," High Points, XXII (December, 1940), 32-36.

!

2Harl R. Douglass, Organization and Administration of

h

;Secgggary Schools (Rev. ed.; Boston: Ginn and Company, 1945),
P
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“Edmonson, Roemer, and Bacont dIScuss very briefly the
selection of an assistant principal and his duties. They
suggest that the assistant principal and principal should
complement sach other. Also, they state that men teachers of
mathematics and science have the strongest personalities and
make good assistant principals.
They list the duties of the assistant principal in
the following groups:2

l. General disciplinary control

2. Locker management

3. Pupil program adjustment

ly. Daily schedule

5. Office management and records

6. Traffic and assembly management

7. Acting as boys! adviser

8. ilanagement of athlstics

9. Direction of student activitiss
10. Business management
1ll. A&dministering general matters otherwise unassigned
12. Acting as principal when the principal is away
3

Jacobson, Reavis and Logsdon” stressed the guidance

15, B. Edmonson, Joseph Roemer, and Francis Bacon,
The Administration of the Modern Secondary School (New York:
The lacmillan Company, 1948), pp. 94-96.

2Ibid., p. 96.

3Paul B. Jacobson, William C. Reavis, and James D.
don, Duties of School Principals (New York: Prentice-
> 1NC., 1950), pp. 159-100.

3 S
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duties performed by assistant principals. In thirty-nine of
sixty-eight schools, assistant principals were available for'.i
guidance duties.

Sullivanl compiled a study of the assistant princi-
pals of the United States in 1945. She stated the function
or purpose of the assistant principal in public schools
should be considered as a2 means of in-service preparation foﬁ
the higher position of principal. | |

Cne of the latest studles concerned with the duties
and responsibilities of the assistant principal was reported
by Boardman, Gran, and Holt2 in l9h6. One phase of their
study was concerned with assistant principals in the high
schools of Wisconsin with an enrollment of six hundred or
more. From the thirty-one who indicated willingness to par-
ticipate, only twenty-one usable replies were received. The
assistant principal's duties and responsibilities were viewed
from two approaches: (1) those for which they were personaliy
responsible; (2) those for which they were cooperatively re-
sponsible. This study can be summarized as follows:

The assistant principals of Nisconsin were found to

have considerable administrative responsibility, both
personally and coopsratively, especially for duties

lanna G. Sullivan, "The Assistant Principal in the
Public Schools of the United States" (unpublished Ph.D. dis=-
sertation, Fordham University, 1945).

2C. 4. Boardman, J. #. Gran, and A. E. Holt, "The
Duties and Responsibilities of the Assistant Principal in the
Secondary Scnool," The National Association of Secondary
School Principals Bulletin, XXX (March, 1946), 3-i.
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Listed under pupil accounting, curriculum and school
control. While there were no supervisory duties for
which fifty percent of the assistant principals were
personally responsible, marked cooperative responsibility
was found for many activities of a supervisory nature,
especially those concerned with developing a supervisory
program and improving special services.

The second phase of this study was concernsd with as-
sistant principals in the high schools of Wisconsin with an
pnrollment of five hundred or more. From the thirty-six who
indicated willingness to participate, thirty-five usable
repliss were finally received. Holt found the cooperative re-

sponsibilities of the assistant principal were great in the

%ebtions of curriculum, school control, and extra class ac=-
#ivities. There is a decided tendency for the assistant
rincipal to take a greater share in the development of a
supervisory program and for improving the curriculum. The
Lssistant principal still holds a clerical position but now
ne 1s assuming more varied duties in both the administrative
%nd supervisory fields.

? A committee in the Saint Paul, Minnesota, public
schools recommended certain duties for the assistant princi-
bal.2 They suggested that the assistant principal should

participate in construction and revision of the curriculum.

he should prepare the daily class scnedule. He should be

l1pig., p. 8.

2F. L. Blune {Chairman), "Duties and Responsibilities
of High School Principals and Assistant Principals," National
Association of Secondary School Principals Bulletin, XXX
(December, 1946), 9-12.




25

esponsible Tor planning and admlnistering the testing prd-
ram.

In the area of general administration the assistant
rincipal should take an active part in commencement exer-
ises. He should establish and supervise procedure for
andling absences. He should establish and supervise proce-
ures for preventing drop-outs. The asgistant principal

should handle all discipline cases.

This committee also felt the assistant principal

should supervise classroom instruction, direct in-service
%raining programs for new teachers, and assist new teachers
#n ad justing themselves. He should supervise substitute and
ractice teachers.

In the area of the students, the assistant principal

R & gt

%hould direct pupll registration and share the responsibility

for guidance, counseling, and placement program.

% The faculty at #Waller High School in Chicago helps
|
I )
select their assistant principals. They developed a scale

&or judging an assistant principal and listed qualities he
Should possess.1 His duties are outlined in general aress.
The staff thought the assistant principal should be selected

from the present staff.

| lii1ton J. Cohler, "The Faculty Helps Select the
Assistant Principal," American School Board Journal, CXVIII
(February, 1949), 33-3L."




26

1.
G. L. wanlquist believes that vice-principals are

out of date. He states that the old duties of a vice-
principal were mainly in the area of discipline. Since the
job has changed he believes that the title should also be
changed to assistant principal.

A study by George A. W. W31532 was made with assist-

ant principals In the Middle Atlantic States area and was
oncerned with the nature of fifty-six duties they perform on
hared in performance. A total of sixty-six questionnaires
ere returned and used in this study.

Three duties were performed personally by fifty per
cent or more of the assistant principals. These duties fell

into the general areas of parent conferences regarding pupil

iscipline (55.6 per cent); running the school in absence of
he principal (83.3 per cent); representing the principal at
ommunity functions (60.6 per cent).
T Nine of the most important of the duties whose per-
%ormance was shared by more than fifty per cent of the as-
%istant principals are listed below:3

§ _ 1. Developing the school philosophy, 93.9 per cent

]
!

2. Developing school standards, 86.h per cent

| 1G. L. Wahlquist, "Vice-principals. Are They Out of
'Date°" The Clearing House, XXVIII (October, 1953) 78-79.

2George A. W. Weiss, "The Duties of the Secondary
School Vice-Principal," National Association of Secondary
échool Principals Bulletin, XXVII (December, 1953), 109-117.

i
| 31bid., p. 110.
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1.

2.

3.

@

-
O
*

f From these facts, it can be seen that the responsi-

|
i
i

pilities of the assistant principal have definitely grown in

3
| 7.2 per cent

7.

8.
7.2 per cent

9.

Wheri percentages are combined for personal and shared

duties the following ranks are discovered:1

Conducting teachersd Meetirngs, 80.3 per cent

Preparing administrative bulletins, 74.2 per cent
Organization of the curricula, T7L.2 per cent

Setting and supervising instructional experiments

Counseling with pupils, 6.2 per cent

Parent conferences regarding pupil adjustment,

Inspsction of bullding and grounds, 71.2 per cent

Running the school in absence of the principal,
98.5 per cent

Developing school philosophy, 95.5 per cent

Preparing administrative bulletins, 95.45 per
cent

Counseling with pupils, 93.42 per cent

Representing the principal at community functims,
92.39 per cent

Parent conferences regarding pupil adjustment,
90.9 per cent

Pupil discipline, 89.l per cent
Developing school standards, 89.4 per cent
Conducting teachers' meetings, 86.l per cent

Parent conferences regarding pupil discipline,
86.4 per cent

f l1vid., p. 111.
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number during the Ilast few years.

Welss classified the duties of the assistant princi-
pal in six general areas:’ (1) administration and school
management; (2) pupil welfare and related conferences with
pupil, parent, and teacher; (3) supervision and classroom
visitation; (L) routine office and clerical work; (5) profes-
sional and community activities; and (6) miscellaneous.

The data obtained from the assistant principals show
that 29.3 per cent of their time each week is devoted to
duties within the area of administration and school manage-
ment; 20.7 per cent to pupil welfare and related conferences;
lh.3 per cent to routine office and clerical works; 12.9 per
cent to other duties; 12.0 per cent to supervision and class-
room visitation; and 10.8 per cent to professional and com-
munity activities.2

As a result of his study Weiss states that the in-

creasing number of responsibilities for the principal has

brought about the need for an assistant. He discovered the
ﬁajority of duties of the assistant principal are usually

hared by him with someone else. His time 1s devoted to

—t———

uties related to the areas of administration and school man-
ggement and pupil welfare.

The average work week for the assistant principal is

ipid., p. 113.
2Tbid., p. 115.
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now 51.8 hours. The time spent in performance of his dutles

has grown considerably in the last ten to fifteen years.
Since the number of duties which the assistant prin-
cipal may expect to be called upon to perform are great and
varied in their nature, a man with a broad background 1is
needed to fill the position. Weiss believes the training re<+
quired should be as great as that of the principal. Only theé
experience should vary if any requirement varies at all.
Weiss makes the following recommendations:l (1) the
principal of the secondary scnool should create the position
of assistant principal to share his responsibilities; (2) the
office is a good training ground for the assistant principalj
(3) the assistant principal should possess a bachelor's degree
and, if possible, the master's degree; (li) the assistant
principal should be-g person with teaching experience;

(5) definite administrative training should be acquired by

Fhe assistant principal before entering the position; (6) the
%ssistant principal should be allowed time for community ace-

kivities.
|
% Narren C. Seyfert2 makes some very interesting state-

hents concerning the assistant principal in the February,

|

QQSM, issue of The School Review. He thinks the assistant
principal is too often & handyman with ill defined duties.
]
|

1rbid., p. 117.
S 2 yarren C. Seyfert, "Please Ask :r. Smith To Come
In," The School Review, LXII (February, 195), 70-71.
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eylert believes the range oI dutises of the assistant prirci—

pal should be reduced and the level of responsibility should
be increased. Since the number of assistant principals will
brobably increase, the position should become more clearly
defined.

Yarbrough,l in 1953, studied the assistant principal

in senior high schools of the United States in cities with a

opulation of from one hundred thousand to one million. Two
undred and ninety-four completed and usable questionnaires
ere received. Only four assistant principals in Oklahoma

ere included in the study.

Yarbrough found that 53.1 per cent of the assistant
rincipals did not have their duties explained in writing.
ajor responsibilities of these assistant principals were
ore closely related to the student than to other school and

Lommunity contacts. The twenty-five most common tasks were

L

ssoclated with student supervision and activities. The six

asks which were considered most important were the follow-

1. Advising maladjusted students

2. Personal and educational guidance and counseling

#
fm
i

lJoseph W. Yarbrough, "The Status of the Assistant
Principal in Senior High Schools of the United States in
Cltles with a Population of from 100,000 to 1,000,000" (un-
published Ed.D. dissertation, Colorado State College of Edu-
cation, 1935).

!L 2Tbid., p. 126.
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program

i, Performing administrative duties at the directio#
of the principal

5. Supervising the pupil accounting program

6. Supervising the student activity program

Among these assistant principals the results show
very little responsibility was delegated. Llore tasks were
shared than performed personally by the assistant principal.
He had almost no responsibility for business contacts and
school finence. The responsibilities-which were related to
‘guiding the activities of teacher, office, and custodial per+
sonnel showed the least frequently.
The assistant principals thought thét routine cleri-
cal work should be delegated to someone who has less profes-
sional preparation and experience. They stated that there
%as a definite need to extend their duties into the areas of
curriculum construction and supervision if the position was
%o serve as background experiences for future principals.

{
t

The_position should be recognized by other school personnel

ror what it is, both in salary and in professional prestige.
Pfeffert conducted a study of the 229 assistant prin-
ipals in the State of New Jersey. One hundred and ninety-

even, or eighty-six per cent, of the group participated in

J— M‘_“O"“—“

the study. The assistant principal on the high school,

lEaward I. Preffer, "A Study of the Vice~Principal-

3. Setting up and administering the general school |

3

!
éhlp in New Jersey (unpublished Ed.D. dissertation, Rutgers

mo
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junior high school, and elementary level was Included in the

study.
In New Jersey, three out of four assistant principals
were devoting more than one-half of their day to duties othen

than teaching. The teaching assistant principals were found

primarily in the elementary schools.

Both terms, vice-principai and assistaant principal,
Lere used as titles for the position. However, vice-
principal was more often utilized.

Population size of a school district was not a deter-
mining factor in locating assistant principals nor in defin-
ing the responsibilities of the position.

Pfeffer stated the following concerning the responsis
bilities of the assistant principal:

A supervising vice=-principal in New Jersey was dele-
gated significant duties in the filelds of organization
and administration, supervision, pupil personnel and pub-
lic relations. He performed these duties frequently. In
duties relating to pupil personnel, he was usually given
major responsibility subject only to the veto power of
his principal. In his other duties, he showed responsi-
bility with his principal. The importance of pupil per-
sonnel duties to the supervising vice-principalship may
imply that the New Jersey Stete Board of Education should
establish specific college gourses in this field as a re-
quirement for the position.

Pfeffer concluded from his study that the vice-

rincipalship in New Jersey was a responsible position in the

e e

éublic school system. Therefore, boards of education should

émploy outstanding personnel for the pdsition. Also, the

4

ltvid., p. 162.

|
i
-
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vice-principalship should bé considered an excellent source
for recrulting candidates for the principalship.

Brandes,1 in 1956, made a plea for subordinate admin-
istrators in the secondary schools. He stated that an ad-

ministrator should be employed for every four hundred pupils.

1so, the budget should be increased to provide the additional]
dministrators needed in the complex secondary schools of

today.

Summary

A review of the literafure concerned with the assist-
ant principal revealed that few research studies had been
conducted. From 1925 to the present, writers had expressed
ppinions concerning the position. The literature was approx-
imately equally divided between research studies and writings
expressing the need for, or a description of, the position.

@ study was not found on the assistant principal in Oklahoma.
The earlier writings stated that the title most often
nsed was vice-principal. The position usually was occupied
by a woman. The principal prescribed the duties and respon-
sibilities by oral agreement. Teaching, counseling, attend-
ance, discipline, and clerical work were the major areas of
duties and responsibilities. Writers expressed the opinion

that the assistant principal should teach not more than one

lrouis G. Brandes, "The Position of the Subordinate
dministrator in the Secondary School," National Association

'

of Secondary School Principals Bulletin, XL (May, 1956), Lb-54
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hall of the day. Less than one-hall oI those occupying the

Position held the master's degree. Salaries were approxi-
mately $u75 more than that paid to classroom teachers. The
position was considered primarily es training for the princi-
palship.

The writings of the last decade indicated that the
position was changing. Assistant principesl was becoming the
hccepted title. liore men than women were occupying the posi-
tion. The principal continued to prescribe the duties and
responsibilities by oral agreement. Teaching was becoming
iess frequent and a non-teaching assistant principal was con-
sidered- desirable. =Zighty-five per cent held the master's
legree. Salaries were $1,108 more than that paid to class-
room teachers. The majority of the writers considered the

assistant principalship as training for the principalship.




CHAPTER III

THE STATUS OF THE ASSISTANT PRINCIPAL
IN THE HIGH SCHOOLS OF OKLAHOMA

As the high schools in Oklahoma increased in size and
the scope of their curricula, an assistant principal was
hdded to the staff to ald the principal in fulfilling his ind
creasing responsibilities. Webster!s unabridged dictionary
states that assistant means "ons who assists; helper; specif<
ically, one associated as a subordinate to assist another in
some task or duty . . ." and that vice means "one who takes
the place of; specifically, denoting one who may assume the

ol Accordingly, the

office or duties of a superior. . .
assistant principal should be qualified to invest himself
yith the office and to perform the duties of the principal-
ship. Therefore, the personal characteristics, professional
preparation, professional experience, in general, the status

0f the assistant principal and principal could be comparable.

The data collected for this report, show the curreht

lWebster's New International Dictionary of the
English Language, Second Edition, Unabridged (iassachusetts:

e

G. and C. Herriam Company, 1951), pp. 167 and 2,80.

35
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Ftatus of the twenty-nine assistant principals in the high

schools of Oklahoma as reported during the school year
1955-56. The data were collected by means of a questionnairg
pnd a personal interview. The status of the twenty-nine as-
sistant principals, representing a response of one hundred
per cent, is indicated throughout the chapter by the major
headlings. The areas discussed in this chapter are the fole
1owing: the school unit, personal characteristics, profes=-
sional preparation, professional experience, selection pro-

cedures, economic status, and general information.

The School Unit

Administrative Plan
The data indicate that 62.07 per cent are employed in
2] thfee-year senior high school, grades 10 through 12. Only
3 .48 per cent are employed in a six-year high school. One
essistant principal is employed in a four-year high school.
Table 2 shows the distribution of responses to this question,
! The ma jority of the high schools employing the serv-
ices of an assistant principal utilize the three-year admin-

istrative plan. Ko one administrative plan is used to the

exclusion of other plans.
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TABLE 2

DISTRIBUTION OF TWENTY-NINE HIGH SCHOOLS EJPLOYING
ASSISTANT PRINCIPALS ACCORDING TO TYPE OF
ADMINISTRATIVE PLAN FOR THE SCHOOL YEAR

1955-56
ﬁdministrative Plan Number of Per Cent
High Schools of Total
Three year (10-12) 18 07
Bix year (7-12) 10 h h8
Four year (9-12) 1 3.45
Fotal 29 100.00
Enrollment

There exists a great degree of variance in the en-
rollment of these high schools. The range is from L35 to
B327. The median is 981. The mean is 1355. Table 3 shows
the enrollments of twenty-nine high schools in Oklahoma em-
bloying the services of an assistant principal.

Rarely is the position found in high schools enroll-
ing less than 500 pupils. A majority of 15 is found in high
schools enrolling less than 1000 pupils. It would appear
that the position is most often found in the larger high
schools of the state, but size of the school is not the soie
determining factor in employing the services of an assistant

principal.
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TABLE 3

ENROLLMENTS OF THE TWENTY-NINE HIGH SCHOOLS IN OKLAHOMA
EMPLOYING THE SERVICES OF AN ASSISTANT PRINCIPAL
FOR THE SCHOOL YEAR 1955-56

Enrollment Number of Per Cent
High Schools of Total
2500 and over 1 3.45
2000 through 2499 1 3.45
1500 through 1999 % 13.79
1000 through 14,99 27.59
500 through 999 1 L8.27
Under 500 1 3.45
Total 29 100.00
Mean 1355 iledian 981

Number of Certificated Personnel
Closely related to the enrollment of a high school
1s the number of certificated staff members employed. These
include teachers and administrators. It does not include

custodians, cafeteria workers, and secretarial help. Again

? great degree of variance 1s found in the high schools of
Dklahoma. The range of the number of certificated staff mem-
ers is from 2l to 128, the mean being 48 and the median 43,
able l shows the size of the certificated staffs of the

lklahoma high schools employing the services of an assistant

%rincipal.
l
|
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TABLE I

CERTIFICATED STAFFS OF THE TWENTY~-NINE HIGH SCHOOLS
IN OKLAHOMA EMPLOYING THE SERVICES OF AN
ASSISTANT PRINCIPAL FOR THE SCHOOL YEAR

1955-56

Number of Certificated Number of Per Cent
Staff Members High Schools of Total
70 and over Iy 13.79
60 through 69 2 6.90
50 through 59 Ly 13.79
40 through 49 7 2L .1l
30 through 39 7 2l .1l
Under 30 5 17.2k
Total 29 100.00

Mean L8 Median 43

Number of Assistant Principals in the Building
The number of assistant principals in the building id

reported to be one in every response. No Oklahoma high

chocl participating in this study reports having more than
ne. Little confusion should exist as to the person next to

the principal in terms of administrative authority.

!

|
B
?
P
|
E Basis of Assigning Assistant Principals
g Assistant principals are assigned to a high school in
éonsideration of the number of pupils, the problems of the
$chool, or one to & school unit. Table 5 shows the bases for

I

éssigning assistant principals iIn the State of Oklahoma.
!

;
!




Lo

TABLE S

BASES OF ASSIGNMENT OF THE TWENTY-NINE ASSISTANT
PRINCIPALS IN THE HIGH SCHOOLS OF OKLAHOMA

Basis of Assignment Number of Per Cent
High Schools of Total
One to a school unit 2l 82.76
Number of pupils 3 10.34
Problems of the school 2 6.90
Total 29 100.00

The three assistant principals assigned in relation

fo the number of pupils gave an explanation of this item in
the interview. As the enrollment of the school increased the
ssistant principal was appointed to aid the principal in the

ischarge of his duties and responsibilities.

e S 1

The two assigned in consideration of the problems of
the school performed the majority of their duties and respon-

%ibilities in the area of guidance and counseling. The prin-
éipal devoted the majority of his time to the administration
éf the school.

! Assistant principals in the high schools of Oklahoma
;re usually assigned on the basis of one to a school unit.
%he number of pupils and problems of the schools are so
blosely related that separation of the two is difficult. It
éppears to the writer that agsistant principals are assigned

one to a school unit without particular concern about the
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problem of the school and number of pupils.

Personal Characteristics

Sex
Twenty-eight of the assistant principals in the high
schools of Oklahoma are of the male sex. The one female
stated that her main duties and responsibilities were teach-
ing. It would appear that opportunity for a woman to enter
the ranks of administration through the assistant principal-

ship 1s relatively small.

_ Age
The ages of the assistant principals in the high
schools of Oklahoma vary from the youngest at 28 to the
pldest at 59. The median age is Lb. The mean age is 3.

lable 6 shows the present age groupings of the assistant

principals in Oklahoma.
% The largest age group is between [0 and 9 years.
&he median age on first becoming an assistant principal is
57.71 years. Twenty of the 29 are 40O years of age or over.
bnly three are 30 years of age or under. If the assistant
?rincipalship is intended to be training for the principal-
%hip, then many of the assistant principals will be of an ad-

vanced age when-appointed as a principal. Training for the

brincipalship should begin at an earlier age than is indicated

by the ages in Oklahoma.
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TABLE 6

DISTRIBUTION OF TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS IN OLKLAHOMA ACCORDING TO AGE
FOR THE SCHOOL YEAR 1955-56

Age Group Number of Per Cent
Assistant Principals of Total
50 through 59 7 2l .1l
L0 through L9 13 Itk .83
30 through 39 6 20.69
Under 30 3 10.3)
Total 29 100.00

ean L3 Median L6

|

|

E Marital Status

i Twenty~seven of the 29 assistant principels are mar-

?ied. Two are single. Of the single assistant principals,

;ne is male and the other female.

; Seventeen of the 27 married assistant principals

%tate that their spouses contributed to the family income.
The number of dependents varies from one to five,

with three assistant principals claiming the maximum, and twd

Ehe minimum. Twelve have two dependents and nine have three.

bnly three of the group claim four dependents. The median

number of dependents is 2.56.

Personal Attributes

In an interview the assistant principals were asked
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o 1i1st the personal attributes they thought would best aid
g person in being successful in the position. Table 7 shows

the personal attributes mentioned by three or more of the

Troup.

TABLE 7

DESIRABLE PERSONAL ATTRIBUTES SUGGESTED BY THREE
OR MORE ASSISTANT PRINCIPALS

Attribute Frequency of
: Mention
Liking to work with people 11
Even temper 11
Ability to get along 10
A good listener 9
Re fair 8
Endurance Iy
Consistent L
Sense of humor 3
Patlent 3
Firm 3
Db jective 3

The two attributes suggested by 11 assistant princi-

Pals are liking to work with people and possessing an even
%emper. The ability to get along is listed by 10. Eight

mention being a good listener. Four think being consistent
and possessing endurance are important personal attributes.

I'hree suggest a sense of humor, patient, firm, and objective

as desirable personal attributes.

The personal attributes considered desirable by the

! .
assistant principals stress the relationships with other
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persons.

Professional Preparation

Degreses Held
One of the general trends in the professionalization
of school administration has been a decided tendency toward
increased degree requirements. This emphasis has its effect
upon the high school principalship, and the North Central
Mssociation of Colleges and Secondary Schools recommends the
master's degree as a professional requirement for principalsj
Oklahoma school regulations have stated a requirement
thats
To serve as a principal of a secondary school as legally
required. . . . A master's degree from an approved col-
lege or university and completion of a program approved
by the State Board of Educatlion for the preparation of
secondary school principals, such program to consist of 4
minimum of sixteen semester Bours of graduate work in
school administration. . . .

There is no special administrator's certificate for
the position of assistant principal in Oklahoma. Those who
teach at least 50 per cent of the time are not required to
have an administrator's certificate.

The distribution of degrees held by high school as-

sistant principals is shown in Table 8.

1Edmonson, Roemer, and Bacon, op. cit., pp. 84-85.

2Laws and Regulations for the Certification of
leachers and Administrators, State of Oklahoma, State Depart-
ment of Education (Oklahoma City: The State Board of Educa-
tion, October 1, 1953), p. 37.

Lo
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TABLE O

DISTRIBUTION OF TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS IN OLLAHOMA ACCORDING TO THE HIGHEST
DEGREE HELD FOR THE SCHOOL YEAR 1955-56

Highest Degree Number of Per Cent
Held Assistant Principals of Total
gaster's 27 93.10
accalaureate 2 6.90
Total 29 100.00

The master's degree is held by all but two of the as-
sistant principals in the state of Oklahoma. The majority
completed thelr undergraduate program in Oklahoma. Seven of
the 29 completed their undergraduate programs in another
state.

The master's degree was earned by 22 of the 27 hold-
ing the degree in the State of Oklshoma.

The institution granting the bachelor's degree to the
greatest number was Southeastern State College at Durant,
Dklahoma. The institution granting the master's degree to

the greatest number was the University of Oklahoma.

Ma jor Fields of Preparation
The ma jor field of preparation for the bachelor's
degree indicates the assistant principals have a varied back-

ground. Table 9 shows the distribution of the major field of

oreparation for the bachelor's degree.
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TABLE 9
DISTRIBUTION OF THE #AJOR FIZLDS OF PREPARATION
OF THE TWENTY-NINZ ASSISTANT PRINCIPALS
FOR THE BACHELOR'S DEGREE
Major Field Frequency Per Cent
of Total

History 7 2l 1l
Education L 13.79
Chemistry 3 10.3h
General Science 3 10.3)
Biology 2 6.90
Physical Education 2 6.90
Mathematics 2 6.90
Music 1 3.45
English 1 3.45
Speech 1 3.45
Physics 1 3.45
Political Science 1 3.45
Industrial Arts 1 3.45
Total 29 100.00
f From Table 9 it appears that history is the most
i
bopular ma jor on the bachelor's degree. The sciences and
t

%ocial sciences account for more than one-half of the fields
?f preparation for the bachelor's degree.

% Only six major fields of preparation are represented
%or the master's degree. From the point of academic prepara-
#ion it appears that the assistant principal is well prepared
%or his position.

Table 10 shows the distribution of the major fields

f preparation on the master's degree.

Y ¢ SR
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TABLE 10

DISTRIBUTION OF THE MAJOR FIELDS OF PREPARATION
OF THE TWENTY-SEVEN ASSISTANT PRINCIPALS
FOR THE MASTER'S DEGREE

Major Field Frequency Per Cent

of Total
School Administration 20 7h.10
History 2 7.40
Secondary Education 2 7.40
Educational Guidance 1 3.70
ilathematics 1 3.70
Vocational Education 1 3.70

Total 27 100.00

Total Years of College Work

|
| The total number of years of college work varies

gfrom four to 7.5, with one assistant principal having the

@inimum, and one the maximum. Table 1l shows the total years

;
{
!

‘?of college work of the assistant principals.

TABLE 11

TOTAL YSARS OF COLLEGE WORK OF THE
TWENTY-NINE ASSISTANT PRINCIPALS

Years of College Work Frequency Per Cent
; - of Total
Seven and over Ly 13.79
Six to seven 12 41.38
Five to six 12 AI.EB
Four 1 3.45

n— ————————

Total 29 100.00
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No assistant principal now holds a doctor's degree.

Table 11 indicates that many have done considerable work

beyond the master's degree.

Most Valuable Professional Courses

Secondary school administration is mentioned by more
assistant principals as beihg the most valuable professional
course. Guidance and counseling courses rank second. The
third largest group indicates psychology courses as being th?
most important. Ranking fourth and fifth are courses in

easurements and secondary supervision. The assistant prin-
Eipals state that these courses have a more practical appli-
cation to their position than do many other professional

coursese.

Years Since Last Enrollment
Fifteen of the assistant principals indicate that

they have been enrolled at a college or university within the

past year. Three state that it has been one year since the
iast enrollment. KNine have been enrolled within the past
five years. Only two state that it has been more than five
&ears since their last enrollment. Table 12 shows the years
%ince the last enrollment.

? This table indicates the assistant principal is
ﬁaking an attempt to keep abreast of current administrative

thoughts through college and university enrollment.
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TABLE 12 '1

YEARS ELAPSED SINHCE THEZ LAST ENROLL#ENT
OF THE TWENTY-NINE ASSISTANT PRINCIPALS
IN A COLLEGE OR UNIVERSITY

e oo
———— ——————

—

Years Since the Frequency of Per Cent
Last Enrollment Response of Total
Five and more 2 6.90
More than one, less than five 9 31.0
One year 3 10.3
Less than one year 15 51.73
Total ' 29 100.00

|
? College Hours Earned Since Last Degree

Since many have attended a college or university
%ecently, the writer desired to know how many college hours
ﬁere earned since the last degree was conferred. Table 13
ghows the college hours earned since the last degree was con-

ferred._ It appears that the assistant principals continue

thelr formal education past the degree requirements.

TABLE 13

COLLZGE HOURS EARNED SINCE THE LAST DEGREE
BY THE TWENTY-NINE ASSISTANT PRINCIPALS

ﬁours Earned Frequency of Per Cent
’ Response of Total
25 or more hours 7 2.1l
17 to 2| 3 10.3h
9 to 10 17.2

.0 to 8 1 L3.2
Total 29 130.00.
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Degree Held Whem Appointed Assistant Primclipal  —
The bachelor's degree was held by 10 when first ap-

pointed to the position. HNineteen held the master's degree.
The writer has not attempted to determine the certification
requirements at the time each person was appointed to his
position. Considering the changing certification require-
ments, it 1s reasonable to state that the assistant principd&

meet the minimum degree requirements.

Type of Administrators Certificate
Twenty~two of the group now have a valid administra-
tors certificate. Four have provisional certificates and 18
have standard administratort!s certificates. Seven do not
pold an administrator's certificate. Considering the teach-
ing load carried by some assistant principals, and newness of
the position, it appears that they meet the minimum certifi-

cate requirements,

Professional Experience

Teaching and Administrative Experience
The high school assistant principals have a varied
background in public education. As a group they represent
many years of teaching and administrative experience. BEle=-
mentary teaching experience is mentioned by four assistant
brincipals. Ten have teaching experience on the junior high

school level. Twenty-nine have teaching experience on the
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igh school level. Two have college teaching experience
during a summer session. Two have regular session collsge
teaching experience.

Four assistant principals have elementary administra-
tive experience. Seven have junior high school administrativg
experience. Twenty-four have high school administrative
sxperience. | |
Table 1L shows the mean years of teaching and admin-

istrative experience.

TABLE 1l

MEAN YEARS OF TEACHING AND ADMINISTRATIVE EXPERIENCE
OF THE TWENTY-NINE ASSISTANT PRINCIPALS OF OKLAHOMA

Level of Mean Years Mean Years of
Experience of Teaching Administration
College 4 0.0
High school 11.4 6.91
Junior high school 5.10 7.2
Elementary (1-6) 2.75 1.50

Years Employed at Present School
One assistant principal has been employed at his
present school for 28 years. The range extends downward to
two reporting this to be their first year at the present
school. The median time employed at the present school is

3.21 years.
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Years rresent rositlion Held

Tenure in the present position ranges from one re-
porting 20 years, to four reporting one year. The responses
of twenty-nine assistant principals relative to their tenure
are shown in Table 15. Approximately two-thirds of the groug

nad been in the present position less than five years.

TABLE 15

DISTRIBUTION OF TWENTY-NIN&Z HIGH SCHOOL ASSISTANT
PRINCIPALS IN OKLAHOMA ACCORDING TO THE
NUMBER OF YEARS IN THsi PRESENT POSITION

e —— e s ———r

Years in Number of Per Cent

Present Position Responses of Total
Over 15 years 1 g.hS
11 through 15 2 .90
" 6 through 10 6 20.69
2 through 5 16 55.17
First year I 13.79
Total 29 100.00

5 Total Years Experience as an Assistant Principal

i All 2% have been assistant principals only in the
State of Oklahoma. None has experience in another state.
Only two have experience in a school system other than the
one in which they were now employed. The total ysars experi-

pnce as an assistant principal, and the years the present

position had been held are almost identical.
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Procedures Used in the Selection of Assistant
Principals in Oklahoma

Previous Position

A basic factor in the professional preparation of a
high school assistant principal is the status of the person
in past educational experience. Teaching experience of any
type is helpful in preparing a person for an assistant prin-
cipalship. Experience in the elementary school or college ifd
valuable because the assistant principal needs to know the
schools that articulate below and above the high school.
Probably the most valuable experience 1is gained at the sec-
ondary level because tnrough this experience he will better
understand the boys and girls at this stage of their develop-
ment and the high school teachers.

Table 16 shows the positions occupied by the 29 as~
sistant principals in Oklahoma immediately before their

present position. The largest group is that of high school

teachers. Three were recruited from a prior position as a

Bunior high school assistant principal, to make up the third
Eroup. Two had been high school principals. The remaining

;ssistant principals were recruited from the following posi-
&ions: one each from junlor high scnool teaching, high school
éuidance director, and Veterans Administration employee. The
ﬁears the previous position had been held ranged from one to

22. Fifteen reported having held the previous position from

?wo through five years.
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TABLE 16

DISTRIBUTION OF THE TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS IN OKLAHOMA ACCORDING TO PREVIOUS POSITION
HELD PRIOR TO THE PRESENT ASSISTANT PRINCIPALSHIP

Previous Number of Per Cent

Position Responses of Total
High school classroom teacher 16 55.17
Coach and classroom teacher 5 17.2k
Assistant junior high principal 3 10.3l
High school principal 2 6.90
Junior high classroom teacher 1 3.45
High school guidance director 1 3.U45
Veterans Administration employee 1 3.45

100.00

N
~O

Total

A further classification of the group indicated as
having been recruited from teaching positions shows eight
&aught social studies; five taught sclence, five taught math-
gmatics, and one each taught speech, industrial arts, and

|
English.

Present Position
Twenty-six were employed in the same school system
When they were appointed to the present position. Three werd
émployed in a different school system.
Twenty of the 29 were invited to apply for their
present position. The invitation was extended, in order of
frequency, by the principal, superintendent, and the directon

bf personnel.
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Various routines are tollowed in obtaining the

present position. The most common practice is to be inter-
viewed by the principal. Twenty-one report following this
procedure. Fifteen were interviewed by the superintendent.
Three were interviewed by a committee from the supsrintend-
ent's staff. One met with the board of education. One was
intervieWed by the director of personnel. A letter from the
superintendent was used in one case. Sixteen state that
their appointment was announced by the superintendent and
approved by the board of education.

Table 17 shows the frequency of the use of the vari-
ous methods in obtaining the position. More than 29 responsef
are listed as an assistant principal may have utilized

several of the methods.

} TABLE 17

DISTRIBUTION OF RESPONSES OF THE TWENTY-NINE
ASSISTANT PRINCIPALS AS TO THE PROCEDURES
| USED IN OBTAINING THEIR PRESENT POSITION

Practices Frequency of
Response
?rincipal interview 21
Announced by superintendent and
- approved by board 16
Superintendent interview 15

Superintendent's administrative
- staff interview

Board interview

Personnel director interview
Letter from superintendent
Competitive examination

O MW
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From Table 17 1t appears that no definite plan or

procedure ,exlists in applying for an assistant principalship.
In no instance was there a competitive examination to select
the applicant. It would appear for the professionalization
of the position that each school system should formulate a

definite procedure to be followed in making the final selec-

tion of the candidates.

Economice Status

Salary

‘ The salary scale has always been of concern to school

administrators, and administrative positions pay greater

salaries than teaching positions. Probably the salary is one

Factor which can never be stabilized since the standard of
?iving, duties and responsibilities, and other comparative
htems vary so greatly.

: Table 18 shows the salaries of 29 high school assist-
;nt principals in Oklahoma. The median salary for Oklahoma

during 1955-56 is $l},957.83.

Twenty-seven indicate their annual salary for being
én assistant principal is more than if they were a classroom
ﬁeacher. Two receive no additional salary for thelr position
#ut are relieved of a portion of their teaching duties. The

édditional salary received by the 27 ranges from $2300 to
$100. The median additional salary for the 27 is $687.50.
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TABLE 18

DISTRIBUTION OF TWENTY-NINE ASSISTANT PRINCIPALS
IN OKLAHOMA ACCORDING TO SALARY FOR THE
SCHOOL YEAR 1955-56

Salary Number of Per Cent

Responses of Total

over $6000 3 10.3
5500 through $5000 7 2q.1ﬁ

000 through $54199 % 13.79

500 through $1999 20.69
1,000 through $4499 8 27.59
3500 through $3999 1 3.45
Total 29 100.00

Median $4957.83

Months Per Year on Duty
Eighteen are required to be on duty ten months of the
year. The general plan is for this group to be on duty two
weeks after the school term ends and two weeks before the be-

cinning of the next term. They are allowed one month vacation °

and are on call the other month.

]

Seven are required to be on duty nine months per
year. Their duty period corresponds with that of the class~-

room teachers. One of this group is subject to call during

the summer months.,

, Only one 1s required to be on duty ten and one-half
%onths per year. This person states he is usually on duty
|

%wo weeks after the school term ends and one month before the

l .
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beginning of the next term.

Three are on duty eleven months per year being al-

lowed one month of vacation.

General Information

Official Title
The official title of the person next in authority tg
the principal is most often assistant principal. Table 19
shows the various titles used by the person next in authority
to the principal. Eighteen are called assistant principal.
Nine are called vice-principal. Twoare referred to as dean
of boys.
The writer has observed a tendency toward the in-
creased use of the term assistant principal in Oklahomasa.

Vice-principal was used more often in the years past.

TABLE 19

OFFICIAL TITLE USED IN THE TWENTY-NINE HIGH SCHOOLS
OF OKLAHOMA BY THE ASSISTANT PRINCIPAL

!
pr— —
= —

t

Official Title Number of Per Cent
i Responses of Total
i
Assistant principal 18 62.07
Vice-principal 9 31.03

Dean of boys 2 6.90

;Total 29 100.00
x
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~rortion ol the Day opent 1n Teaching

A controversy exists as to whether the assistant
brincipal should teach a class to establish and maintain rap-
port with the teachers and students. One indicates that he
teaches a class by choice and not by requirement.

The responses of 29 assistant principals indicating
the portion of the day spent in teaching are shown in Table
20, The teaching assistant principal is usually found in
the smaller high schools. The median enrollment of the high
schools where the assistant principal teaches one-half of thse

day or more 1is 532, as compared with the 981 for the entire

ZrOup.
TABLE 20
PORTION OF THE DAY SPENT IN CLASSROOM TEACHING
BY THE TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS IN OKLAHOMA FOR THE SCHOOL
YEAR 1955-56
Portion of Number of Per Cent
the Day Responses of Total
|
Do not teach 18 62.07
5 per cent 6 20.68
0 per cent 2 6.90
5 per cent 1 g.hs
;he entire day 2 .90
| — —_—

Total =~ 29 100.00
|

1
[
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~Subject Area Taught
Mathematics is the subject most often taught, with
Four indicating this response. Two teach physical educationi
One each teaches the following subjects: aviation, distribu-
tive education, English, psychology, and biology. No rela-
tionship appears to exist between the position of assistant

principal and subject taught.

Office of the Assistant Principal

Only one assistant principal indicates that he does
not have an office. Twenty-six of the twenty-eight indicate
their offices are private. The typical office contains desk,
chairs for guests, typewrlter, file cabinét, and telephone.
pccasionally a fan, magazine holder, personal closet, book-
rase, or a conference table will be found. The writer
bbserved that in every case the office of the assistant prin-
tipal is furnished less attractively than that of the princi-+

pal. The inter-communication system found in 2h of the 29

schools is usually located in the proximity of the assistant

ﬁrincipal's office.

Clerical Hf;p
; Eighteen indicate that they have full-time, salaried
%lerical help. Four have a part-time person. Seven state
they have none. A further investigation of the seven shows

that they have access to salaried clerical help. The help in

these cases is not designated as being solely under the
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supervision of the assistant principal. 1In most instances

this person is designated as secretary to the principal. Hen
services can be utilized by the assistant principal when
heeded.

All but three of the schools utilize the services of

students in helping with the clerical work.

Growth of the Position
Ten of the assistant principals state that their
school had the position twenty years ago. Sixteen indicate
the position did not exist and three said the information is
not available. The position was in existence in 18 of the
schools, a decade ago. Twenty-five indicate the position wag
in existence in their school five years ago. The position

has increased two and one-half times in the last two decades.

Present Position of Predecessor

f Eight of the group state they have no predecessor.
ﬁither the position or the school was not in existence prior
%o this. Table 21 shows the positions of the predecessors tdg
the present assistant principals. Three are high school
?rincipals and five are junior high school principals. Four

|

ére to be found in elementary principalships. Two are high
school assistant principals. Two former assistant principals
are now employed in teaching positions. One has become a

¢ounty superintendent of schools. Three are retired. The

bresent position of one is unknown and eight had no
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predecessors. rirteen of the predecessors are known to be |

employed in some phase of school aduinistration. Assistant

principals appear to remain in the work of school administra

tion.

TABLE 21

DISTRIBUTION OF TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS ACCORDING TO THE PRESmNT POSITION
OF THE PREDECESSOR

Present Position Frequency of Per Cent
Response of Total

High school principal 3 10.34
Junior high school principal 5 17.2L
Zlementary principal Ly 13.79
Assistant high school

' principal 2 65.90
Teaching position 2 6.90
County superintendent 1 3.
Retired 3 10.
\Unknown 1 3.&5
o predecessor 8 27.59
Total 29 100,00

sMembership in Civic and Fraternal Organizations
The total frequency of memberships in civic and fra-
ternal organizations is 32, or approximately one organization
per assistant principal. Table 22 shows the frequency each
organization 1s mentioned and the rank of the organization
from highest to lowest. The Chamber of Comuerce 1s listed by
11 assistant principals. Nine hold membsrships in the Lions

Club. Thres belong to the Young iken Cheistian Asscciation
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Two LIst the #lasons, riwanis, and Civifan CIlub. 0One each

belongs to the Rotary, Air Force Association, and Urban

League.

TABLE 22

THE CIVIC AND FRATERNAL ORGANIZATIONAL MEMBERSHIP OF THE
TWENTY-NINE OKLAHOMA HIGH SCHOOL ASSISTANT PRINCIPALS
FOR THE SCHOOL YEAR 1955-56

! Organization Frequency
:
hhamber of Commerce 11
%ions Club 9
Young #ens Christian Association 3
&asons 2
Kiwanis 2
Civitan 2
Rotary 1
brban League 1
1

Alr Force Association

i
4
|

|

The agsistant principals do not appear to be extrmnelﬁ

ctive in civic and fraternal organizations. They should be

gy

ncouraged to play a more active role in community affairs as

B —

do other professional personnel. Community service would aid

in their being recognized as a professional group.

I .
: siembership in Professional Organizations

é More asslistant principals are members of the Oklahome
Education Association than any other professional organiza-
tion. Twenty-eight hold membership in this organization.

Twenty-seven belong to the National Education Association.

Eleven state that they are members of the secondary school
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principals associations on the national, state, and local

lavels. Eight belong to the County School Masters organiza-
tion. One each belongs to the National Science Teachers,
Business Education-~Association, and Oklahoma Vocational
Association. Table 23 shows the frequency of membership in

the professional organization.

TABLE 23

THE PROFESSIONAL ORGANIZATIONAL MIMBERSHIP OF THE
TWENTY-NINE OKLAHOMA HIGH SCHOOL ASSISTANT
PRINCIPALS FOR THE SCHOOL YEAR 1955-56

Organization ' Frequency
Oklahoma Zducation Association 28
Wational Zducation Association 27
Secondary School Principals
(national, state, and local) 11

County School iasters

National Science Teachers
Business Education Association
Oklahoma Vocation Association

- o

If membership in professional orgenizations is a cri-
kerion then the assistant principals of Oklahoma are a pro-

fessional group.

Location of the Assistant Principal

The position is most often found in the larger cities

of the state. Fifteen are found in the two largest clties,

(
Paving populations of more than 150,000. The remaining 1l

%re located in cities with populations of less than L0,000.
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nly three are found in cities of Iess than 10,000, The sizg

of the city is only one of the factors determining the em-
ployment of an assistant principal. Table 2 shows the loca-
tion of the assistant principals in Oklahoma according to the

population of the cities.1

TABLE 2l

DISTRIBUTION OF THE TWENTY-NINE HIGH SCHOOL ASSISTANT
PRINCIPALS IN OKLAHOMA ACCORDING TO THE
POPULATION OF THE CITIES IN
WHICH LOCATED

Population Number of Per Cent

Responses of Total
Above 200,000 10 3h .48
150,000 to 200,000 5 17.2l
100,000 to 149,599 0 .00
$0,000 to 99,999 0 .00
,0,000 to [}9,999 0 .00
30,000 to 39,999 2 6.90
20,000 to 29,999 2 6.90
10,000 to 19,999 7 2l .1l
Below 10,000 3 10.39
Total 29 100.00

Type of Professional lieetings Attended
Twenty indicate they attend the meetings related to
the administration of the secondary schools. Three attend

the meetings in a specific subject matter area. Six state

1United States Department of Commerce, Bulletin P-A
36, 1951, United States Census of Population (Oklahoma),
Lo‘l .

o 1
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they attempt to attend both types of meetings, or alternate

from year to year.

Desirable Aspects of the Position
The assistant principals were asked to enumerate the
most desirable aspects of their position. Twenty-two indicatsg
that working with the pupils and remaining in contact with
rlassroom situations is a desirable aspect of the assistant
principalship. Zleven enjoy the variety of the position.
Three state the position offers a challenge and the same num-
ber enjoy the additional financial reward. Two recelve
satisfaction from being part of a team. Observing changes in
pbupils and teachers, being able to assist boys and girls with

their problems, each 1s mentioned by one assistant principal.

terd

lelping to organize and administer a school, and preparing
for a principalship, each is listed by one person.

The assistant principals consider the most desirable
aspects of their position to be those items relating to the

. pupils and tneir growth.

Undesirable Aspects of the Position
Fifteen consider the unpleasantness associated with
bttendance and discipline the most undesirable aspect of the
position. Included in this item are uncooperative parents

and not working with a representative sample of the pupils.

Four complain of the low salary as compared with the respon-

4

5ihl;iLig§4__Sanen_xhink;mone_o££ic4aQr;eeegai%éen—sheu%d————
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be given the assistant principal by the staff. He should be

more than an errand boy. A more professional status with ths
staff is desired by the assistant principal.

Eleven believe they should be assigned more respon-
sibilities in the areas of administration and supervision.
They do not desire to be confined to attendance and disci-
pline slone.

Three assistant principals find difficulties in
dividing their time between teaching and administrative du-
ties. Four state that a small poftion of the teachers seem
to have more than their share of difficulty with discipline.
Too many night activities, little time for planning, teachers
being late with reports, each is mentioned twice. Occurring
once is lack of time for community activities, lack of pro-
fessional status, teachers not being suited for teaching, and
teachers making little attempt to handle any classroom

discipline.

; The undesirable aspects of the position most often
?re related to the problems of atfendance and disciplinef
iack of cooperation of the teachers is mentioned frequently.
E Is the Assistant Principalship Training
for the Principalship?
Twenty-one think the assistant principalship should

be training for the principalship. One believes the princi-

pal and assistant principal should complement each other.

They should constitute an administrative team. Another
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states that the two should exchange duties and responsibill-

ties occasionally. He thinks of his position as being a co-
principal. The general consensus is that the assistant
principalship should be tralning for the principalship. One
assistant principal states that he would "go crazy" if an
assistant principal for many years. Rezabek1 concluded that
more attention should be given to the training of assistant
high school administrators as potential candidates for the
;rincipalship.

Zight state the assistant principalship is a job in

itself. One of the eight says this would be true only in a

harge school system.

The Assistant Principalship as a Career
Eight say they plan to remain in the position as a

career. Two of this group feel they are too old to change

Positions. One considers the possibility of entering collegg
%eaching.

! Twenty-two do not plan to continue in the assistant
%rincipalship as a caresr.

+

One is undecided as to his future plans.

Organizational and Administrative Responsibilities

Seven indicate that the assistant principalship does

lBernara v. Rezabek, "Preferred Practices in the
Selectlon and Retention of Senior High School Principals in
Oklahoma" (unpublished Ed.D. dissertation, University of
pklahoma, 1953).
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Ot give them sulTicient organizational and administrative

responsibilities. Six state they spend very little time in
the organization and administration of the school. Attend-
ance and discipline require the major portion of their time.
One states that a few administrative duties are added to the

teaching ! ad.

The remaining twenty-two are of the opinion that the
ssistant principalship offers a challenge to their adminis-
rative and organizational abilities. Six think the assist-
%nt principal could assume more responsibility in the area of
%dministration and supervision. Four say the assistant prin-
#ipal deals with all aspects of the school. Two say a good
%ssistant principal must do everything the principal does.
%everal make the comment that the principal is the public re-

iations agent and the assistant principal runs the school.

Improving the Status of the Assistant Principal

% Eleven assistant principals suggest a salary more
%ommensurate with the responsibilities assumed to improve the
?tatus of their position. Ten suggest a clearer definition
@f the duties and responsibilities. These need not be out-
ﬁined in detail but a better framework is needed in addition
%o the general statement of being responsible for attendance
?nd discipline. The definition of the auties and responsi-

bilibies would be re-sexamined when the school situation

changed.

|
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Eleven belleve the assistant principal should be as-

signed more responsibility in the areas of administration and
supervision. He should not be confined to attendance and
discipline alone.

Seven think more official recognition should be given
the assistant principal by the staff. He should be more than
an errand boy. A more professional status with the staff is
desired by the assistant principals.

Four suggest a state organization of assistant prin-
cipals as a part of the state secondary school principals
prganization. This would not be a separate organization, but
vould concern itself with problems confronting assistant

principalse.

| Three state additional time for planning would aid
#heir position. It 1s becoming an accepted practice to pro=-
?ide planning time for teachers and administrative staff
&embers are in need of such time. Three also believe the
éssistant principal should devote less time to teaching and
routine clerical work.

| A need for a merit system of promotion is raised by
#wo members of the group. They feel some manner of open ap-
élications for a given position should be develonsd. A com~
élaint is voiced that the usual process was to announce the

fesignation of individuals and at the same time the appoint-

ment of the new personnel. It is felt that when a resignation

is received it should be made public. Applications should
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then be accepted for the position.,

An annual state workshop to discuss various phases of
problems of attendance and discipline is suggested by one
assistant principal.

A private office to facilitate conferences with
pupils and parents 1s recommended by one assistant principal
He stresses tne usual office courtesies are not observed by
staff members concerning the office of the assistant princi-
pal.,

Experience with state department and regional accred<
itation reports should be included in the academic training
of assistant principals. One suggestion is made in reference
to this item.
The majority of statements concerning the improvement
of the status are concerned with salary, clearer definition
of duties and responsibilities, additional responsibilities
in the area of administration and supervision, and profes-

sional status with staff members.

Summarx

An examination of the results indicates basic infor-
mation concerning the status of the high school assistant
principals in Oklahoma.

The majority, or 62.07 per cent, utilize the three-
year high school plan. The median enrollment is 981. The

median of the certificated staff members employed is lj3. All
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Nigh Schools employ only ons assistant principal. They are
cenerally assigned on the basis of one to a high school unit.
The assistant principal is most frequently male,
married, and approximately L6 years of age. He has 2.56 per-
sons dependent on him. The spouse usually contributes to theg
family income. The assistant principal believes the most
desirable personal attributés are these: liking to work with
people, having an even temper, getting along with people, and
being a good listener.

Twenty-seven hold the master's degree and 7l,.10 per
cent of this group have school administration as a ma jor
field. The sciences and social sciences are the most popular
‘fields of preparation for the bachelor's degree. The assist-
ant principal generally holds the master's degree when ap-
pointed to the position. He generally possesses a valid
standard administrators certificate.

His professional experience most often includes high
school teaching, the mean years being 1l.hli. Junior high
school teaching ranks second with 6.10 being the mean years
reported. The mean years administrative experience reported
is 7.42 on the junior high school level and 6.91 on the high

school level.

1
{

Only two have experience as an assistant principal in

8 school system other than the one in which they are now em-~

bloyed. None has experience in his position in another

P
state. The majority, or 68.96 per cent, have held the
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present position less than five years.

The position held most often by high school assistang
principals in Oklahoma prior to their present position is
that of high school classroom teacher, which is 55.17 per
cent of the total responses. Twenty-six were employed in the
same school system when appointed to their present position.
They were invited to apply by the principal or superinfendenu
ITwenty~one were interviewed by the principal and their ép-
pointment is usually announced by the superintendent and
approved by the board of education.

The median salary for the group is $,957.83. All but
two receive additional salary for their position, the median
increase being $678.50. The majority, or 62107 per cent, arg
on duty ten months per year. They receive one month of vacad
Fion and are subject to call for one month.

The official title most often used is assistant prin-
cipal. Vice-principal is the second ranking title but occurg
pnly one-half as often as assistant principal.

The assistant principal usually does not teach. Only
five report teaching one-half day or more. The subject most
pften taught is mathematics.

He usually has & private office with an inter-com-
munication system. He has salaried clerical help supplemented
with student help; |

Fifteen, or 71.4l per cent, of the predecessors are

employed in some phase of school administration.
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The assistant principal most offen belongs to the

Chamber of Commerce or Lions Club. The professional organi-
rations in which he most often holds membership are these:
Dklahoma Education Association, National Sducation Associa-
tion, Secondary School Principals on the national, state, and

local level, and the County School iasters.

Rarely is the position found in cities of Oklahoma
ith a population below ten thousand. The majority, or 51.72
er cent, are found in the two largest cities of the state.
Lleven, or 37.93 per cent, are located in cities from ten
%housand through forty thousand.
i Working with the pupils and remaining in contact with
#he classroom situation is considered the most desirable
\

spect of the position. The unpleasantness assoclated with

i

%ttendance and discipline is considered the least desirable
%spect of the position.

Twenty-one, or 72.41 per cent, think the assistant -
%rincipalship should be training for the principalship.
ﬁwenty—two, or 75.86 per cent, do not plan to continue in thd
?ssistant principalship as a career.

; Assigning the assistant principal more responsibili-
%ies in the areas of administration and supervision, and
ﬁaking the salary more commensurate with the responsibilities

assumed, are the two most suggested items for the improvement

of the position. The third ranking suggestion is more pro-

fessional recognition of the position by the staff.




CHAPTER IV

DUTIES AND RESPONSIBILITIES OF OKLAHOMA HIGH
SCHOOL ASSISTANT PRINCIPALS

The great responsibility placed upon the high school
assistant principal necessitates that he should be a well-
trained, qualified professional leader. A review of the
related literature indicates that little is known about the
position. Less information 1s available concerning the as-
sistant principal in the high schools of Oklahoma.

The data that are presented in this chapter show the

current duties and responsibilities of twenty-nine assistant

principals in the high schools of Oklahoma during the school
&ear 1955-56. The data were collected by means of a ques-
tionnaire and a personal interview.

The ninety-one duties and responsibilities have been
.éfouped into seven major headings, to be reported upon in the
Frder in which they appear in the questionnaire. The duties
énd responsibilities of twenty-nine assistant principals,
#epresenting a response of one hundred per cent, are indicated

%hroughout the chapter by the major headings.

| By placing a check mark in the appropriate space, the

75
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assistant principal indicafed whether he was personally re-

sponsible, shared, delegated, or assumed no responsibility

for each item.

Who Prescribes the Duties and Responsibilities?

All twenty-nine indicate that their duties and re-

sponsibilities are prescribed by the principal. None has hiﬁ
Quties and responsibilities prescribed by the superintendent

r board of education. The duties and responsibilities are

20 © I

y oral agreement between the principal and assistant princi-

4]
(]
.

It would appear that from a professional viewpoint

here i1s much to be desired in the manner in which the duties

e

d responsibilities of the assistant principal are presented

B

general framework of the duties and responsibilities should

e in written form and agreed upon by the principal and as=-

[ AR © S

istant principal. The duties and responsibilities would be

lexible to allow the assistant principal to complement the

ety

ﬁrincipal.

General Administration

i Acting as principal when the principal is not on duty
;s the responsibility personally assumed by more assistant

ﬁrincipals than any other phase of general school administra-

tion. Administering regulations concerning hall traffic and

lockers ranks second in terms of frequency of responsibili-

ties personally assumed.
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The assistant principal shares with other persons the

ma jority of duties and responsibilities in the area of general
administration. Supervising the principal's office, planning
the school calendar, constructing the mastgr schedule, as-
signing puplils to classes, planning the details of the opening
and closing of each semester, issuing bulletins concerning
school routine, planning faculty meetings, helping to develoy
the school philosophy, all are responsibilities shared most
frequently. Placed in the same category are the following
responsibilities related to teachers: orienting new teachers,
directing in-service education of teachers, recommending pro-
fessional literature to teachers, supervising teachers and
building reports, and arranging for and assisting substitute
teachers.

Rarely are the duties and responsibilities in the

area of general administration delegated by the assistant

Frincipal. Those never delegated are the following: acting
Es principal when the principal is not on‘duty, planning
faculty meetings, participating in the selection of teachers,
Edirecting the orientation of new teachers, directing the in-
service education of teachers, and rating the teachers.
bther administrative duties and responsibilities are dele-
éated by one to four assistant principals.

E The majority assume no responsibility for making the

$chool budget, selecting teachers, rating teachers, and mak-
|

ing schedules for student teachers. Eleven delegate and
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ETeven assumé no responsibility for supervising the use of
the inter-communication system. Twelve delegate and twelve
assume no responsibility for making the daily announcements.
Table 25 indicates that the majority of duties and
responsibilities in the area of general administration are
shared by the assistant principal with other persons. The
only responsibility perscnally assumed by a wmajority was act+
ing as principal when the principal was not on duty. Rarely
Are the duties and responsibilities in administration dele-
gated to other persons. The assistant principal assumes no
responsibility in approximately twenty per cent of duties
related to general administration.

He assumes a major role in the general administration
pf the high schools of Oklahoma. A majority are personally
#esponsible for, or share the responsibility, for all duties
and responsibilities in general administration with the ex-

ceptions of making the school budget, selecting teachers,

fating teachers, and making the schedule for practice

%eachers. The writer believes that the assistant principal
ould be personally responsible for more of the duties and
!esponsibilities in the area of general administration. The

lvalue of an assistant principal could he realized more fully

H
i
i
H

|

las an 2drinistrative assistant if this were done.

!
i

Guidance and Counseling

A relatively minor role is assumed by the assistant
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DISTRIBUTION OF THE RESPONSES OF TWENTY~NINE ASSISTANT
PRINCIPALS CONCERNING GENERAL ADMINISTRATION
DUTIES AND RESPONSIBILITIES

TABLE 25

P S D N
26 g 0 O Act as principal when he is not on duty
5 1 1 7  Assume general supervision of the prin-
cipalts office
0 15- 2 12 Plan the school calendar
1l 17 2 9 Construct the master schedule
2 17 1 9 Assign pupils to classes
i 20 1 7 Plan the details of opening and closing
each semester
0 20 0 2 Plan faculty meetings
0 2 1 2 Make the school budget
0 24 1 i Develop the school philosophy
0 9 0 20 Participate in the selection of teachers
1 25 0 3 Direct the orientation of new teachers
0 17 0 12 Direct the in-service sducation of
teachers
0 12 0 17 Rate the teachers
0 1 2 13 Recommend professional literature to
) teachers
L 13 1 11 Supervise teachers!' and building reports
1 17 2 9 Arrange for and assist substitute
teachers
0 7 3 19 ilake schedule for student or practice
teachers
11 12 Iy 2 Administer regulations concerning hall
traffic and lockers
3 14 1 11 Issue bulletins concerning school
routines
5 11 2 11  Supervise the use of the inter-communi-
cation system
L 12 1 12 lMake the daily announcements

i

P - Personally responsible

N - No responsibility ,

S = Shared D - Delegated
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rincipal in the gulidance and counseling programs in the hig
schools of Oklahoma. «None of the duties and responsibilitied
is personally assumed by a majority. Those responsibilities
most frequently personally assumed are these: administering
the testing program, assigning pupils to homerooms, discover-
ing and attempting to correct causes of undesirable pupil
behavior, analyzing data concerning behavior problems, and
making an annual summary of drop-outs and reasons for leav=-
ing. These responsibilities are personally assumed by only
four to five of the twenty-nine assistant principals.
Two~thirds of the duties and responsibilities con-
cerned with guidance and counseling are shared with other
persons by a majority of the assistant principals. Organiz-
ing and administering the guidance program, analyzing data
concerning pupil achievements, aiding teachers in developing
%omeroom activities, advising students concerning their clasd
programs, adjusting programs to suit the needs of the pupil,
floing individual counseling, discovering and attempting to
&orrect causes of undesirable pupil behavior, analyzing data
concerning behavior problems, reporting failures to parents,
studying causes for failures and helping students to overcome
their difficulties, attempting to develop preventive proce-
dures for drop=-outs, advising with students and parents con=-
cerning additional academic training, writing recommendationd

- ¢concerning students, and studying success of graduates in the

next educational unit, all are responsibilities shared by a
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ajority or the assistant principals.

Rarely are the responsibilities concerning the guid-
ance and counseling program delegated by the assistant prin-
cipal. Only three responsibilities are delegated by as many
as four assistant principals. Administering the cumulative

record system, reporting failures to parents, and doing

follow-up work in vocational placement are the responsibili-
ies most often delegated.

The assistant principals normally do not assume any
esponsibility for administering the cumulative record sys-
em,ladministering the testing program, assigning pupils to
ome -rooms, visiting contributory schools to give parents and
upils pre-entrance counseling, making an annual summary of
rop-outs and reasons for leaving, administering the employ-

ment or placement program, and doing follow-up work in
#ocational placement.

? Table 26 indicates that the assistant principal
hsually shares with other persons the responsibility for the
guidance and counseling program. Two-thirds of the responsi-
bilities in guidance and counseling are reported by a ma jority
?s being in this category. In no instance are any of the re-
%ponsibilities personally assumed by a majority of the
;ssistant principals. Quite often he assumes no responsibild
ity for the guidance and counseling program. One-third of

ﬁhe duties and responsibilities is reported by a majority as

ﬁelonging in this category.
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DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE ASSISTANT
PRINCIPALS CONCERNING GUIDANCE AND COUNSELING
DUTIES AND RESPONSIBILITIES

T TABLE 26

P S D N

2 21 0 6 Organize and administer the general

| guidance program

011 5 13 Administer the cumulative pupil record
system

L 8 3 1l Administer the testing program

0 15 3 11 Analyze data concerning pupll achievements

5 10 1 13 Assign pupils to homerooms or divisions

10 1l 3 12 Ald teachers in developing homeroom

} activities

0 11 1 17 Visit contributory schools to give parents

f and puplls pre-entrance counseling

1 26 0 2 Advise students concerning their class

: programs

2 22 1 i  Adjust programs to suit the needs of

‘ pupils

3 24 0 2 Do individual counseling of the pupil

5 23 0 1 Discover and attempt to correct causes of

‘ undesirable pupil behavior

5 22 0 2 Analyze data concerning behavior problems

1 1 N 9  Report failures to parents

1 2 1 3 Study causes for failures and help

_ students to overcome their difficulties

L 10 3 12 iiake an annual summary of drop-outs and
reasons for leaving

0 21 1 7 Attempt to develop preventative procedures

| for drop-outs

3 9 2 15 Administer the employment or placement

: program

0 u 5 20 Do follow up work in vocational placement

1 2 1 3 Advise with students and parents concernin

: additional academic training

0 23 0 1 Write recommendations concerning students

0 15 2 12  Study success of graduates in the next

educational unit

g

P - Personally responsible S - Shared D - Delegated

k - Lo responsibility
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The asslistant principal does not assume a major role

in the guidance and counseling programs 1in the high schools
of Oklahoma. Guidance and counseling services are usually
delegated to other staff members. Since other staff members
are assigned the responsibilities for the guidance and coun-
Eeling program the assistant principal's role is a relatively
minor one. The importance of the guildance and counseling
kork done by the assistant principal in his daily contact
with pupils and theilr parents should not be minimized. He

can assume & very important role in the guidance and counsel-

ing program even though he does not assume a major role.

!

Attendance and Discipline

The ma jor portion of the duties and responsibilitiés
;f the assistant principal is performed in the area of at-
%endance and discipline. iore are personally responsible for
Lctivities in this area than ény other phase of their posi-

i
%ion. fore report that they are personally responsible for
%ssuming responsibility for the attendance df the school, re-
édmitting students after absences, issuing tardy admits to
Fupils, issuing permits for pupils to leave the building
Furing school hours, issuing visitors permits, and assigning
iockers than share, delegate, or assume no responsibility in
%hese areas.

The assistant principal shares the responsibility for

#he discipline of the school, contacting homes of absentees,

y
¢
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ILssuling hall passes, Interviewlng parents In attendance and
discipline cases, planning and administering pupil registra-
tion, effecting pupil transfers to another school, assuming
responsibility for fire drills and other safety measures,
and supervising conduct in the cafeteria, halls, and grounds,
more often than is assumed personally, delegated, or no re-
sponsibility is assumed.
With the exceptions of supervising the detention hall
and attending court when students are involved, the majority
report they are either personally responsible for, or share
the responsibility for all areas of attendance and discipline
No responsibility is delegated by a majority of the
assistant principals. Those responsibilities delegated by at

least four are concerned with contacting the home of absen-

tees, readmitting students after absences, issuing tardy

!
?dmits, issuing hall passes, assigning lockers, supervising

the detention hall, and supervising conduct in the cafeteria,

halls, and grounds.

Only one responsibility, supervisidn of the detentioq

hall, is reported by a majority as belonging in the category
of no responsibiiity éssumed. Attending court when students
ﬁre involved is the next responsibility in this category in
éerms of frequency of occurrence.

Table 27 indicates that the majority of the assistant

principals personally assume the responsibility, or share thd

fesponsibility, in the areas of attendance and discipline.
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DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE ASSISTANT
PRINCIPALS CONCERNING ATTENDANCE AND DISCIPLINE
DUTIES AND RESPONSIBILITIES !

and discipline,

Seldom are responsibilities in this area delegated or no re-
sponsibility assumed. IMore assume the responsibility for the
attendance of the school than any other single responsibility.
Since a high degree of relationship exists between attendance
the major duties and responsibilities of the

assistant principal are apparent.

TABLE 27

P S D N |
|
Ll 17 0 1 Assume responsibility for the discipline
of the school
lh 12 1 2 Assume responsibility for the attendance
of the school
9 10 7 3 Contact home of absentees
13 11 % 1 Readmit students after absences
9 8 i  Issue tardy admits to pupils
2 12 3 2 Issue permits for pupils to leave the
3 building during the school hour
(L 15 Ly 6 Issue hall passes
12 11 0 6 Issue visitors permits
19 8 5 7 Assign lockers
;1 16 0 2 Interview parents in attendance and
; discipline cases
1 % i 20 Supervise the detention rooms
3 1 2 6 Plan and administer pupil registration
5 15 2 7 Effect pupil transfers tc other school
7 12 3 7 Assume responsibility fer fire drills
and other safety measures
3 11 2 13 Attend court when students are involved
T 15 h 3 Supervise conduct in the cafeteria, halls,
; and grounds
P - Personally responsible S = Shared D - Delegated

N - o responsibility

!
P
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The assistant principal usually has been a successful

teacher. It appears quite logical that the principal would
delegate the important task of discipline and attendance to

such a person.

Instruction and Supervision

The assistant principal in the high schools of Okla-

homa does not assume a major role in the program of instruc-

tion and supervision. Seldom does he personally assume the“
%esponsibility for the program concerned with instructlon and
Eupervision. Determining the form of report cards and other
records is the only responsibility that at least two assume
personally. The personal responsibility for studying pupil
achievement, progress, and needs as a basis for supervision
loccurs only once. The frequency is also once in the terms of

supervising the athletlc program, planning the schedule for

Femester examinations, directing the audio-visual program,

hnd holding departmental conferences.
A mejority report that the responsibility is shared

Wwith other persons in planning the evaluation of the school

Program, securing teacher acceptance of needed changes, plan-
%ing the imporvement of the school program, aiding teachers
ﬁn developing methods for studying their habits, studying
pupil achievement, progress, and needs as a basis for super=-

vision, studying needs for curriculum change, and assisting

- Bpecial supervisors.
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Rarely does the assistant principal delegate the re-|
sponsibility for Instruction and supervision to other persms.
No specific responsibility is delegated by a majority. Only
two responsibilities are delegated by as many as four as-
sistant principals. Those two responsibilities are con-
structing courses of study and directing the audio-visual
krogram.

Table 28 indicates that it is quite common for the
agssistant principal to assume no responsibility for many
phases of the instructional and supervisory program. A ma-
jority report that they assume no responsibility for con-
structing courses of study, selecting instructional materialg,
Fupervising the athletic program, planning the schedule for
semester eiaminations, supervising the study halls, directing
the audio-visual program, and holding departmental confer-
ences. Fourteen assume no responsibility for visiting
classes of teachers and holding conferences, and determining
the form of report cards and other records.

The assistant principal assumes a minor role in the

program of instruction and supervision. In seven of the

duties and responsibilities a majority assume no responsibild
%ty. In seven of the duties and responsibilities a majority
%hare the responsibility with other persons. The responsi-
éility for visiting classes of teachers and holdlng confer-

I : _
ence is shared in fourteen cases. More assume no responsi-

bility for determining the form of report cards and records
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than do personally assume, share, or delegate this responsi-

bility.

TABLE 28

DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE ASSISTANT
PRINCIPALS CONCERNING INSTRUCTION AND SUPERVISION
DUTIES AND RESPONSIBILITIES

0 20 0 9 Plan the evaluation of the school program

D 19 0 10 Secure teacher acceptance of needed
changes

D 23 1 5 Plan the improvement of the school
program

0 15 0 1l Aid teachers in developing methods for
studying their habits

I 17 2 9 Study pupil achievement, progress, and

» needs as a basis for supervision

F 1l 1 1 Visit classes of teachers and hold confer-
ences

D 20 1 8 Study needs for curriculum change

g 6 i, 19 Construct courses of study

( 9 1 19 Select instructional materials

L 10 1 17 Supervise the athletic program

1 9 1 18 Plan the schedule for semester examinatims

0 3 2 2l Supervise the study halls

1 o) L 24 Direct the audio-visual program

i 8 1 19 Hold departmental conferences

2 12 1 1 Determine the form of report cards and

\ other records

0 15 1 13 Assist special supervisors

|

|

P - Personally responsible S - Shared D - Delegated

ﬁ - No responsibility

{

I

The major responsibility for the program of instruction

hnd supervision is usually assumed by a director of instruc-

1

tion or by the heads of the various departments. For this

feason the assistant principal assumes a minor role in this




area.

School Plant and Non-Certificated Employees

Rarely does the asgistant principal personally assume
the responsibility for the school plant and non-certificated
employees. Three state that they were personally responsible
for supervising the inventory of supplies and equipment. One

!
bersonally assumes the responsibility for supervising the

school transportation services. No other duties and respon-

|
|
|
!

sibilities are personally assumed by the assistant principal.

Supervising clerical personnel and supervising the

f
i
care of the building and grounds are the only two responsi-

bilities that a majority share with other persons.

No responsibility is delegated by a majority of the
%ssistant prinéipalsf Supervising school transportation
;ervices is the only responsibility delegated by as many as
ﬁwo assistant principals.

N Table 29 indicates a majority assume no responsi-
bility for six of the eight responsibilities concerned with
%he school plant and non-certificated employees. The six
?esponsibilities are the following: supervising cafeteria
bperation and personnel, supervising custodial personnel, de-
termining public use of building and grounds, selecting
custodial supplies and equipment, supervising inventory of

supplies and equipment, and supervising school transportation

services.
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TABLE 29

DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE
ASSISTANT PRINCIPALS CONCERNING SCHOOL
PLANT AND NON-CERTIFICATED EMPLOYEES

0] 7 0 22 Supervise cafeteria operation and person-
nel

E 19 1 2 Supervise clerical personnel

13 0 1 Supervise custodial personnel

17 1 11 Supervise the care of building and grounds
( 8 0 21 Determine public use of building and
i grounds
0 1 1 27 Select custodial supplies and equipment
3 by 1 21 Supervise inventory of supplies and equip-
| ment
L 3 2 23 Supervise school transportation services
P - Personally responsible S - Shared D - Delegated

- No responsibility

Duties and responsibilities concerned with the school

e

%lant and non-certificated employees are usually assumed by
the principal of the school. Seldom does he delegate these
responsibilities to an assistant principal. The role of the
éssistant principal is a minor one in connection with the

school plant and non-certificated employees.

Extra-Class Activities

The assistant principal in the high schools of Okla-
homa normally shares the responsibility for determining
policies and supervising extra-class activities with other

persons. In the majority of cases the responsibility for the

essignment of duties to teachers for extra-class activities
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S shared with other persons; however, this responsibility 13

ersonally assumed more frequently than any extra-class ac-
ivity. The assistant principal usually shares the responsi-
ility for the administration of inter-scholastic activities
ith other persons. In an almost equal number of cases he
ssumes no responsibility for the administration of inter-
scholastic activities or he delegates this responsibility.
'he responsibility for sponsoring the student council is
normally not assumed by the assistant principal. Sponsoring

the student council ranks second in terms of frequency of

responsibilities personally assumed.

Table 30 indicates that the assistant principal

e —

sually shares with other persons the responsibility for the

extra-class activities, the exception being the sponsorship

o—

f the student council in which case he usually assumes no

-y

fesponsibility. tarely are the responsibilities for extra-
%

class activities personally assumed or delegated to other

]

persons.

The scope of the extra-class activities in the large

i

?econdary schools of Oklahoma is of such magnitude that the

|

éssistant principal must share these responsibilities with
other persons. He plays an active role in extra-class activ-
#ties. The task is too great for the assistant principal to
éssume personally and is too important for him to ignore;

therefore, the responsibilities for extra-class activities

are usually shared.
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TABLE 30

DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE ASSISTANT
PRINCIPALS CONCERNING EXTRA-CLASS ACTIVITIES

0 22 0 7 Determine policies concerning extra-class
activities

1 19 1 8 Supervise extra-class activities

6 15 1 7  Assign duties to teachers for extra-class
activities

0 15 11 Administer inter-scholastic activities

5 1 ﬁ 19 Sponsor the student council

P - Personally responsible, S = Shared D - Delegated

N - No responsibility

Ten indicate they personally sponsor one extra-class
activity. One reports sponsoring two activities. Eighteen
personally sponsor no extra-class activity. The student
council, junior class, and service club are the organizations
sponsored by two assistant principals. The aviation club,

distributive education club, lettermans club, proctors court,

square dance club, and ushers club are sponsored by one as-
|

|
sistant principal.

Public Relations

The assistant principal normally shares the responsi-

bility for supervising the planning for special public rela-

Fions events such as American Education Education Week,

?ollege Days, Career Days, etc. with other persons. Normally

b

ﬁe shares with other persons the responsibility for speaking

I

before public groups_about school matters. In the majority |
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of cases the responsibility for planning and directing com- |

mencement activities is shared with other persons; however,
this responsibility is personally assumed more frequently

than any other responsibility concerned with public relations.
Supervising public relations releases concerning the school

is reported as a responsibility shared by fourteen assistant

principals. Thirteen assume no responsibility in this mat-
ter.

Table 31 indicates that the assistant principal
usually shares the responsibility for public relations with
other persons. Rarely does he personally assume responsi-
Bility for the public relations, nor does he delegate this
résponsibility. Usually the principal is the chief public
relations agent in the high schools of Oklahoma. The assistd
ant principal shares the public relations duties with the
principal. iany assistant principals state that the princi-
pal devotes a major portion of his time to public relations.
WMany also state that they believe the assistant principal
Ehould be giveq a greater opportunity to participate in com-

munity affairs as does the principal.

Rank Order of Duties and Responsibilities

j - Each assistant principal was asked to rank in order
of importance the duties and responsibilities that confronted
him. The areas considered are as follows: general adminis-

tration, attendance and discipline, guidance and counseling,
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Terical duties, instruction and supervision, public rela-

tions, and extra-class activities. Table 32 indicates the

rank assigned to the various areas.

TABLE 31

DISTRIBUTION OF THE RESPONSES OF TWENTY-NINE ASSISTANT
PRINCIPALS CONCERNING PUBLIC RELATIONS
DUTIES AND RESPONSIBILITIES

0 19 1 9 Supervise the planning for special public
relations events such as American Edu-
cation Week, College Days, Carser Days,

etc.
0 22 0 1 Speak before public groups about school
matters
3 10 1 9 Plan and direct commencement activities
D lh 2 13 Supervise public relations releases con-

cerning the school

P - Personally responsible S - Shared D - Delegated
# - No responsibility
TABLE 32

RANK ORDER ASSIGNED TO THE DUTIES AND RESPONSIBILITIES
BY THE TWENTY-NINE ASSISTANT PRINCIPALS

'
i
|

Lrea of Duty and Responsibility Rank Order

Attendance and discipline
General administration
Guidance and counseling
Instruction and supervision
Extra-class activities
Public relations

Clerical duties

-~ O\ O
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Summary

The majority of the duties and responsibilities are

shared by the assistant principal with other persons, but
rarely delegated. He assumes his most important role in the
area of attendance and discipline, interviewing parents in
pttendance and discipline cases.

The one responsibility personally assumed by a major-
ity of the assistant principals is acting as principal when
the principal is not on duty.

The assistant principal assumes a major role in the
general administration of the school. He assumes a less
active role in the guidance and counseling program, and the
Fnstruction and supervision program. The guldance and coun-
seling program is usually the responsibility of a specialist
in that area. The responsibility for the instruction and
supervision program is assumed by the heads of the depart-
ments or a curriculum specialist.

The principal assumes the major responsibility for
Ehe school plant and non-certificated employees, the two ex-
ceptions being the supervision of clerical personnel and the
care of the buildings and grounds.

The assistant principal assumes a major role in
extra-class activities. He personally most often assumes the
responsibility for assigning duties to teachers for extra-

rlass activities.

The duties and responsibilities concerned with publi
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the school.
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relatlions are usually shared by the principaland assistant

The former is the chief public relations agent

)




CHAPTER V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summazxr
The purpose of the study was to ascertain the status,

duties, and responsibilities of the assistant principal in

the high schools of Oklahoma. The summary of the data rep-

besents those 29 high schools employing the services of an

assistant principal for the school year 1955-56.
A review of the related literature revealed only a
mall amount devoted to this position. A state-wide study

as never been conducted in Oklahoma prior to this.

Status

5 M / T

The three-year high school organizational plan is
ﬁsed in nearly two-thirds of the cases. This indicates a
%rend toward more specialization in the high school area
%ince the majority of high schools in the United States have
fecently been reported as still operating under the four-yean
blan.

The position is more often found in the larger high

schools of Oklahoma. The median enrollment is 981. Size of

97
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rhe»schOOI Is not the sole determining factor in employing |

rhe services of an assistant principal. School districts
rhat utilize the position'assign one to a school unit regard-

ess of the enrollment of the school. No high school reports
taving more than one assistant principal.

} The position is usually occupied by a person who is
ale, married, and approximately L6 years of age. The possi-=
pbility of a woman occupying the position is relatively small
as only one of the twenty-nine 1is female. The spouse con-
%ributes to the family income in 63 per cent of the cases.
The median number of dependents is 2.56. The personal at-
tributes considered most important by members of the group
are: liking to work with people, having an even temper, get-
ting along with people, listening well, and being fair,

The assistant principal appears to have adequate pr'o-J
fessional preparation. His training is most often received
in Oklahoma. Over 90 per cent hold the master's degree and
three-fourths of this group have school administration as a
major field. The master's degree and a valid administrator'q
certificate is generally held when appoiﬁted to the position.d
Members of the group appear to keep abreast of cur-
rent administrative thoughts through college and university

enrollment. Slightly over 90 per cent have been enrolled

within the past five years.
The assistant principal usually has a varied back-

;
éround of professional experiences. High school teaching is
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most often found with the mean years being L1.[Li. Ranking |

second is junior high school teaching with 6.10 years being
reported as the mean. The administrative experience most
often found is on the junior high school level with high
school administration ranking second. The respective means
are 7.42 and 6.91 years.

Only two have experience as an assistant principal iA
a school system other than the one in which they are now em-
ployed. WNone have experience in their position in another
state. The majority, or 68.96 per cent, held the present
position less than five years. It would appear that an as-
sistant princlpal rarely moves from one school to another, -
or from one system to another, in the same status.

Slightly over 55 per cent of the group were high
school classroom teachers immediately prior to appointment tg
their present positions, and another 17 per cent had been
athletic coaches. All but one were employed in the same
school system when appointed to the present position.

[

The invitation to apply for the position is usually

extended by the principal or superintendent. Seventy-two per
E:nt were interviewed by the principal and the appointment

nounced by the superintendent and approved by the board of

|
Lducation.
! The assistant principal generally receives additional

balary for assuming the position. The median increase is

%678.50. The median salary for the entire group is $1957.83.
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is sIgnificant that the salary of the assistant principal’]
in Oklahoma is $1326 below the national average. The major-
ity, or 62.07 per cent, are required to be on duty 10 months
per year. They receive one month of vacation and are subject
to call for one month.

The official title most often used is assistant prinsg
cipal. Vice-principal is the second ranking title but occurs
only one-half as often.

In Oklahoma the assistant principal usually does not
teach. bf the 38 per cent who teach only 17 per cent teach
more than one-fourth of the school day. The number teaching
in Oklahoma is over three times greater than the national
'Fverage. The amount of time spent in classroom teaching is
approximately the same, or slightly below two periods per
jaye. |

The office of the assistant principal is usually
furnished less attractively than that of the principal. The

former has an office but the provision for needed privacy is

Farely observed. The salaried clerical help is supplemented
%ith student help.

The predecessors of 71 per centkof the group are em-
ployed in some phase of school administration. This indicates
that an assistant principal tends to remain in school admin-
istration as a profession.

Members of the group are not active in civic and fra-

Lernal organizations if membership is used as the criterion. |
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Membership in the Chamber of Commerce or Lions Club occurs

most frequently. The assistant principal usually belongs to
one organization.

He is more active in professional organizations, be-
longing to an average of three. National and state educatim
associations, and the various levels of the secondary school
%rincipals asgociations are the professional organizations
in which membership is usually held.

The position of assistant principal is rarely found
in Oklahoma cities of less than ten thousand population.
Over one-half are found in the two largest cities of the
state. Thirty-seven per cent are found in cities of‘from ten
thousand through forty thousand population.

The most desirable aspect of the position is working
hith pupils and remaining in contact with the classroom situ-
ation. The unpleasantness associated with attendance and
discipline is considered the least desirable aspect of the

et

position.

Duties and Responsibilities

The duties and responsibilities for the position are
prescribed orally by the principal in four-fifths of the
rases. They are not written except for a reference by a few
boards of education stating the assistant principal shall be
in charge of general pupil behavior.

The majority of the duties and responsibilities are
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shared by the assistant principal with other persons, but
rarely delegated. He assumes his most important role in the
area of attendance and discipline, interviewing parents in
attendance and discipline cases.

The one responsibility personally assumed by a major+
ity of the assistant principals is écting as principal when
:the principal is not on duty.
| The assistant principal assumes & major role in the
| general administration of the school. He assumes a less ac~-
tive role in the guidance and counseling program, and the
instruction and supervision program. The guidance and coun~

seling program is usually the responsibility of a speclalist

in that area. The responsibility for the instructional and
&upervision program is assumed by the heads of the depart-

|
% . .
ments or curriculum specialists.

? The major responsibility for the school plant and
%on-certificated employees is assumed by the principal, the
%wo exceptions being the supervision of clerical personnel
?nd tne care of the buildings eand grounds.

_ The assistant principal assumes a major role in
%xtra-class activities. He personally most often assigns
éuties to teachers for extra-class activities.

The duties and responsibilities concerned with public

}elations are usually shared by the principal and assistant

?rincipal. The former is the chief public relations agent

bf the school.
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Only minor differences exist between the duties and |
responsibilities assumed by the assistant principal in Okla-

homa and the nation as a whole.

Conclusions

The conclusions are based on responses to the ques-

ltionnaire, results of the interviews, a review of the related
Eliterature, and the observations and experiences of the
#riter. In an attempt to improve secondary administration
gin Oklahoma by more clearly defining the position of assist-
knt principal, éonclusions are drawn in light of approved,

ﬁccepted practices. It is the desire of the writer to improve

ﬁhe apparent weaknesses of the position.

Status

| An assistant principal should be employed, without
%eaching duties, in an Oklahoma high school with an enroll-
ment of more than seven hundred pupils. Certain local condi-
tions may warrant such services with a smaller enrollment.
fthen the enrollment of the school is less than seven hundred
bupils the assistant principal should teach.

| Consideration should be given to the possibility of
employing an additional assistant principal in a high school
énrolling more than fourteen hundred pupils.

The professional preparation for the position should

be the same as for the principalship. A master's degree with

a major in school administration, or comparable professional |
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courses, would be a desirablée requirement for the position. |
Additional emphasis should be given to preparation in the
area of guidance and counseling. Experience as a counselor
is highly recommended. The professional preparation should
include scume manner of experience with state and regional
sccreditation reports.

Professional experience should include successful
classroom teaching on the same level as the position to be
pssumed. The total years of professional experience of the

assistant principal may be considersbly less than that of the

principal.

Superintendents and principals of each school system

hould formulate a definite procedure to be followed in

electing applicants for the position. WNotice of vacancies

—

Fhould be made public and applications accepted. All candi-
gates should be screened in the same manner. The larger
%chool systems should give consideration to a written exami-
hation as part of the selection procedure.

| Persons assuming the responsibilities of the position
%hould receive an increase in salary in addition to being
%elieved of teaching duties. A definite need exists to make
fhe salary commensurate with the responsibilities assumed.

A salary adjustment is needed as the position in Oklahoma

|

receives $1326 less than the national average.

The office of the assistant principal should be fur-

ﬁished more attractively. liore pupils and patrons are
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Fxposed to tThis oIfice than tThat oI the principal.”  THis 7]
%ould be a wise expenditure from a public relations viewpoint
More comfortable surroundings would greatly aid in establishs-
ing rapport with pupils and patrons. Office courtesies
should be observed in this area and privacy available when

needed.

The assistant principal should more actively partici-
pate in civic and fraternal organizations and have the same
pportunlty for membership as does the principal.

The positlon should receive more professional recog-

“J_ TTTTTOTTYGTTTT T

hition by members of the staff. It should not be thought of
%s a position for an errand or chore boy.

E A state organization should be formed as part of the
Eecondary school principals organizatlon and concern itself
QN

ith problems peculiar to the schools utilizing the position,

Duties and Responsibilities

The superintendent, principal, and other administra-
ﬁive officers should understand the nature of the position
bf assistant principal and the duties and responsibilities
involved.
: Routine clerical duties should be delegated to some-
one other than the assistant principal who has less profes-
Sional preparation and experiencé.

A clearer definition of the duties and responsibili-

%ies is needed. These need not be described in detail but a

i
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better framework is needed inm addition to theé general state-
ment of being responsible for attendance and discipline.

The assistant principal should be given an opportu-~
nity to exercise his initiative and skill in the areas of
curriculum construction and supervision.

The position may be considered primarily as training
for the principalship. The duties and responsibilities
»should be of such a nature as to adequately prepare a person

for the principalship.

Recommendations for Purther Studies

The findings of this study not only have helped de-
termine the status, duties, and responsibilities of the as-
sistant principal in the high schools of Oklahoma, but the
conclusions also imply a neecd for furtner studies related to
the position. Thus, the following areas of study are sug-

rested:

l. There is need for a comprehensive status study of the
Oklahoma high school assistant principalship every
decade to indicate the progress in the professional
improvement of the position.

2. A comparative study of the status of the high school
assistant principal in the forty-eight states every
decade to indicate the national trend in the profes-
sional improvement of the position is suggested.

3. A comparative study of the duties and responsibili-
ties of the junior and senior high school assistant
principals of the nation would be timely.

L. It is suggested that a study of the concepts of the
position as held by superintendents, principals, and
teachers should be made.
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5. There is & need for a study of the factors that de=- |
termine the needs of a school unit for the services
of an assistant principal.

6. A study is needed to determine the bases for judging
and selecting candidates for the position.
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Name

School

Date

THE ASSISTANT PRINCIPAL IN OKLAHOMA

A. THE SCHOOL UNIT

What type of adminstrative unit is your high school?
— Grades 40-44-42; __ Grades 9-10-44-42; __Grades 7-8-9-10-44-1412

Present enrollment in school as of October 4, 4955;

Total number of certificated personnel; ___; Men ; Women
(Include administrators and teachers. Exclude custodians, cafeteria

and secretarial help)

Number of assistant principals in building? (Count yourself) ____..

On what basis are assistant principals assigned to your school
system?

—.Number of teaching positions;___Number of pupils;__One to a
school unit;___ _Problems of the school;

Other (Specify)

B. PERSONAL CHARACTERISTICS

Your sex: Male ; Female___ . 2. Age —_ .

Marital status: Married——_; Single—_.; Divorced —; Widowed—.

If married does your spouse contribute to the family income?
Yes ; No .

How many persons are now dependent on you?___ _ .
C. PROTESSIONAL PREPARATION

Indicate the degree or degrees you now hold, year received, the
major field of concentration for each degree, and give name and
location of the ¢ollege or university attended.



2.

3.

1)

Degree Year College or University Location Major

Approximately how many semester hours of college credit was not
included in your degree programs?

Counting thirty semester hours as a years work, how many years of
college work have you had? (Show fractions.) Years.

How many years since you last enrolled for classes at a college or
university?
Less than one; —— One; —— Less than five; ——More than five.

Approximately how many college hours have you earned since your last
degree was conferred!? Hours.

wWhat degree did you hold when you first became an assistant principal?
Degree.

Do you have a valid administrators certificate? Yes —; No

I'rovisional ; Standard .

D. PROFESSIONAL EXPERIENCE
Including the school year 1955-56, indicate below the number of years
teaching and administrative experience.

Years Teaching Experience Level Years Administrative
Experience

College
High School
Junior High School
Elementary (4-6)
Others (Speci fy)

Years.

How many years have you been employed at this school?

How many yeurs have you held your present position? {(Count this

year.) Years.
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How many years experience have you had as an assistant principal?
(Count this year.) Years.

Have you ever been an assistant principal in a school system in
another state? Yes ___; No._. In the State of

Have you ever been an assistant principal in a school system other
than the one in which you are now employed? Yes —_ ; No —_.
Where!?

E. PROCEDURES USED IN THE SELECTION
OF ASSISTANT PRINCIPALS IN OKLAHOMA

When you accepted your present position, which one of the following
positions did you hold? (Check one.) If teacher, show subject field.

(a)’ Superintendent (e} —— High School Principal
{b) —— High School and Taught — . (f) —— Junior High Principal
{c) Junior High School and

Taught —— . (g) ——~ Elementary Principal
{d) Coach and Taught . {h) —— Elementary Teacher

{i) —— Other (Specify) .

Years.

How many years had you held that position?

When appointed to your present position were you employed in the same
or a different school system? Same; Different.

Were you invited to apply for your present position? Yes _—; No ..

If invited, by whom? (Check all that apply.)
__Board of Education Principal
—Other (Speci fy)

Superintendent

How did you obtain your present position? (Check all that apply.)
—— Board Interview Competitive Examination

— Superintendent Interview ——Announced by Superintendent and
Approved by Board
— Principal Interview — Others (Specify) .

F. ECONOMIC STATUS

What is your anrnual salary for the school year 4955-567

—— Under $3,000. —$3,000 - 3,449. —3$3,500 - 3,999.
—_ $4,000 - 4,499. __%4,500 - 4,999. — $5,000 —- 5,499.
—_$5,500 - 6,000. ——Over %$6,000.
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Is your annual salary for being an assistant principal more than if
you were a classroom teacher? Yes—.; No——~. How much more?

G. GENERAL INFORMATION

What is your official title? (Check one.)
—Vice-Principal —~—~— Assistant Principal —-Dean of Boys
—Boys' Counselor — Other (Specify)

What was your age when you first pecame an assistant principal?
—Years.

Approximately what portion of your day is spent in classroom teaching?
— I do not teach; —25 per cent; . _50 per cent; —75 per cent;
——_The entire day.

What subjects do you teach?
~——8o0cial Science; ... Science; _—_Mathematics; ——_English;

~—Other (Specify)

Do you have an office?! Yes..; No—.; Shared-; Private—.

which of the following equipment does your office contain!?

{Check appropriate items.)
——Dask —~Typewriter — File Cabinet —Telephone

—Chairs for guests -—Other (Specify)

Does your school have an inter~communication system? Yes _; No__.
Do you have salaried clerical help? Part-Time—; Full-Time—.

Is student help used? Yes._.; No._.

wWhat xind of work did your imrmediate predecessor go into?
—Superintendency —High School Principalship
——Junior High Principalship —Teaching position
~—Other (Specify)

To what civic and fraternal organizations do you belong?
—Lions; — Rotary; -—Kiwanis; —.Chamber of Commerce

—.Other (Specify) .

Tc what professional organizations do you belong?
——National Education Association —0Oklahoma Education Association

—-County School Masters
-— Cther (Specify)
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13.
Yes___; No__.

Ten years ago? Yes___; No____.

Did your school have an assistant principal twenty yvears ago?
Information not available —.

Five years ago! Yes——; NO——1

H. DUTIES AND RESPONSIBILITIES

DIRECTIONS:

|

APPROPRIATE SPACE. P

BY EACH DUTY OR RESPONSIBILITY PLACE A CHECK MARK IN THE

PERSONALLY RESPONSIBLE FOR.

S ~ RESPONSIBILITY SHARED WITH OTHER
PERSONS.

D - RESPONSIBILITY DELEGATED TO OTHER
PERSONS BY ASS'T. PRINCIPAL.

N - NO RESPONSIBILITY ASSUMED BY ASS'T
PRINCIPAL.

EXAMPLE: P S D N
—Y¥ _ _ DEVELOP THE PHILOSOPHY OF THE SCHOOL.

GENERAL ADMINISTRATION

Act as principal
when he is not on duty.

- —-.— - 2. Assume general suger—
vision of the principal's office.

- = = - 3, Plan the school
calendar.

—~ — — = 4, Construct the master
schedule.

- = - - 5. Assign pupils to
classes.

- — = - 6. Plan the details of

opening and closing each semester.
- - = - 7. Plan faculty meetings.
— — — - 8. Make the school budget.
— - — - 9, Develop the school
philosophy.

— - - —-40. Participate in the
selection of teachers.

- - - —-44, Direct the orientation
of new teachers.

- — = =42, Direct in-service
educatiagn of teachers.

— - — -43, Rate the teachers.

- - - -14. Recommend professional
literature to teachers.

- - - —~45, Supervise teachers'

building reports.

and

PSDN
~ - = — 46. Arrange for and assist
substitute teachers.

- - - — 47. Make schedule for student
or practice teachers.

-~ — — — 48. Administer regulations
concerning hall traffic and lockers.

-~ = — —- 49. Issue bulletins concerning
school routines.

~ = = = 20, Supervise the use of the
inter-communication system.

- - — = 24. Make the daily announce-
ments.

- — = — Other.

GUIDANCE AND COUNSELING
PSDN

(Speci fy)

1. Organize and administer
the general guidance program.

2. Administer the cumulative,
pupil record system.

3. Administer the testing

— o = -

program.
4. Analyze data concerning

pupil achievements.
- = — = 5, Assign pupils to home

rooms or divisions.



6. Aid teachers in developing

homercom activities.

7. Visit contributory schools

to give parents and pupils pre-entrance
counceling.

8. Advise students concerning

their class programs.

9. Adjust programs to suit the
needs of the pupil.

- - — 40. Do individual counseling of

e pdpll.
- Discover and attempt to

correct causes of undesirable pupil

behavior.

12. Analyze data concerning

behavior problems.

13. Report failures to parents.

- - - - 144. Study causes fcr failures

and help students to overcome their

difficulties.

15. Make an annual summary of

drop-outs and reasons for leaving.

i16. Attempt to develop pre-

ventative procedures for drop-outs.

- - = ~ 17, Administer the employment
sr placement program.
- — - — 418. Do follow-up work in

vocztional placement.
19. Advise with students and
t:rents concerning additional academic

training.

- - - - 0. Write recommendations con-
errirg students.

- - - 24. Study success of graduates

in the next educational unit.

- - - - Zther (Specify)

ATTENDANCE AND DISCIPLINE

S DN

- - 1. Assume responsibility for
discipline of the school.

- 2. Assume responsibility for
the attendance of the school.

- 1. Contact homes of absentees.
4. Readmit students after

5. Issue tardy admits to

6. Issue permits for pupils
to leave the building during the
school hour.

7. Issue hall passes

8. Issue visitors permits.
9. Assign lockers.

- 10. Interview parents in

at tendance and discipline cases.

44. Supervise the detention

12. Plan and administer
pupil registration.

- - — — 13. Effect pupil transfers
to other school.

- — — — 44. Assume responsibility
for fire drills and other safety
measures.

15. Attend court when
students are involved.

~ — — — 46, Supervise conduct in
the cafeteria, halls, and grounds.
- Other (Specify)

INSTRUCTION AND SUPERVISION

DN
-~ =~ 4. Plan the evaluation of
school program.

2. Secure teacher acceptance
of needed changes.

- - -~ - 3. Plan the improvement

of the school program.

—- — - - 4. Aid teachers in develop-
ing methods for studying their habits.
Study pupil achievement,
progress, and needs as a basis for
supervision.

- — - - 6. Visit classes of teuchers
and hold conferences.

— — - = 7. Study needs for curric-
ulum change.

8. Construct courses of

- - - - &,

study.
— — - - 9, Select instructional

materials
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PSDN

- — - - 40. Supervise the athletic
program.

- - - = 44. Plan the schedule for
semester exams.

- — — - 42, Supervise the study
halls. o

- - - - 43, Direct the audio-visual
program.

- - — - 44, Hold departmental con-
ferences.

- — — ~ 45. Determine the form of
report cards and other records.

- - = — 46. Assist special super-
visors.

Other (Specify)
SCHOOL PLANT AND NON-CERTIFICATED
EMPLOYEES

PSDN

- — — -~ 4. Supervise cafeteria
operation and personnel.

- — —- -~ 2. Bupervise clerical
personnel.

- - — - 3. Supervise custodial
personnel.

- — — — 4, Supervise the care of
buildings and grounds.

Determine public use of
building ard grounds.

- — —- - 6. Select custodial supplies
and equipment.

— - — - 7. Supervise inventory of
supplies and equipment.

- - — — 8. Supervise school trans-
portation services.

Other (Specify)

- - - - 5.

EXTRA-CLASS ACTIVITIES
PSDN
- — — - 4. Determine policies con-
cerning extra-class activities.
~- - — — 2. Supervise extra-class
activities.
- — — — 3, Assign duties to teachers
for extra-class activities.

Administer inter-
scholastic activities.

- — - - 5., Sponsor the student
council.

Other (Specify)

PUBLIC RELATIONS
PSDN

- - - - 1.  Supervise the planning
for special public relations events
such as American Education Week,
College Days, Career Days, etc.
Speak before public
groups about school matters.

- — — - 3. Plan and direct
commencement activities.

~ — — — 4. Supervise public
relations releases concerning the
school.

- — = = Other (Specify)

- - - 2.

Bill Lillard

Capitol Hill High School
500 S.W. 36

Oklahoma City, Ckla.

Return to:
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Interview Topics

Rank in order of importance the following duties and
responsibilities that confront you as an assistant
principal:
General Administration
Attendance and Discipline
Guidance and Counseling
Clerical Duties
Instruction and Supervision
Public Relations
Extra-Class Activities
Misc.

What extra-curricular activities do you personally
sponsor?

#hat do you believe are the most desirable personal
attributes of an assistant principal?

Vhat are the most valuable professional courses?

WVhat are the most undesirable aspects of the position?
What are the most desirable aspects of the position?

Is the assistant principalship a job in itself or a
stepping stone to a principalship?

Do you plan to continue the assistant principalship
as a career?

Is the assistant principalship of sufficient magnitude
to challenge your administrative and professional
ability?

How do you keep up with current trends? Summer
Sessions? Workshops? Others?

In professional meeting do you attend the administrative
or subject matter meetings? .

How employed--months per year on duty?

Who prescribes your duties and responsibilities?
Principal? Superintendent? Board of Education? Are
they in writing? ihere?

How can the position of assistant principal best be
improved?
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June 2'4’ 1955

bear Sip:

i I am preparing a research study under the guidance

of Dr. F. A. Balyeat of the University of Oklahoma.

May I share your valuable time for approximately one

inute?

|

' Is there a person in your building designated

as an assistant or vice-principal? This person may

or may not teach a full schedule of classes. The

term assistant principal implies that this person

assumes some responsibilities in the administration

and supervision of the school. Also, this person

may take the place of the principal during his absence.
Nould you be so kind as to answer the enclosed

postal card? Your cooperation in this matter will be

appreciated.

Sincerely,

-Bill Lillard
BL :iH

Enclosure
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SCHOOL _ Principal

1. Did your high school have an assistant principal
in 1954-55? Yes No

2. Doss your high school plan to have an assistant
principal in 1955-56?  Yes No

3+ 1If the answer to No. 2 was yes, would you please

supply the following data for 1955-55:
Name of Assistant principal

Summer address
Permanent address
Telephone




APPENDIX E

Letter of Transmittal to Assistant Principal




127

October 7, 1955

Now that the busy opening weeks of the school year have
passed may I share your valuable time for a few minutes?

I am preparing a research study under the guidance of
Dr. F. A. Balyeat of the University of Oklahoma. This study
is concerned with the assistant principal in the high school£
of Oklahoma.

The assistant, or vice~principal, has been neglected in
the literature of secondary education. This will be the
first study concerned primarily with the assistant principal?
of this state. Your principal has indicated a willingness

to participate in this study. I would appreciate sharing
your experiences to make this a more comprehensive study.

As the high schools of Oklahoma have grown larger in
recent years so the position of assistant principal has
increased in numbers and importance. It is the purpose of
this study to ascertain what are the duties and responsibil-
ities of the assistant principals of Oklahoma.

|
Would you be kind enough to answer the enclosed ques-
tionnaire at your convenience? lany of your fellow assistant
principals have completed this task in approximately forty-
five minutes. I would appreciate the return of the question-
naire in two weeks if at all possible. Please answer all
the items. Responses will not be associated with any
individual or school.

During the school year I may call you for an interview
to be arranged at your convenience. Also, you will be
furnished a summary of the results of this study.

Wishing that thils study may prove beneficial to you and
the boys and girls of Oklahoma, I remain,

Respectfully,

Bill Lillard
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November 7, 1955

On October 7, 1955, I sent you & gquestionnaire concern-
ing your position as a assistant principal. As of this
date I have not received your reply, or I may have misplaced
your response. would you be kind enough to let me shar

your valuable time again? .

Since this study involves only the assistant principals
in Oklahoma the total is a relatively small number. This
fact makes your response a valuable contribution to the
entire study. I am greatly interested in hearing from jou
as soon as possible.

T weould appreciate jyou taking time from your very busy
schedule to participate in this important study. I firmly

believe that the results will prove of benefit to the
assistant principals of Oklahoma.

Respectfﬁlly yours,

Bill Lillard
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. ‘ December 2, 1955

[
{
}
|
i

I wish to take this opportunity to express my apprecia-
ltion to you for answering my questionnaire a few weeks ago.
'lour participation will certainly aid me in making a more
Icomplete study of the assistant principals in Oklahoma.

[ I plan to be in Tulsa on Friday, December Q. liay I
visit you at approximately 1 P.il. on that date? I would like
to share some of your experiences and opinions as an
assistant principal. This interview should take approxi-
hately forty~five minutes of your valuable time.

If the above mentioned time does not suit your con=-
venience please let me know and we can make other arrange-
ments.

Thanking you for your cooperation I remain,

Respectfully yours,

Bill Lillard




