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CHAPTER I

INTRODUCTION

Concomitant with increased school enrollment in

the United States, educational personnel have grown in

number and in function. Regarding school system employees.

Yeager said:

Many of the essential services performed are not

These supportive or

1

Although it is readily admitted that instruc
tion is the chief end of the educational 
process and that all those directly associated 
with it should receive major consideration, it 
is apparent that the personnel in any school 
system, whatever their position and area of 
service, perform some essential service to the 
end that the larger purposes of education may 
be achieved and that all children, regardless 
of any differences among them, may receive 
full educational benefits according to their 
needs, abilities, and interests.1

William A. Yeager, Administration of the Non- 
instructional Personnel and Services (New York: Harper 
& Bros., 1959), p. 13.

related directly to instruction but "promote and enhance
2 the instructional processes."

2 Ibid., p. xiii.
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auxiliary services rendered by "behind-the-scenes staff

members are immeasurably vital to the success of each

to such an extent that the National

Study of School Evaluation included them in the following

evaluative principles:

1.

2 .

3.

4

Burns and Sorsabal agreed, stating, "The importance

of the classified school personnel who make up the sup

portive force for certificated instructional personnel
„5cannot be underestimated. They estimated that

A Guide
Allyn & Bacon, 1971) ,

An instructional program functions best 
in an environment which is enhanced by 
proper maintenance of the building and 
facilities and where there exists 
cooperation of the members of the 
auxiliary staff.
The role of each auxiliary staff member 
complements the total educational program 
and deserves appropriate respect and 
recognition.
Recruiting, assigning, encouraging, 
developing, and retaining a well-qualified 
auxiliary staff is essential in the 
successful operation of any school.

individual school"^

James R. Marks, Emery Stoops, and Joyce 
King-Stoops, Handbook of Educational Supervision: 
for the .Practitioner (Boston:
p. 631.

4National Study of School Evaluation, Elementary 
School Evaluative Criteria (Arlington, Va.: National 
Study of School Evaluation, 1973), p. 89.

5James W. Burns and Donald K. Sorsabal, In-Service
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approximately one-third of all school employees are clas-

Among the supportive services required to keep

schools operational are secretarial services, of which

Yeager stated:

7

In defining Yeager's "secretarial (clerical)

service," Harris explained:

Educational secretaries are office personnel 
in education, working in many diverse educa
tional institutions. They are in the offices 
of colleges and universities, in elementary 
and high schools, in special and private 
schools, in state departments of education, 
and all educational administrative offices. 
Educational secretaries—an all-inclusive,

Their work requires skill and 
Since most of 

a detailed and 
it is obvious that these 

essentials contribute greatly to the smooth 
functioning of the school organization.7

7 Ye a ge r, Administration of Noninstructional Per
sonnel and Services, p. 164.

Training of Classified Employees (Chicago: Research 
Corporation of the Association of School Business 
Officials, 1970), p. 15.

6Ibid.

There is no related service more essential to 
the operation of a good school system than a 
well-qualified and efficient secretarial 
(clerical) service. These personnel, usually 
women, many of them younger women, perform 
services which give balance and tone to the 
school system, 
finesse, tact and personality, 
their responsibilities are of 
routine nature,

sified employees.
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Possibly the most important member of the educa

tional secretarial service is the local school secretary.

Saxe believed that "all activities of the school office

Priest concurred:

comprehensive term which includes all per
sonnel in educational offices--may be clerks, 
bookkeepers, receptionists, tabulating 
machine operators, computer operators, stenog
raphers, or secretaries.8

depend upon the presence and proper functioning of a

The office is the focal point of any 
school and to have someone dependable in 
charge of it is important to students, adminis
trators, teachers, and the patrons of the 
school district.

The educational secretary will be left 
alone in the office a great deal of the time 
because of the number of meetings the average 
administrator must attend. Over a period of 
time he will become quite dependent upon you 
[the school secretary] to keep the office and 
the mechanical functioning of the office 
rolling along smoothly. The principal of a 
school will often put a teacher in charge in 
his absence but the educational secretary is 
usually the one everyone depends upon when 
the boss is out of the office, including the

9 school secretary."

g Viola G. Harris, "The National Association of 
Educational Secretaries," in Effective Secretarial 
Education, ed. Marion G. Coleman and Oleen M. Henson 
(Reston, Va.: National Business Education Association, 
1974), p. 257.

9Richard W. Saxe, "No Office Should Be Without 
One," National Elementary Principal 40:2 (October 1960): 
38.



5

Similarly, Luck viewed the school secretary as

An outstanding aspect of the school secretary's

role is her/his indirect influence on the instructional

It generally is accepted that the overridingprocess.
function of schools is instruction and that the prin-

Because of the close personal relationship

3.

Anderson, 
Harcourt,

Teaching in a World of 
Brace, & World, 1966),

teacher who has been placed in the supervisory 
role.10

12 Robert H.
Change (New York: 
p. 124.

. . . a coordinator, the medium through 
which work is accomplished, the "listening 
ear" into which is poured a problem.

The secretary is the one who normally is 
in the most advantageous position to get an 
over-all view of the entire school system. 
She usually has more personal contacts with 
the students and teachers than the adminis
trator does; she works more closely on details 
with the administrator than the teachers do. 
She usually is the first person encountered by 
parents, members of the local community, 
salesmen or other interested visitors.

The secretary, then, is a combination of 
teacher, administrator and public relations 
person.

lOjean L. Priest, The Effective Educational 
Secretary (Homewood, Ill.: ETC Publications, 1975), p.

■'■■'’Martha S. Luck, "Professional Training and 
Status for the Administrator's Secretary," Nation's 
Schools 47:4 (April 1951):41.

cipal's main responsibility is to provide leadership in
12 instruction.



6

very nature of the organization, cannot exist with the

the secretary has

the potential for influencing the instructional program

through the principal. Certainly, in her/his capacity

"skilled technician, diplomat, liaison officer,as
.,14philosopher and buffer and her/his ability to free the

principal from cumbersome details to attend to the prime

effect on student learning. Smith addressed the school

secretary:

Like other adults in the school, the secretary

Jones felt that the firstdirectly influences students.

requisite for a school secretary was that she/he

13 Y e a ge r, Administration of Noninstructional Per
sonnel and Services, p. 183.

No one needs to tell you the important role 
you play in the effective administration of 
learning programs, and we believe this role 
to be one of the most fundamental and impor
tant in education today.I5

function of the school, the secretary may exert a positive

13 teachers and other staff members,"

between the principal and school secretary which, "by the

14 Merle M. Carlin, "The Role of the Educational 
Secretary," Teachers College Journal 30 (March 1959):75.

15John Allan Smith, The School Secretary's 
Handbook, 2d ed. (Englewood Cliffs, N.J.: Prentice-Hall, 
1972), p. 8.
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demonstrate an interest in and an affection for students.

She stated:

Despite the undoubted essentiality of the school

secretary's services and the importance of her/his role

in relation to students, the principal, teachers, other

school staff members, and members of the local community,

she/he rarely has been included in programs of inservice

Burns and Sorsabal described theeducation or training.

16
cient School Office," 
Administration, ed. 
(Englewood Cliffs, N.J.: 
pp. 238-39.

The exceptional school secretary will see her 
job in relation to the school's function of 
educating and training students. Children of 
all ages are keen and impressionable and form 
their ideas of the school by what they see 
and feel in the school's office. Children 
should be taught not only academically, they 
should also be trained in handling their per
sonal and business affairs. The school office 
can provide a good learning situation.
Secondary school students who are treated with 
courtesy and respect will learn what to expect 
from a well-run office. The elementary-age 
child, who is usually more sensitive and may 
be frightened by the office, should be given 
careful consideration. No matter how busy the 
secretary may be, no matter how harassing the 
day, she should give the youngster kindly 
attention.16

Florence Glenn Jones, "How to Run a More Effi- 
in Handbook of Successful School 

Prentice-Hall Editorial Staff 
Prentice-Hall, 1974),
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overall lack of such programs for the school secretary

and other classified employees, stating:

The need for employee training and instruction is

In a set of basic principles for inservicenot debatable.

"All

Hendee

first step in staff development the necessity

and the National

Study of School Evaluation listed a school district

17. In-Service Training of Clas-

19

and King-Stoops, Handbook of 
p. 220.

Burns and Sorsabal, 
sified Employees, p. 16.

Raymond E. Hendee, "Toward Effective Staff 
Development Plans and Programs," Educational Leadership 
34:3 (December 1976):163.

Though interest is evident, relatively little 
in this regard has been accomplished by school 
systems. Even though the main business of 
public schools is the instruction and training 
of pupils, in most cases school systems neglect 
the training of their own personnel.

2 0National Study of School Evaluation, Elementary
School Evaluative Criteria, p. 90.

listed as a

1 gMarks, Stoops,
Educational Supervision,

Harris, Bessent, and McIntyre

for realizing that all organizations need an "active,
19 aggressive" staff development program;

education, Marks, Stoops, and King-Stoops affirmed,
18 school personnel need in-service education";

inservice program for classified personnel among its
. 20evaluative criteria.
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The lack of an

inservice program could be construed lack of faith

in the improvability of the employee.

An effective program has the potential for twofold

improvement. According to Marks, Stoops, and King-Stoops,

it "provides an opportunity for the continuous growth of

Although

job performance improvement is the obvious purpose of the

inservice program, the satisfaction of personal needs

Writing of this dual purpose, Yeager cautioned:

21

In administering a program of in-service 
improvement of noninstructional personnel, 
care should be taken to keep sharply in focus 
the larger educational objectives of the 
school system, remembering at all times that 
these personnel are associated with a greater 
educational enterprise. Directly or indi
rectly, the boys and girls are concerned, and 
every activity designed for in-service

termed inservice education a

as a

could constitute an equally valid goal.

22Marks, Stoops, and King-Stoops, Handbook of 
Educational Supervision, p. 655.

"symbol of faith in the
21 improvability of the individual."

the classified staff member, as well as for improved
22 efficiency in the operation of the school."

Ben M. Harris, Wailand Bessent, and Kenneth E.
McIntyre, In-Service Education: A Guide to Better 
Practice (Englewood Cliffs, N.J.: Prentice-Hall, 1969), 
p. 4 .
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Finch also stressed the need for exercising caution. To

fulfill school system needs and to elevate morale and

increase the status of employees, he recommended seeking

for a "Golden Mean" in establishing and correlating system
24and personal inservice purposes. He believed that

decisions regarding inservice education activities should

be based on "responsible conclusions concerning the needs

Since systematic or systems

needs assessment, the logical first stage in the planning

14 .

improvement of a group should be focused on 
the broad purposes of education. . . . However, 
in saving the school system, care should be 
taken not to lose sight of the welfare of the 
individuals who compose it, their abilities, 
needs, and interests.23

23Yeager, Administration of Noninstructional Per
sonnel and Services, p. 79.

24Arnold Finch, Growth In-Service Education Pro
grams That Work (Englewood Cliffs, N.J.: Prentice-Hall, 
1969), p.

These "responsible conclusions" can result only

25 of the participants and the districts which they serve."

2 6 Burns and Sorsabal, In-Service Training of Clas
sified Employees, p. 23.

approaches to planning share a common first step, that of

26 from systematic planning.

25 Ibid., p. 61.
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of an inservice education program for the school secretary

would be the assessing of needs.

Problem of the Study

formal inservice education program for school secretaries

had been implemented. The problem, therefore, was to

determine the most potentially effective method of

initiating such a program through the development of a

needs assessment.

The selected school system, the Jefferson County

(Alabama) Public School System, was located in the most

Census figures for 1975populous county of the state.

indicated that the population was 651,000. The county

large in area, embracing 1,115 square miles.was
Despite the population and geographic size of the

county, the school system was not as large as could have

it was one of eight school systems in

The other seven systems were clusteredJefferson County.
around the Birmingham City system and were surrounded by
the Jefferson County system, whose schools at opposite

ends of the county were more than forty miles apart.

been expected, as

In the school system selected for the study, no



12

Since the Jefferson County system served both

rural and suburban communities, its eighty schools with

an enrollment of 50,754 students were heterogeneous. They

were unified by a central administration, with offices

located in the city of Birmingham.

staffed by ninety-one

school secretaries, seventeen of whom were assistant

secretaries. Regardless of their assigned school's

geographic location, size of enrollment, or grade struc-

Purpose of the Study

The purpose of the study was to develop and field

test procedures for conducting an assessment of the

inservice education needs of school secretaries in a

The procedures were based onselected school system.

clarification of the role of the school secretaries.

Importance of the Study

Research indicated a need for classified personnel

of school systems to participate in systematic, continuous
Relatively few such proinservice education programs.

grams have been implemented on the level of local school

The eighty schools were

common inservice training needs.

ture, their roles were similar, and they probably shared
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systems, and the majority of those which have been

effected have not always resulted from careful planning.

School secretaries function in a key position in

the local schools. Their role expectations, or the com

petencies required for them to perform their duties, range

widely, possibly more than those of other categories of

classified personnel. Consequently, it is imperative

that the secretaries' inservice programs be planned well

and based on clearly defined needs. The procedures

developed from the study were designed to assist program

planners in determining the difference between aims and

achievement.

Methodology

A survey was made of the literature related to

(1) inservice education for classified personnel, with

assessment phase of planning, involving participants in

planning, and an examination of several exemplary pro-

(2) role expectations of school secretaries pregrams ;
sented in the categories of technical skills, public

relations, personal qualities, and ethical and legal

aspects; and (3) the process or techniques of interviewing.

attention given to a rationale for planning, the needs
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Information regarding current inservice education

practices for classified personnel was solicited from the

large school systems in Alabama, from out-of-state school

systems, and from education-related organizations.

Interviews were conducted with an informally

selected group of students, parents, teachers, and local

ceptions of the functions or role expectations of school

secretaries. All persons interviewed were students,

patrons, or employees of the Jefferson County Public

School System.
The information obtained from the interviews, the

literature, and other sources was synthesized to provide

basis for the development of a questionnaire regardinga
the role expectations of school secretaries. The ques

tionnaire was submitted informally to a group of secre

taries who were rated highly by their principals and

formally to
The questionnaire wassecretarial job performance.

modified according to the recommendations.
The questionnaire was used first to prioritize

It was distributed to allthe list of role expectations.
principals, all school secretaries,

school administrators to determine their individual per-

a person of demonstrated expertise in school

a selected group of
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local school certificated personnel, and certain central

staff members of the school system. Amended to allow for

different type response, the questionnaire was dis-a

tributed a second time to all principals and school

secretaries to ascertain their perceptions of the degree

to which the school secretaries were fulfilling the role

expectations listed in the questionnaire.

The data obtained from responses to the two forms

of the questionnaire were compiled and analyzed. The

needs based on the degree of discrepancy between expecta

tions and performance.

Limitations of the Study

The study was subject to certain limitations:

The procedures as developed were confined to the1.
initial planning stage, that of needs assessment.
The procedures were field tested only in the selected2.

school system.
The population of the field test was limited to3.
school secretaries, principals, local school certifi
cated personnel, and central staff members of the
selected school system.

ultimate result of the analysis was an identification of
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4 .

tions of the participants.

5. Only those needs related to the organization were

considered in the study; individual or personal needs

dimension of the study.

Definition of Terms

The following terms were considered relevant to

the study:

Classified personnel areClassified personnel:

the noninstructional employees who ordinarily are not

required to have a teaching certificate to become

employees of boards of education. They are rated or

classified on the basis of their skills and training and
27salaried according to their classification.are

Inservice education as usedInservice education:
in the study is synonymous with inservice training or

Inservice education is a process whichstaff development.
provides for the systematic and continuous development of

38.P-

were not a

Field testing of the procedures was based on percep-

2 7 Smith, School Secretary's Handbook,
2 8 Burns and Sorsabal, In-Service Training of Clas

sified Employees, p. 20.

the knowledge, skills, and attitudes which contribute to
28 organizational improvement.
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School secretary: A school secretary is the chief

clerical employee in a local school. She/he usually

serves

Organization of the Study

The study was organized into five chapters. The

first chapter contained an introduction and rationale for

the study. .The chapter was divided into the following

sections : problem of the study, purpose of the study,

importance of the study, methodology, limitations of the

study, definition of terms, and organization of the study.

Chapter II, the review of related literature,

contained discussions of three topics. The first topic

was inservice education for classified personnel, with

emphasis on planning and on exemplary programs. The

second topic was role expectations of school secretaries,

and the third topic was the process of interviewing.

In Chapter III, the description of the methodology

of the study and procedures for obtaining the research

data were discussed in depth. Chapter IV contained an

43, 39.pp.2 9Smith, School Secretary's Handbook,

analysis of the data, and Chapter V contained the summary,

as the school office manager and is likely to be
2 9a "generalist" rather than a specialist.
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findings, conclusions, and recommendations resulting from

the study.



CHAPTER II

REVIEW OF RELATED LITERATURE

reviewed. The first topic presented in this chapter was

Inservice Education for Classified Personnel. It included

phase of planning, the involvement of participants in

planning, and a description of several exemplary programs.

The second topic, Role Expectations of School Secretaries,

dealt with the areas of technical skills, public relations.

personal qualities, and ethical and legal aspects of the

The third topic, The Interview Process, was therole.

result of a selected survey of literature related to the

Interviewing constituted one of theinterview techniques.

methods for obtaining information regarding perceptions of

the role of school secretaries.

There were numerous indications of agreement on

19

Inservice Education for 
Classified Personnel

Literature related to three discrete topics was

a rationale for planning inservice, the needs assessment
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the importance of inservice education for classified

employees. Burns and Sorsabal stated:

1

Castetter regarded "service" personnel and

"classified" personnel as synonymous and noted:

Among other arguments in favor of inservice education for

classified personnel, he emphasized:

1.

Sorsabal, In-Service 
Research

Training of service personnel is a conse
quence of employment in every system, whether 
by formal or informal means, by plan or by 
chance, and whether effective or ineffective. 
. . . Essential training can be improved if 
it is conceived as a part of overall per
sonnel policy.

There has been evidence of increasing needs 
for in-service training programs for classi
fied personnel in the many school districts 
throughout the country. Much has been said 
regarding in-service training, but very little 
has been accomplished in many school districts 
towards promoting or initiating such a program.

2 William B. Castetter,
Educational Administration,
Publishing Co., 1976), p. 296.

''’James W.

Until recent years, the personnel development 
task in school systems has been narrowly con
ceived. Although every system employs service 
personnel and depends on them for the perfor
mance of diverse logistical support services, 
the development activities have been focused 
exclusively on professional personnel.2

Burns.and Donald K.
Training of Classified Employees (Chicago: 
Corporation of the Association of School Business 
Officials, 1970), p. 6.

The Personnel Function in 
2d ed. (New York: Macmillan
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2.

Castetter summarized his opinions regarding

inservice education for classified personnel when he

stated:

and Sorsabal found that inservice training contributed to

Exploring requirements foremployee effectiveness.

"establishing planned, systematic in-service training

programs for classified employees," they determined that

the immediate purpose of such programs was to "bring about

Service personnel also contribute to 
realization of the aims of the educational 
program.

The quality of the services that support the 
educational program depends on the effective
ness of those who direct and carry on the work, 
consequently, an effective training program 
for all service personnel is instrumental in 
furthering the primary mission of the school 
district. An adequate program utilizes a 
variety of resources and methods . . . and is 
organized so that relationships among persons 
responsible for its operation are clearly 
understood.4

as a way of improving

3Ibid.

In a study of 150 educational organizations, Burns

4 Ibid., pp. 296-97.

change in individual behavior" 

"organizational effectiveness . " 3

3Burns and Sorsabal, In-Service Training of 
Classified Employees, p. 18.
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Rationale for Planning Inservice Education

Inservice education as a concept, particularly for

teachers and other certificated educational personnel, has

"a standardbeen accepted.

been criticized severely. Rubin further stated that

Edelfelt referred to the "despicable circumstances

Association 
1975), p. 35.

It is no secret that the inservice education 
of teachers and other personnel in education 
is a topic of major concern to people within 
and outside the teaching profession. The 
inadequacies of inservice education have been

6Louis J. Rubin, "The Case for Staff Development," 
in Professional Supervision for Professional Teachers, 
ed. Thomas J. Sergiovanni (Washington, D.C.: 
for Supervision and Curriculum Development,

7Ibid.

existing in inservice education" and commented:

As a practice, however, inservice education has

Its conventional acceptance is a bit mislead
ing; the awareness of a problem and the token 
treatment of its symptoms is far from legiti
mate and diagnosis is an even longer step 
from therapy. . . . Even, however, where 
there has been a stringent effort to meet the 
problem, the programs have suffered from a 
lack of energy, precision, direction, and 
imagination.

It has been, in Rubin's words,
educational trapping for most of the 20th century."^
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Harris, Bessent, and McIntyre phrased their

criticism in less formal words:

9

The foregoing and numerous other criticisms of

inservice education programs have been based in large

part on the planning aspect of such programs. Neagley

and Evans cited a study which listed lack of planning as

one of the "most serious obstacles encountered in programs

Castetter advocated planning and summarized his

belief in a classic statement:

a sigh or 
Many teachers have

well documented in recent writings and 
speeches.8

No word is so likely to be met with 
a groan as "in-service." 
developed an understandable distaste for the 
chop suey of practices and purposes often 
stirred together in a common pot by those who 
cook up in-service programs.

8 Roy A. Edelfelt, "The School of Education and 
Inservice Education," Journal of Teacher Education 28:2 
(March-April 1977) :10.

^Ross L. Neagley and N. Dean Evans, Handbook for 
Effective Supervision of Instruction (Englewood Cliffs, 
N.J. : Prentice-Hall, 1964) , p. 179.

aBen M. Harris, Wailand Bessent, and Kenneth E. 
McIntyre, In-Service Education: A Guide to Better 
Practice (Englewood Cliffs, N.J.: Prentice-Hall, 1969), 
p. 15.

of in-service education."10



24

11

Rubin considered planning to be vital to inservice edu

cation and believed that school districts could make

"massive strides toward an ultimate system [of inservice

Phi Delta Kappa's Commission on Professional

persistent questions in American education":

48.P-

Renewal was set in motion by one of the "perplexing and
13

Planning is man's way of projecting his 
intentions. Because it deals with concepts 
of the future, with problems requiring 
imagination and choice, with deliberate fore
thought, with attainment by design, it repre
sents a most appealing and challenging 
endeavor. It is recognized as organization's 
most reliable way of realizing its goals. It 
is the antithesis of expediency, laissez- 
faire, and indirection. It is an effort to 
set a course of action and to guide the action 
toward a set of expectations.^

James C. King, Paul C. Hayes, and Isadore 
Newman, "Some Requirements for Successful Inservice 
Education," Phi Delta Kappan 58:9 (May 1977) :686 .

education] by establishing long-range plans and fitting
12 ongoing activities into the overall design."

Why do teachers, who almost universally appear 
eager to improve their professional perfor
mance, frequently respond with disdain or

1 ’’“Castetter, Personnel Function in Educational 
Administration, p. 63.

12 Rubin, "Case for Staff Development,"
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to local efforts to

In the survey which followed, the Commission determined

The Commission

concluded that a major vehicle for improving the effec

tiveness of inservice education would be the "skillful

make the experience rewarding.

Agne and Ducharme deplored programs that sought

more

They stated:

687.

and imaginative planning and programming necessary to

.,16

We view inservice education as employment- 
oriented education, i.e., site-specific train
ing designed to meet the needs of a particular 
school system or community'. Here, local edu
cation authorities determine their needs 
and design staff development opportunities 
accordingly.

outright hostility 
"inservice" them?14

for inept or inadequate planning."15

16,.,. .Ibid.

14_.. , Ibid.

than they could deliver and were "poorly designed." ?

15,.,. , Ibid., p.

Russell M. Agne and Edward R. Ducharme, 
"Rearranging the Parts: A Modest Proposal for Continuing 
and Inservice Education," Journal of Teacher Education 
28:2 (March-April 1977):17.

1 R
Ibid., p. 16.

that "inservice efforts are most frequently criticized
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The terms,

Howey and Willie extended the phrase

ology further to include "systematic methodology" in

The Needs Assessment Phase of Planning

A variety of methodologies for systematic plan

ning has been developed. They were more alike than dif

ferent, varying principally in terminology. For the

purpose of the study, only the preliminary stage of a

few plans has been included in this discussion.

Particularly relevant to the study was the con

tent of Guidelines and Explanations for Professional

Development Programs, a publication of the Alabama State

Department of Education. It clarified the resolution

requiring school districts to develop professional

improvement plans which was passed by the Alabama State

"plan" and "design," were used

19 Harris, Bessent, and McIntyre, In-Service 
Education, p. 29.

20 Kenneth R. Howey and Reynold Willie, "A Missing 
Link in School Renewal: The Program and Staff Development 
Specialist," Journal of Teacher Education 28:2 (March- 
April 1977) : 20.

• . . 19interchangeably.

referring to planning for professional growth.
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Although the

mandated development program applied only to certificated

employees, the outlined systematic plan could be adapted

to serve as

for other educational employees. The initial phase of the

publication stated, "Because the effectiveness of the

program hinges on its relevance to the needs of a par-
,,22ticular system, this initial phase is crucial.

Another kind of systematic plan was developed by

the Task Group on the Systems Approach to Education and

Training and presented in a report from Management Infor

mation Service. In this formalized approach to problem

solving, the first of the eight steps consisted of the

determination of need, described as "perhaps the most

A need was

defined as:

21

1.

a model for the planning of inservice growth

Alabama State Department of Education, Guide
lines and Explanations for Professional Development 
Programs (Montgomery, Ala.: Division of Instruction, 
Alabama State Department of Education, March 1973), p.

22 Ibid.,
2 3 "Introduction to Systems Analysis," Management 

Information Service, Report no. 298 (Washington, D.C.: 
International City Managers' Association, November 1968), 
p. 4.

development program was needs assessment, of which the

23 difficult single step in systems analysis."

p. 6.

21Board of Education on 25 January 1972.
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Marks, Stoops, and King-Stoops adapted the eight

in curriculum development. They presented the plan as a

circular diagram and titled it "The Systems Analysis

Cycle." Their first step in the cycle was formulated,

In the design of a decision-making model developed

by Feyereisen, Fiorino, and Nowak, the first step was

problem identification. They explained the nature of a

problem:

A Guide
Allyn & Bacon, 1971),

It has often been said that when faced with a 
task the best place to start is at the begin
ning. When faced with a decision-making or 
problem-solving task, the obvious place to 
start is with a problem, but before we can 
start we must be able to identify a problem. 
. . . For our purposes, then, we.will define 
a problem as any factor, situation, or con
dition which prevents or hinders the achieve
ment of the stated objectives . . . or any

25James R. Marks, Emery Stoops, and Joyce 
King-Stoops, Handbook of Educational Supervision: 
for the Practitioner (Boston:
p. 479.

A statement of the real problem being faced 
by the society under consideration—that 
statement of a problem which initiates con
sideration of an education/training system as 
a potential solution.2^

step plan in a less elaborate form and suggested its use

25 "State NEEDS."

24 Ibid., p. 17.
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Whritner and Antin, in their version of the

planning process, also listed problem identification as

the first stage and noted that "selections must be made

and priorities established on which problems will be
..27handled, in which fashion, and in what priority order.

They defined a problem as "the difference between what
.,28'should be' and what 'actually is.'

English and Kaufman formulated a definition of

needs assessment related to curriculum development which

They termed

it

26
Arlene T.

542.

A tool which formally harvests the gaps 
between current results (or outcomes, 
products) and required or desired results, 
places these gaps in priority order, and

conditions which necessitate a change in the 
objectives.26

27John A. Whritner and Arthur P. Antin, "Program 
Planning--Using Management-By-Objectives in School 
Administration," Handbook of Successful School Adminis
tration (Englewood Cliffs, N.J.: Prentice-Hall, 1974), 
pp. 510-11.

Kathryn V. Feyereisen, A. John Fiorino, 
Nowak, Supervision and Curriculum Renewal:

Systems Approach (New York:
1970), p. 64.

was equally relevant to inservice education.

and 
A

Appleton-Century-Crofts,

28 ..Ibid., p.
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29

Although the assessment and analysis of needs were

presented as the second phase of systematic planning by

Boone, Guy, and Walsh, their concept was not at variance

with that of other planners. They stated:

ment,

This

that might possibly be met through effective inser-

The identification of needs headed the list

of seven processes which appeared to be common to the most

selects those gaps (needs) of the highest 
priority for action.29

"Requirements for 
686.

"identified deficit" was equivalent to the

? 0 Lee Boone, Meade Guy, and Jackie Walsh, A Plan
ning Primer for Local Educators (Montgomery, Ala.: Office 
of Planning and Evaluation, Alabama Department of Educa
tion, February 1977), p. 14.

31King, Hayes, and Newman, 
Successful Inservice Education," p.

29Fenwick W. English and Roger A. Kaufman, Needs 
Assessment: A Focus for Curriculum Development 
(Washington, D.C.: Association for Supervision and Cur
riculum Development, 1975), p. 3.

identification of "all local needs, wants, or problems

In order to make progress toward goal attain- 
it is necessary to identify the condi

tions that exist and compare these with the 
ideal conditions reflected in the goal state
ments. The discrepancy between existing and 
desired conditions are termed needs. 
Basically, needs are the difference between 
what actually exists and what should exist. 
They are the identified deficit.29

„ 31 vicing.
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successful programs studied by the Phi Delta Kappa Com

mission on Professional Renewal. The Commission stressed

the importance of "selection of real needs and attainable

Sergiovanni and Carver likewise felt that effec

tive inservice education programs could result only when

problem-solving processes were utilized to pursue inser

vice goals. They agreed that the first bases for suc

cessful programs were the identifying of local concerns

Castetter designed a model of the personnel devel

opment process in which he clarified the structural

He

stipulated that plans for personnel development, or inser-

The

280.

Personnel Function in Educational 
281'. ~ 

32 ■Ibid.

34Castetter,
Administration, p.

33Thomas J. Sergiovanni and Fred D. Carver, 
New School Executive: A Theory of Administration 
(New York: Dodd, Mead, & Co., 1973), p. 120.

32 objectives. "

35TL_ •Ibid., p.

elements of planning for inservice and listed the deter-
34 mination of needs as one of the four elements.

vice training, should be initiated only after an identi
fication had been made of the development needs.35

33 or problems and the diagnosing of these concerns.
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consensus process

model for planning personnel development. In the model,

" gap
between what the system aims to achieve and what it

Involvement of Participants in Planning

Inservice education has been criticized for its

failure to involve participants in the planning process.

A statewide research study in Tennessee revealed that an

"overwhelming majority (93%) of the respondents" believed

that the remedy for deficiencies in planning was to

involve participants in the "development of purposes,

activities, and methods of evaluation" for inservice

Such a remedy would conform to the planning

premise presented by Morphet, Johns, and Reller:

286-87.PP-

In a planning society the people cooperatively 
determine their goals and appropriate ways of 
attaining them, whereas in a planned society

37 programs.

Castetter also developed a

Jack L. Brimm and Daniel J. Tollett, "How Do 
Teachers Feel About In-Service Education?" Educational 
Leadership 31:6 (March 1974):524.

he presented discrepancy analysis as a synonym for needs

assessment and defined discrepancy analysis as a

36_, . .Ibid.,

actually is achieving."36
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of the serious mistakes in practice of inservice education

programs was dictation of plans by the superintendent or

It was their belief that "in-service

programs should be planned with the active participation
,.40of those who are to be the benefactors but that

recipients of program benefits should be involved as
41subjects rather than mere objects of inservice efforts.

They stated:

165.

The shores of in-service education programs 
down through the years are strewn with the 
wrecks of ships that sailed forth with only 
the officers on them, while the crew remained 
behind. One of the few certainties in the 
field of human endeavor is the relationship 
between involvement in an enterprise and com
mitment to its goals. The mystery that has

the goals are determined for the people by 
their rulers or government.3C

3 8 Edgar L. Morphet, Roe L. Johns, and Theodore L. 
Re11er, Educational Organization Administration: Con
cepts, Practices, and Issues, 3d ed. (Englewood Cliffs, 
N.J.: Prentice-Kall, 1974), p.

40T, .Ibid.

"other official with only superficial consideration of
39 staff needs."

Harris, Bessent, and McIntyre indicated that one

3 9 Harris, Bessent, and McIntyre, In-Service
Education , p. 5.

41 Ibid., p. 9.
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42

The first and most important resource associated

with educational planning was listed by Boone, Guy, and

Walsh as:

Dorman likewise stressed the necessity for

In her presentation of a model for staffinvolvement.

development based on participant planning, she stipulated:

44

She believed that it was essential for participants to

recognize needs and to be willing to give and to accept

It is fundamental that the model outlined 
here must be implemented by the participants. 
Experience has shown that the least effective 
programs were conceived, planned, and imple
mented by someone other than the participants.

are
as

R. Camille Dorman, "Staff Development: A Model 
for Participant Planning," Alpha Delta Kappan 6:1 (Spring 
1976):23.

People—their time, energy, imagination, and 
commitment—are the single most important 
ingredients in successful planning endeavors. 
. . . Systematic planning depends upon the 
involvement of people at all levels within a 
school system. . . .43

43Boone, Guy, and Walsh, Planning Primer for Local 
Educators, p. 10.

44

42T1 . .Ibid.

so commonly surrounded in-service education 
and what supervisors or administrators 
"up to" when they launch a program is 
unnecessary as it is destructive to morale.
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In a study related to the development of inservice

education programs for principals, Anderson listed readi-

factor important to the establishment of such

He broadened the scope of the factor to includeprograms.

all persons affected by the program rather than the prime

participants alone. He emphasized that

Other factors directly related to the importance

of involving participants in planning were discussed by

Regarding democratic organization, he advocatedAnderson.

that participants should be involved in "determining the

Teachers must be 46

a method of reaching a

All people affected must see the need for and 
purpose of the program. The board of educa
tion must be convinced of its value to the 
school system's educational program and must 
provide financial support for it. The central 
office staff must endorse it and be willing to 
assist in its operation. Capable leadership 
must be available to assume the responsibility 
for coordinating the program. Practicing 
principals must approve the program and con
fidently expect personal professional growth 
through participation in it. 
ready for such a program. .

ness as a

45,. .Ibid.
4 6 Robert T. Anderson, "Local Inservice Programs

for Practicing and Prospective Principals" (Ed.D. dis
sertation, George Peabody College for Teachers, 1964), 
pp. 156-57. f

"readiness level" for

projected inservice education.
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involvement in setting inservice goals. He stated,

program .

Marks, Stoops, and King-Stoops endorsed the

concept of involvement in their list of principles of the

program for inservice education in the succinctly stated

principle:

Exemplary Programs

Several inservice education programs which

appeared relevant to the study were examined and have been
They were studiedpresented as examples or illustrations.

from the viewpoint of their incorporation of specific

157.P-
159.P-
171.P-

organizational specifics," and he encouraged participant

47

50,, .Marks, Stoops, and King-Stoops, Handbook of 
Educational Supervision, p. 220.

participants, and all levels of the school system
49administration."

47. , Ibid.,

. . should be shared by the program leader, the

49 Ibid.,

48T1_ . ,Ibid.,

further, he stated, "Planning the inservice

"An in-service education program is most 

effective when cooperatively initiated and planned.

"Participation is one of the keys to a successful learning
48 experience ;
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elements; therefore, the extent to which the elements

appeared to have received consideration was emphasized

in the review. The programs were reviewed according to

the following format: (1) Objectives, activities, and

evaluation; (2) Immediate purpose; (3) Systematic planning;

(4) Needs assessment; and (5) Participant involvement in

planning.

The Future Is Yours

The Future Is Yours, a professional growth packet

for classified employees, was developed and distributed

by the Downey (California) Unified School District. The

packet explained the voluntary five-year program in which

additional salary increment upon satisfactory completion

of the program.

Objectives, activities, and evaluation. Program

objectives indicated that professional growth was being

developed when:

1.

2.

the experience reflects increased knowl
edge, understandings, and skills in the 
participant's regular assignment;
the experience manifests personal 
development through alertness and

permanent employees could enroll and were able to earn an
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The program awarded credit for four types of

activities: (1) college courses; (2) district sponsored

indi-

Participation in the

second type activity, district sponsored inservice

activities, was subject to three limitations:

a.

b.

c.

Evaluation was performed by the employee's

appointed Professional Growth Advisor in conjunction with

the Professional Growth Reviewing Committee, which was

composed of seven members elected from the various clas-

The evaluation was a reviewsified services categories.

of the completed program to determine whether the

7-8.pp.

responsiveness to the human and social 
factors of others.51

The Future Is
Downey Unified School District, 

1.

workshops; (3) institute lecture program; and (4)
• 5 2vidual research or project.

53TV_ . ,Ibid.,

Downey Unified School District, 
Yours (Downey, Calif.:
4 September 1975), p.

52 Ibid., p. 12.

Shall be organized and presented semi
annually by the Downey Unified School 
District.
No one shall receive credit if these are 
attended during working hours or if the 
employee is being paid for other services 
at the same time.
Must be verified by proof of attendance.3
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activities met the stipulated criteria and whether the

Immediate purpose. The immediate purpose of the

Downey program was related to the achievement of organi

zational or institutional goals. This was accomplished

through (1) increasing the participant's knowledge,

understandings, and skills in the assigned position; and

Systematic planning. The element of systematic

planning was consistent throughout the explanation of the

Criteria were presented for each aspect of theprogram.

from eligibility for enrollment to the budgetingprogram,

The system of planning was unique in that itof awards.

did not conform to the conventional steps or phases of the

methodologies reviewed.
Rather than being defined, theNeeds assessment.

assessing of needs for the individual employee was implied.

The implication was that he/she decided which of the

8-9.

1.55T, . , Ibid., p.

(2) improving attitudes which would foster improved 

interpersonal relations.

54, ■ Ibid., pp.

employee was eligible to receive credit for all activities
 54performed.
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activities would meet the professional need and advised

the Professional Growth Advisor of his/her intentions by

written communication.

Participant involvement in planning. The partici

pant was involved in the planning of his/her total pro

as it was the responsibility of the employee togram,

chart the program and submit it for approval. On the

level of district sponsored workshops,

implied participation in planning through allowing

The semiannual workshops were organized by the school

district, which would not preclude the participation of

employees in planning.

Inservice Master Plan

The Professional Development Service of the School

Board of Brevard County, Florida, constructed an Inservice

12.

there was an

5 7 Professional Development Service, School Board
of Brevard County, Florida, Inservice Master Plan 
(Titusville, Fla.: School Board of Brevard County, 
Florida, 1976) .

5 6 employees to submit "general plans or types desired."

Master Plan which detailed the school system's inservice
57 plans from 1 July 1976 through 30 June 1981.

56T.. , Ibra., p.
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Particularly relevant to this study were those sections

which dealt with inservice for secretarial personnel.

Participation was not optional. Inservice Master

Florida Department of Education, which mandated:

Objectives, activities, and evaluation. The

school system goals were stated in the overview with the

All components—workshops,

their descriptions a general objective and a specific

The general objective for a secretary's workobjective .

shop, for example, was "to orient new secretaries and/or

as

The specificviewed by county staff and principals.

objective was stated:

58 Ibid., unnumbered page following title page.

111.

Plan- began with an authority base established by the

Each school board shall develop and maintain 
an educational training program. Funds appro
priated to school districts for the purposes 
of this section shall be used exclusively for 
educational training programs meeting criteria 
established by the Department of Education.$8

secretaries currently employed as to their duties
..60

courses, or other approved activities—had written into

60 . ,Ibid., p.

5 9 Ibid., pp. 25-28.

explanation that components contained objectives related
59 to the system goals.
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Inservice activities for secretarial/office

personnel took the form of workshop series, among them:

Secretary's Workshop; School Bookkeeping; Data Processing—

Student Attendance; Data Processing—Textbooks; Data

Processing—Grade Reporting; and Data Processing—Student

Scheduling.

Provision was made for the evaluation of all

The evaluation for School Bookkeeping wascomponents.

expressed:

A less formal evaluation was performed at the conclusion

of each workshop with the distribution of an "Opinion

111.

160.

Each participant who completes this workshop 
will demonstrate abilities to perform better 
in the areas of: (1) Listening (2) Telephone 
techniques (3) Meeting guests (4) Working 
with co-workers.61

Success will be determined by the immediate 
superior and/or the staff receiving reports

■ from participants. Additional help will be 
given to participants who need it until the 
objective has been achieved.^3

^professional Development Service, Inservice 
Master Plan, p. 111.

62Ibid., p.

61T. ■ , Ibid., p.

Survey" with the instructions, "Express your feelings

Each activity earned a given number of
6 2 inservice points for participants.
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An

con-

The immediate purpose of

Brevard County's Inservice Master Plan was not stated as

such in the overview. A survey of the objectives for each

component revealed that all components were geared toward

increasing the functioning level of participants, a pur

pose related to institutional goals.

Systematic planning. It was apparent that the

Professional Development Service of the school board

implemented systematic planning procedures in the develop-

The plan began with thement of Inservice Master Plan.

citing of the mandate from the Florida Department of

initiating factor and followed through

with the various phases of a planning methodology to

and modification.

Two needs assessment activitiesNeeds assessment.
The first survey

overall evaluation of the total inservice program was

Immediate purpose.

.Education as an

were described in Inservice Master Plan.

^professional Development Service, Inservice 
Master Plan, p. 5.

6 4 School Board of Brevard County, Florida, Secre
taries Workshop, Agenda for Component A113y, "Workshop for 
Office Staff," 20 August 1976.

64 about today's workshop using the Opinion Survey."

evaluation, feedback,

6 5 ducted annually to update Inservice Master Plan.
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random sampling of employees, which

to those from comparable studies in other school systems,

,.66generated the same concerns.

Survey of the Major Inservice Committee," resulted in
67suggestions for the following term's inservice.

Participant involvement in planning. The two

needs assessment activities comprised a portion of the

"Self-Study to Evaluate Inservice and Identify Needs,"

which was conducted annually to give direction to the

They and the annualupdating of Inservice Master Plan.

overall inservice evaluation were designed to involve

The staff of the School Board of Pinellas County,

Florida, developed and implemented the Professional

Standards Program for Secretarial and Clerical Personnel.

7-9.pp.

Professional Standards Program 
for Secretarial and Clerical 
Personnel

was in the form of a

revealed that attitudes toward inservice were "similar

67T1_.Ibid.,

as recorded in recent professional literature, and

66T, . ,Ibid.,

68T, .Ibid.,

p. 5.

p. 5.

A second activity, "Needs

. ■ 6 8program participants in planning.
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The voluntary program encouraged employees to earn salary
69increments through participation in approved activities.

Objectives, activities, and evaluation. The

objectives of the program were related to the improvement

of job skills. They were implied rather than specified.

Program activities were composed of college and/or

in a wide range of subjects. ClericalAmong them were:

Office Procedures; Public Speaking and Parliamentary

Procedures; Human Relations; Business Writing; and English

Evaluation was related to the employee's per

formance in course work.

grade of C or above was required for college courses. and

a certificate of satisfactory completion was required for
71 Although an overall evaluation was notVTAE courses.

an official of the school boardwritten into the program.

69 Pro-

„ -x.- 70Composition.

71T, ■Ibid.

70 jIbid.

School Board of Pinellas County, Florida, 
fessional Standards Program for Secretarial and Clerical 
Personnel Bulletin (Clearwater, Fla.: School Board of 
Pinellas County, Florida, 5 August 1975), n.p.

To obtain program credit, a

vocational, technical, and adult education (VTAE) courses
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indicated that revisions based on informal administrative

72evaluation were made periodically.

Immediate purpose. The primary immediate purpose

of the Professional Standards Program for Secretarial and

job performance. . A secondary purpose was to profes-
73sionalize the role of clerical personnel.

Systematic planning. Planning was evident in the

descriptive bulletin of the program. The bulletin was

informative and provided guidelines;

however, it did not present the full range of phases

ordinarily associated with a systematic methodology.

Needs were assessed by theNeeds assessment.

individual employee, who selected appropriate courses from

There was no evidence of a

formal needs assessment having been implemented.

Clerical Personnel was to stimulate the improvement of

72 Telephone conversation with Mr. Paul A.. Soper,
Personnel Supervisor, Supporting Services, School Board 
of Pinellas County, Florida, 1 July 1977.

73T1_ . , Ibid.

as a brief document,

74 School Board of Pinellas County, Florida, 
Professional Standards Program.

the list approved by the administration of the School
74 Board of Pinellas County.
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Participant involvenent in planning. Although

participants were restricted to choices from the approved

list of courses, by making choices they were involved in

the planning of their individual program. The true

involvement of secretarial and clerical personnel in

their inservice education, however, was occasioned by

the efforts of the Pinellas County Association of Educa-

initiative in working with the Staff Development Depart

ment of the school system to plan and implement

Professional Standards Program

The Professional Standards Program of the National

Association of Educational Secretaries was established in

The program was defined in 1975 as:

A voluntary Association-sponsored certifi
cation program, established by members to 
measure their services and skills as educa
tional office personnel.

A diversified, incentive program, with

76National Association of Educational Secretaries, 
Hands United (Arlington, Va.: National Association of 
Educational Secretaries, 1976-77), p. 2.

tional Secretaries, an organization which has taken the

75Telephone conversation, Paul A. Soper.

1956.76

, 75workshops.
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Objectives, activities, and evaluation. The

objectives of the program were to increase the profes

sional growth of educational secretaries and to obtain

Activities required for

certification were based on education, experience, and

professional activity. The area of professional activity

was divided into the sub-areas of association responsi-

Inservice training earned points for participants

Such

activities were to have been approved by the National

Association of Educational Secretaries and were sponsored

progressive steps to enable members to con
tinue their quest for professional growth.

7 8National Association of Educational Secretaries,
Hands United, p. 2.

79National Association of Educational Secretaries,
Professional Standards Program, pp. 2, 5.

tutes, workshops, non-credit courses, and forums.

through attendance at conventions, conferences, insti-

"recognition of educational office personnel as members
78 of the educational team. "

7 7 National Association of Educational Secretaries,
Professional Standards Program (Arlington, Va.: National 
Association of Educational Secretaries, 1975), p. 1.

79 bility and inservice training.
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by varying levels of educational secretaries' associations
80 The evaluation of inservice

the availability of proof that

the program being evaluated was related to the "career

field of educational office work or the broader field of

Immediate purpose. The immediate purpose of the

inservice training aspect of the certification program

of the National Association of Educational Secretaries

The skills were

Systematic planning. Systematic planning was

evinced in the organization of the Professional Standards

Program and through the publications which were developed

to assist in the planning of acceptable inservice pro

grams .

6 .

7.

6 .
8 3.National Association of Educational Secretaries, 

"NAES Guides" (Washington, D.C.: Public Relations Com
mittee, National Association of Educational Secretaries,

experiences was based on

or local school systems.

82Ibid., p.

81 .Ibid., p.

80_, .Ibid., p.

81 education."

8 2 categorized as either academic or technical.

was to upgrade participants' skills.

The publications were "NAES Guides" and Instruc-
8 3 tor's Manual for Inservice Training.
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The inservice instructor was admonished:

Needs assessment. Literature published by the

National Association of Educational Secretaries indicated

its members' interest in planning programs based upon

assessed needs. Regarding the topic of inservice train

ing, the statement was made:

Historically,Participant involvement in planning.

the National Association of Educational Secretaries

It is recommended that subjects or fields of 
interest to educational secretaries be incor
porated in inservice training programs.
These may be based on needs for specific job- 
related information and/or skills.85

85National Association of Educational Secretaries,
Professional Standards Program, p. 6.

1967-68); National Association of Educational Secretaries, 
Instructor's Manual for Inservice Training (Arlington, 
Va.: National Association of Educational Secretaries, 
1973) .

Z‘National Association of Educational Secretaries, 
Manual for Inservice Training (Arlington, Va.: National 
Association of Educational Secretaries, 1973), p. 11.

Planning—thinking about what is to be done— 
is basic to the success of any undertaking. 
It is especially important in the field of 
instruction—important to you, the instructor— 
and to the students. Well-planned instruction 
is easy to teach—and easy to learn. It will 
insure that you approach your subject in a 
logical way and that your presentation will be 
orderly.84



51

planned by and participated in by its members. The

established by member participants,

and the program continued to result from planning by

members of the association. Harris referred to the

"pioneer in the campaign to secure the

deserved recognition and professional status" of educa-
86tional secretaries who participated in the program.

Role Expectations of School Secretaries

The term

phrase which embraces other terms: "skills," "competen

cies , " A role is repre

sented by certain "permeating characteristics II of
87behavior; a person performs

behavior is in accordance with a set of described charac-
88 Role expectations, in contrast to personalteristics.

Travers and Jacqueline Dillon, The 
A Plan for Professional Self-

Macmillan Publishing Co., 1975) ,

original program was

conceived the Professional Standards Program as a program

a given role when his/her

8 7 Robert M.
Making of a Teacher: 
Development (New York: 
p. 4 .

association as a

"knowledges," and "attitudes."

"role expectations" is an all-inclusive

8 6 Viola G. Harris, "The National Association of 
Educational Secretaries," Effective Secretarial Education, 
in National Business Education Yearbook, no. 12, ed.
Marion G. Coleman and Oleen M. Henson (Reston, Va.: 
National Business Education Association, 1974), p. 260.

8 8 .  Ibid. , p. 21.
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89required, by the institution. In the context of the

Getzels and Guba social systems analysis, Sergiovanni

and Starratt described the first dimension of the system:

could be defined as the functions or behaviors which would

contribute to the achievement of school system goals.

Technical Skills

The role expectations of school secretaries have

not lent themselves to classification by sharply defined

with the possible exception of conventional officeareas,
,.91"necessary technical skills. These basic

listed by Lauria in the following order:

32.

Starratt, 
Human Perspectives 

McGraw-Hill Book Co., 1971), p. 33.

The first dimension consists of the institu
tion, which is defined in terms of its roles, 
which are in turn defined in terms of role 
expectations, all of which are carefully 
designed to fulfill the goals of the 
institution.

skills were

89 Thomas J. Sergiovanni and Robert J.
Emerging Patterns of Supervision: 
(New York:

91Jean L. Priest, The Effective Educational 
Secretary (Homewood, Ill.: ETC Publications, 1975), 
p. x.

definition of behavior expected, or

90 Ibid., p.

skills, or

The role expectations of school secretaries, therefore,

needs, constitute a



53
1. Shorthand and typewriting:

2. Business letter writing:

3. Accounting or bookkeeping:

tion.

94

Operating business machines:4 .

Record-keeping is an essential business func- 
. . A knowledge of bookkeeping, even 

though it be of the simplest kind, will be 
useful to you in performing the occasional 
tasks that involve figures.^4

The ability to write effectively is an impor
tant business asset. Much of today's business 
is transacted in writing letters and reports. 
That is why letters play a much more important 
part in business than most secretaries 
realize .

The typewriter isn't the only office device 
which plays an important part in aiding the 
secretary to turn out a quantity of work 
with the least amount of effort. Other 
appliances are also helpful in speeding up 
production in the business office.

92Marie Lauria, How to Be a Good Secretary
(Nev? York: Frederick Fell, 1969) , p. 19.

9 3 Ibid.

95 ,Ibid.

These are the foundations of secretarial prac
tice. The more expertly you perform these 
skills, the more efficiently you will be able 
to function as a secretary.

94 Ibid., p. 20.
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Filing:5.

96

Meehan, Oliverio, and Pasewark amplified the basic

skills list. In lieu of letter writing as an isolated

skill, they preferred to group written communication with

verbal communication under the broader designation,

"handling communications," stating:

97

They believed that the overall skill of communi

cating was contingent upon certain abilities:

1.

2 .

Ability to spell, including the checking 
of words in a dictionary when in doubt.
Ability to speak pleasantly and smoothly 
with good usage of language.

97 , James R.
William R.
8th ed.
p. 3.

Many businessmen think of their offices as the 
center of a network of communications, and the 
secretary plays a key role in maintaining this 
network effectively. Secretaries answer the 
telephone, talk with visitors, and write memo
randums and letters on their own. All these 
tasks require skill in the use of both oral 
and written English.^7

96Tl_ . ,Ibid.,

Filing is an important function. . . . Every 
secretary should have a knowledge of the 
system of filing best suited to meet the 
needs and demands of her particular office.

p. 21.

Meehan, Mary Ellen Oliverio, and
Pasewark, Secretarial Office Procedures, 

(Cincinnati: South-Western Publishing Co., 1972),
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Substituting "maintaining records" for filing

skill, they stressed:

Another vital basic skill enumerated by Meehan,

They

stated:

3.
4.

Well-organized records and an orderly procedure 
for using them indicate an efficient secretary. 
Frequently a secretary is called on for infor
mation that is needed immediately. . . . Secre
taries are expected to maintain their records 
and keep track of those that are removed 
temporarily. Unfiled stacks of material are 
a sign of poor attention to this imoortant 
office task.

Oliverio, and Pasewark was that of planning work.

98Ibid., p. 9.
Q 9 Ibid., p. 10.

Secretaries work without direct supervision 
and, therefore, assume responsibility for 
deciding the order in which they will do the 
tasks before them. The establishing of priori
ties , which means putting the tasks in one, 
two, three order, cannot be done unless the 
secretary has a complete understanding of the 
work of her office. Often she and her employer 
will discuss the jobs to be done and together 
establish an order for them. However, unex
pected events can change the plans and at such 
times the secretary must know how to revise 
her own work schedule to take account of the 
changing situation.

The secretary's desk calendar, her 
employer's calendar, and her tickler, or

Ability to write briefly and to the point.
Ability to understand the meaning of 
messages.98
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The area of time management was included by Smith

He advised the school secretary:

He also said:

Public Relations

Communicating as a necessary technical skill

appeared to overlap with the school secretary's role as

In Communications

Public Relations, it was stated:

follow-up, 
schedule.

Design a schedule for beginning and ending the 
day's work according to your principal's schedule 
and your own. With your principal, establish a 
time for taking dictation, checking reports, 
signing payrolls, and making appointments with 
callers.1

Find out which duties your principal ranks "top 
priority." Work out a list of duties for 
various times of the year: before the opening 
of school, durina holidays, at the close of the 
year.102

a member of the public relations team.

101John Allan Smith, The School Secretary's
2d ed. (Englewood Cliffs, N.J.: Prentice-Hall, 
44.

100T^., Ibid., p. 12.

file—all serve to keep her on her 
She knows how to use these 

scheduling devices so that they are faithful 
aids to her memory.100

in the topic, "Working with the School Administrator."

Handbook, 
1972), p.

102_.Ibid., p. 43.
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are

The organizational pyramid presented in descending order

the human components of school systems: board members;

administrators; teachers; and custodians, aides, bus

The

pyramid inverted itself when consideration was given to

which of the human components had more day to day contacts

This

indicated that secretaries and other classified members

of the public relations team have possessed the potential

for exerting the greatest influence on the quality of

public relations.

Certainly the school secretary has borne the major

103

New York State

Public Relations Committee and Staff of the
New York State School Boards Association, Communications 
Public Relations, rev. ed. (Albany, N.Y.: 
School Boards Association, 1973), p. 23.

^5tl. . , Ibid.

and the greatest credibility in the community.1^

Ibid., p. 26 .

104 drivers, cafeteria workers, and secretaries.

The public relations of any school system 
vitally affected by the relations of the 
school board with its own employees at all 
levels. . . . Teachers, custodians, bus 
drivers, and cafeteria workers all have a 
stake in the success of the schools. They 
must work with the boards and the administra
tors to advance the regard of the public for 
the system.103
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due

to his/her being in a to

Jones listed as one of the characteristics of an out-

"keen sense of school-

Addressing the local school

administrator, she explained:

You want a worker in your office who will 
be able to deal adequately with all persons 
who may visit the school office. Since she 
is certain to encounter unreasonable people 
almost daily, choose an applicant with 
patience and tact.

The outstanding secretary is not only 
interested in adults and their problems, but 
lets them know that she will do what she can 
to help solve those problems. Though she 
needs to be a sympathetic listener, she must 
not be prone to making everybody's problems 
her own. She needs to be the kind of person 
who will act in a positive manner (within the 
province of her responsibilities), and whom

106Warren E. Gauerke, Legal and Ethical Responsi
bilities of School Personnel (Englewood Cliffs, N.J.: 
Prentice-Hall, 1959), p. 197.

responsibility for "immediate public relations,"

107Merle M. Carlin, "The Role of the Educational 
Secretary," Teachers College Journal 30 (March 1959) :78.

108Florence Glenn Jones, "How to Run a More 
Efficient School Office," Handbook of Successful School 
Administration (Englewood Cliffs, N.J.: Prentice-Hall, 
1974), p. 239.

"strategic position . .

standing school secretary a
•4- 4 4_ ' II 10 8community relations.

influence the general public for good or for bad."'*'0^
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Personal Qualities

taries abound in the literature; as partial predictors of

The list compiled for the study is not

overlapping qualities.

Appearance is the most immediately1. Appearance.

obvious personal aspect. The school secretary should

be

appearance and dignity without snobbishness.

As a factor in appearance and personality,Poise.2 .

"that assured graciouspoise has been defined as

that develops when one knows one’s job well.manner

172.

you can trust under conditions of stress or 
in situations where discretion is needed.

"personable" while maintaining an "attractive
„111

Lists of desirable personal qualities of secre-

HOWilliam A. Yeager, Administration of the tion- 
instructional Personnel and Services (New York: Harper 
& Bros., 1959), p. 167.

109_, ■Ibid.

lllTl_. .Ibia., p.

all-inclusive; rather, it is representative of numerous

performance, personal characteristics are potentially 
u 110 

. important.
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feels secure in doing it, and has no sense of loss
„112when meeting new sets of circumstances.

3. Voice and vocabulary. The secretary should have a

"pleasant, clear voice" and use a vocabulary which

demonstrates "wise and precise use of the

Friendliness.4. The trait of friendliness enhances

the secretary's ability to work well with others and
114is characterized by a real interest in others.

5. Sense of humor. The successful school secretary

detachment and a great deal of humor.

Initiative. The school secretary who exhibits6.

initiative has the "ability to identify accurately

what needs to be done and then follow through with

Effective Educational Secretary, 2.P-
Oliverio, and Pasewark, Secretarial 
p. 25.

„115

^■^Meehan, Oliverio, and Pasewark, Secretarial 
Office Procedures, p. 22.

116,„Meehan,
Office Procedures,

115 •Priest,

■L14Smith, School Secretary's Handbook,

112 Smith, School Secretary's Handbook,

the correct action."

. „113language.

heeds the advice, "View your job with a little

p. 57.

p. 58.
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7. Reliability. Priest addressed the school secretary:

8. Flexibility. Flexibility minimizes annoyance and

9. Loyalty. The school secretary who possesses the

attribute of loyalty believes the best about

10. Cooperation involves helpfulness,Cooperation.

It includes openmindedness

Ethical and Legal Aspects

As in the other areas of role expectations of

school secretaries, the ethical and legal aspects tend

117Priest, Effective Educational Secretary, p. 2 .

"How to Run a More Efficient School
Office,"

School Secretary's Handbook, 57.P-
57-58.pp.

Perhaps the most important character trait 
you'll need in your career as an educational 
secretary is reliability. Knowing that you 
can be asked to do something once and it will 
be done without checking is a source of real 
satisfaction to your supervisor.I1?

118,Jones, 
p. 239.
119Smith,
120,, . .Ibid.,

unselfishness, and tact.

co-workers, acts in their best interest, stands by

frustration when work schedules must be interrupted
• US or revised.

120 toward the ideas and methods of others.

119 them, and accepts their weaknesses.
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not to be delineated sharply. These aspects primarily

deal with relationships, the "legal interests and ethical

obligations of school personnel to themselves, children,

These relationships

The Legal Aspect

The legal aspect lends itself to a greater degree

of distinction than the ethical aspect, since it is rooted

in law and in school district policy. The Bureau of Busi

ness Practice addressed school secretaries:

as such.

121Gauerke, Legal and Ethical Responsibilities,

121 parents, and to the body politic."

are complex and frequently make contradictory demands upon

You cannot help but be concerned with the 
laws that govern your school or school system. 
Most of your duties are affected directly or 
indirectly by statute.

Laws dealing with education are many and 
diversified. You can't know them all. But 
you do need a background knowledge of those 
that concern you and the operation of your 
office or department.

There are no national educational laws 
Our schools are regulated by state 

laws--but no state, of course, may make a law 
in conflict with the Federal laws. In the 
same manner there may be county and city laws

p. 2.

122 school secretaries and other school employees.

12 2x Ibid., p. 3.
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In order to keep abreast of school laws, school

secretaries were advised by the Bureau of Business

Practice:

a

Professional school secretaries necessarily are

concerned with educational law in its broadest sense and

should acquire a working knowledge of the laws which are
125most pertinent to their role expectations. Examples

of topics which affect the functioning of school secre

taries are:
State law has mandated the numberSchool sessions.1.

123

31.29,pp.

your own 
In many

that govern the local school system—but these, 
in turn, may not conflict with state laws.123

125T,_ . ,Ibid.,

Bureau of Business Practice, Educational 
Secretary's Handbook (Waterford, Conn.: Bureau of Busi
ness Practice, 1969), pp. 28-29.

The best source of information is 
state's department of education, 
states the department of education publishes 
handbook of laws and regulations, which is 
offered as a guide to local boards of 
education. . . .

For county and city laws and regulations, 
go straight to the Board of Education or 
superintendent of schools. It's likely, of 
course, that you yourself work directly with 
one of these administrations, in which case 
the local laws are at your fingertips.I24

124 Ibid., p. 29.
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of days in the school term, allowing for holidays and

emergency closings. Additional closings, as for

2. Employment. States have specified requirements for

certificated employees and have made determinations

regarding classified employees, such as decisions

related to retirement and health qualifications. The

employment of classified employees may have been

Additionally, the local board of edu

cation had the inherent power to adopt rules and

regulations with which employees have been obliged to

The only restrictions on the rules have beencomply.

have been confined to the legal framework of the

In addition to non-routine hazards which may3. Safety.
have existed, schools generally have been required to

78.P-
12 8Gauerke, Legal and Ethical Responsibilities,

Ibid.

inclement weather, in excess of the allotted number

126of days, have been required to be made up.

128 state.

12 6 ~ „Ibid., p. 30.

required to conform to certain state and national
127 labor laws.

(a) they must have been reasonable; and (b) they must
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in session. Any dangerous condition was to have been

Accidents were to be reported

without delay according to the school system's approved

procedures; school secretaries were cautioned:

In brief, school secretaries have been expected

to acquire a general understanding of applicable federal,

and local laws and to rely heavily on school dis-state ,

trict policy, heeding the advice:

Nearly every school district has a set of 
policies established by the board of educa
tion, along with the established procedures 
for implementation. They must be followed to 
prevent legal problems. Your administrator

The administrator, of course, undertakes an 
investigation and analysis of each accident. 
But he depends on you for accuracy because 
the results of any investigation will, no 
doubt, be summarized and presented. . . . 
Information obtained from accident reports 
you fill out might form the basis of an 
analysis of the safety program. The reports 
might even bring about changes in policies 
and procedures. So, it's impossible to over
emphasize their importance and the need for 
accuracy. 30

129Bureau of Business Practice, Educational
Secretary's Handbook, p. 31.

keep exits unobstructed and unlocked while school was

reported immediately; failure to do so was construed
129 as negligence.

130T, . , ,_Ibid., p. 35.
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The Ethical Aspect

Ethics has been defined as the "set of nonlegal

rules" which attempts to regulate human relationships.

and the ethical aspect of role expectations of school

Smith noted that a "large part of the

school secretary's work involves relationships with fellow

workers" and that the atmosphere of the school office.

the common ground for a variety of people who render and

He outlined guidelines for

establishing satisfactory working relationships:

Develop a helpful relationship with fellow workers:1.
Notify fellow workers of change.a.
Help create a group feeling.b.
Listen to others' requests.c.

2.

depends upon you to know those policies and 
to operate within their framework.131

132Gauerke, Legal and Ethical Responsibilities,

131Priest, Effective Educational Secretary, p.

13 3Smith, School Secretary's Handbook, p. 55.

receive educational services, depends in great part on
133 the school secretary.

secretaries has related to the "human duty" of secretarial 
functioning.132

p. 17.
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2. Develop an atmosphere of friendliness.
1343. Develop "plus" personal qualities.

The code of ethics adopted by the National

Association of Educational Secretaries on 9 July 1950

likewise featured three main bases:

Service.1.

Improvement of service to the school and to thea.

community.

Participation in professional organizations.b.

2. Integrity.

Relations with co-workers and others.a.

Con fidentiality.b.

Constructive criticism.c.

Dutiful citizenship.d.

e.

Refraining from exerting pressure on schoolf.

officials for personal reasons.

3. Skill.
Performance of duty with "dispatch and accuracy."a.
Upgrading through study, travel, and other means.b.

55-57.

Loyalty to school system, state, and nation.

134 .Ibid., pp.
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congenial office without unduec.

socializing.

d. Good human relations.

e .

The revised code was based on a three-point

commitment:

1. Commitment to the position.

Performance of duty (corresponding to item 3a ofa.

the foregoing outline of the original code).

Relations with others (corresponding to item 2ab.

of the original as outlined).

Personal impression (not in the original).c.

d. Acting within professional limits of responsi

bility (not in the original).

Loyalty to co-workers (corresponding to item 2ce.

of the original as outlined).

Commitment to the profession.2.

Participation in professional organizationsa.
(corresponding to item lb of the original).

Acknowledgment of group responsibility for indi-b.
vidual actions (not in the original).

135Yeager, Administration of Noninstructional 
Personnel and Services, p. 158.

Maintaining a

Good public relations.1
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Recruitment of capable persons as educationalc.

secretaries (not included in the original).
d.

included in the original).

3. Commitment to the community.

Public relations.a.

(1) Being knowledgeable of the institution in

order to give information and guidance (not

included in the original).

(2) Exercising caution in making public statements

(corresponding to items 2b and 3e of the

original).

Participation in the improvement of educationalb.

opportunities for all (not included in the

An examination of the items added to the code

since the 1950 version suggested a possible pattern of

trends in ethics for school secretaries which could be of

value in defining the ethical aspect of role expectations.

worthy personal impression" in item 1c, denoted

136National Association of Educational Secretaries, 
Hands United , pp . 8-9.

The first addition, for example, emphasis on a "praise-

n . 136 original).

Placement of service above personal concerns (not
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in item Id acknowledged the truth of Priest's

advice to educational secretaries:

Gauerke previously had described the problem

comprehensively:

2.

"Acting only within the limits of our responsi-
, ... „138bility"

The principal delegates certain responsibili
ties—and corresponding authority--to the 
school secretary since he has but two hands 
and 24 hours in the day. . . . The tasks of 
the clerical staff must be kept within their 
scope of assignment and qualifications. The 
danger exists that, even with all due pre
cautions, the secretary may assume the 
teacher's role. The secretary in the school 
office who arrogates authority to herself is 
acting outside of her province and can raise 
fundamental policy issues. Unfortunately,

Identifying your scope of authority and acting 
within it is certainly not simple and will be 
the most difficult thing you will have to 
master. There are no written rules to follow. 
The key lies in knowing the philosophy and 
style of your administrator and how his facet 
of operation must fit into the overall

■ 139picture.

recognition of the importance of the appearance, manner,

137t, . .Ibid.

139 Priest, Effective Educational Secretary, p.

138T1_ . , Ibid.

and speech of school secretaries in the performance of 

their human duties, m



71

When the National Association of Educational

it declared its intention of recruiting potentially effec-

accepting responsibility for the ethical actions of

policing its ranks and for attracting high caliber pro

fessional secretaries into education. Combined with the

placing of service as a high priority in item 2d, the

standards indicated a desire to keep pace with improved
141ethical principles in other professions.

The inclusion of knowledgeability regarding the

contrasted with the previousrelations in item 3a(1)

concept of good public relations through the practice of

"qualities which promote . . . good public relations—

213.p.

one need not look long nor hard to find the 
secretary who seems to "take on" responsibilities.-1-40

employing agency as a specific means of improving public
142

"profession is held respon-Secretaries affirmed that a

14°Gauerke, Legal and Ethical Responsibilities,

tive persons into the profession in item 2c, the group was

142 . ,Ibid.

141National Association of Educational Secre
taries, Hands United, pp. 8-9.

sible for the conduct of its members" in item 2b and when
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The greatest change, however, revealed in

the analysis and comparison of the former and current code

of ethics for educational secretaries, was the last item

in the latest revision, which was stated:

With the broadened concept of education, the final prin

ciple formally enhanced the ethical aspect of the role

expectations of school secretaries.

It was apparent from the literature that ethics

It was equally evident that thewith personal qualities.
worth of instruction in ethical principles and practices

the inservice level was debatable, and it has beenon
questioned whether formal instruction could help develop

An alternative to instruction aimedmoral perceptions.
at instilling ethics could be inservice education aimed

as an area of role expectations overlapped extensively

Take an active part, within limits prescribed 
by statute, ordinance, tradition, or good 
taste, in the improvement of educational 
opportunities for all, considering this not 
only our prerogative but our obligation.444

143Yeager, Administration of Noninstructional 
Personnel and Services, p. 158.

144National Association of Educational Secre
taries, Hands United, pp. 8-9.

cheerfulness, honesty, tact, understanding, patience, good
. , . „143judgment.
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The Interview Process

Interviews were used in collecting data relevant

to the perceptions of the role of school secretaries. A

survey of selected literature related to interview tech

niques therefore was included.

Bloom, Hastings, and Madaus formulated the

definition:

They described the structured interview:

22.P-

The interview technique involves a face-to- 
face encounter of the interviewer, who asks 
carefully developed questions, and the 
respondent. The interview can be structured 
or unstructured in format. ■'•46

In the structured interview, the wording and 
sequence of the questions are fixed. The 
interviewer is given little or no freedom to 
deviate from the fixed schedule except to 
clarify misunderstanding or ambiguities and 
to branch into other sections of the schedule

function as a

145Gauerke, Legal and Ethical Responsibilities,

14 6 Benjamin S. Bloom, J. Thomas Hastings, and 
George F. Madaus, Handbook on Formative and Summative 
Evaluation of Student Learning (New York: McGraw Hill 
Book Co., 1971), p. 236.

at developing understanding of how ethical principles can

real and practical instrument for improving

. . 145gob performance.
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Since the predetermined question was to be presented

objectively, Hussain noted that this factor ensured that

nothing of significance was omitted and that the interview

Harris further described the structured interview

and "effective in the systematic collection of

ideas, opinions, . He stated:

Prentice-Hall, 1975),

77.

when certain criteria are met. His principal 
job is to present the question to the 
respondent and record his answer.147

Ibid.

151T, . j Ibid.

as one "primarily used in obtaining or imparting infor-

149 mation"

14 8Khateeb M. Hussain, Development of Information 
Systems for Education (Englewood Cliffs, N.J.: Prentice- 
Hall , 1973), p. 237.

The structured interview involves a predeter
mined set of questions. An interview schedule 
is desirable to ensure coverage of all ques
tions, proper sequencing, and systematic 
recording of the information elicited. The 
interviewer in this activity is concerned only 
with answers to the predetermined questions. 
Other responses or supplementary information 
are usually ignored.151

. and attitudes."150

. , . , . .148would not be very time-consuming.

15(1 ■Ibid., p.

149 Ben M. Harris, Supervisory Behavior in 
Education (Englewood Cliffs, N.J.: 
p. 76.
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In contrast, the unstructured interview was
explained:

Harris also equated unstructured interviewing

with nondirective interviewing. Instead of collecting

the purpose of the unstructured interviewinformation,

to guide the interviewee in "rehearsing his past andwas

The nondirective

sequential than other interview forms.

78.P-

interview tended to be "prolonged and less logically
,,15 4

153Harris, Supervisory Behavior in Education,

15 2 Bloom, Hastings, and Madaus, Handbook on
Formative and Summative Evaluation, p. 2 37.

154 Ibid.

canvassing his present and future with emphasis on self-

153assessment and self-determination."

In the unstructured interview, a limited number 
of key questions about the topics of interest 
are constructed in order to maximize the 
analytic values of the responses, but within 
these limitations the interviewer listens and 
probes rather than leads. Here the approach is 
nondirective and the interviewer has almost 
unlimited freedom to explore subtle nuances, 
thereby clarifying a respondent's answers. 
This technique broadens and deepens the 
evaluative information by encouraging a more 
spontaneous and more immediately personal 
expression of attitudes on the part of the 
respondent. It enables him to indicate the 
whys and wherefores of the values he expresses 
and the attitudes he reflects.-'■^2
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Harris described a third interview form, the semi

structured interview, which he labeled "focused inter

viewing. "

sufficient flexibility for the interviewer and interviewee

.,155alike to react in ways that reduce tensions and threat.

Although he presented the semistructured interview as an

activity involving an instructional supervisor and a

teacher, the technique appeared relevant to the objective

A prerequisitesubjective as well as objective data.

for the semistructured interview was that both the inter

viewer and the interviewee were to be knowledgeable

regarding the interview topic; the interviewee must have

been involved in a situation related to the topic, and

the interviewer must have analyzed the most significant

157
elements of the topic situation.

Certain procedures for interviewing were recom-

Since the majority were developed for supervisor-mended.

teacher and counselor-student interviews, they necessarily

77.

of obtaining information, since it was "concerned with 

,.156

156 . ,Ibid.
157,., . , Ibid.

155T. . , Ibid., p.

He stated, "The focused interview offers
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The procedures or techniques appeared to divide themselves

into three chronological categories: the preliminaries,
the body of the interview, and the termination. Using

these categories, they can be summarized:

1. Preliminaries.

Rapport. Rosecrance and Hayden stated, "Thea.

first step is for the interviewer to establish

b. Crow and Crow added the elementAcceptance.

of acceptance of the interviewee by the

Jones, Stefflre, and Stewart stipu-Ob j ective.c.

lated that the interviewer establish the objec-

2. Body of the interview.
"The interviewee must beConfidentiality.a.

15 8 Francis C. Rosecrance and Velma D. Hayden,
School Guidance and Personnel Services (Boston: Allyn & 
Bacon, 1960), p. 66.

15 9Lester D. Crow and Alice Crow, Organization and 
Conduct of Guidance Services (New York: David McKay Co. , 
1965), p. 348.

160Arthur J. Jones, Buford Stefflre, and Norman R. 
Stewart, Principles of Guidance, 6th ed. (New York: 
McGraw Hill Book Co., 1970), p. 145.

15 8 rapport with the interviewee."

were modified as appropriate for inclusion in the study.

. 159interviewer.

160 tive of the interview with the interviewee.
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encouraged to express his true feelings and

Listening.b. The importance of listening without

Recording.c.

a method of enabling the interviewer to dispense

with note-taking but cautioned that "strong

rapport is required if recordings of interviews

are made, and appropriate safeguards must be taken

Cunningham commented,d. Question-asking.

162
348.

Harris, Supervisory Behavior in Education,
78.P-

Crow and Crow, Organization and Conduct of 
Guidance Services, p.

163

interruption to what the interviewee wishes to say

Harris recommended tape recordings as

The ultimate purpose of a question is to 
stimulate, direct, and extend thinking. 
The true measure of an effective question 
is the answer it elicits.164

161Rosecrance and Hayden, School Guidance and 
Personnel Services, p. 66.

thoughts without fear of censure or betrayal of 
c. i „161 confidence.

164 Roger T. Cunningham, "Developing Question-Asking

. ■ 162was emphasized.

to ensure proper disposal of these confidential

*. ,.163tapes. 1
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He also advocated

Terminating the interview.3. This category was regarded

as being almost equal in importance to the prelimi

naries . It was suggested that the interviewer focus

more on cognitive than affective items and lead

Summary

The review of the literature indicated general

agreement that:

Inservice education for classified employees was1.

important as

improvement.

Programs of inservice should result from systematic2 .

planning based on valid needs of the school district.

Guidance,

which would go beyond obtaining purely factual
165answers.

a means of attaining organizational

Skills," in Developing Teacher Competencies, ed. James E. 
Weigand (Englewood Cliffs, N.J.: Prentice-Hall, 1971), 
p. 119.

165 . ,Ibid.

a strategy for asking questions

1 6 Jones, Stefflre, and Stewart, Principles of 
p. 146.

subtly into a summary of the most meaningful aspects 
of the interview. J"66
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Participants in classified inservice programs tended3.

to profit more from such programs when they were

involved actively in the initiating and planning

stages.

Several nationally known programs for classified

personnel were characterized by intensive planning and

not as strong in the area of needs assessment as they were

in other program components. Motivation for participation

in programs sponsored by school districts often was

encouraged by monetary rewards.

School secretaries who function effectively may

be regarded as fulfilling certain role expectations

(1) technical skills; (2) public relations;related to:

(3) personal qualities; and (4) ethical and legal aspects

They evince similar characteristics andof their work.

behaviors and possess like skills and knowledge.

The literature on interviewing was factual and lent

itself to the development of a three-step method, regard

less of whether the interview was to be structured,

The interview method

(1) the preliminaries; (2) the body of theembraced:

interview; and (3) terminating the interview.

unstructured, or semistructured.

elaborate structure; however, those reviewed were generally



CHAPTER III

METHODOLOGY OF THE STUDY

The study proposed to develop and field test

procedures for conducting an assessment of the inservice

education needs of school secretaries. With a need defined

discrepancy between role expectations and role per

formance , it was necessary to identify (1) role expecta

tions of school secretaries; (2) their role performance

level; and (3) the extent of the discrepancy between role

expectations and role performance. It was necessary also

to establish priorities for the inservice program based

on the assessed needs.

Sources of Information

Information was gathered from varied sources:

(1) professional literature, including several unpublished

(2) correspondence with officials andresearch studies;

employees of local education agencies and professional

organizations; (3) telephone communications with officials

and employees of local education agencies and professional

81

as a
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organizations; and (4) interviews with students, parents,

The literature was reviewed to obtain information

related to three distinctly separate topics:

1. The inservice education of classified employees of

planning techniquesa.

b. exemplary programs

2 . Role expectations of school secretaries in the areas
of:

technical skillsa.

b. public relations

personal qualitiesc.

d. ethical and legal aspects

3. Interviewing as a strategy for collecting information

The correspondence and telephone communications

with officials and employees of local education agencies

and professional organizations were used to acquire first

hand verbal and written information regarding operational

inservice education programs for classified personnel

generally and for school secretaries and other educational

secretaries specifically.

school systems, with emphasis on:

teachers, and local school administrators.
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The verbal and written communications were made

with those school systems outside the state of Alabama

which had similar inservice programs reported in the

literature and with the four school systems in the state

of Alabama which were comparable in size to the school

system selected for the study. Among the school systems

the Brevard County (Florida) School System, the Mobile

County (Alabama) School System, the Montgomery County

(Alabama) School System, the Birmingham (Alabama) City

School System, and the Huntsville (Alabama) City School

Professional organizations from which informationSystem.

was obtained were the National Association of Educational

the Association of School Business Officials,Secretaries,

the Pinellas County (Florida) Association of Educational

and the Alabama Association of School OfficeSecretaries,

Personnel.

Interviews were conducted to solicit information

regarding interviewees' perceptions of the role expecta-

The interviews were con-tions of school secretaries.

ducted with five to ten members of four clearly defined

(1) students, elementary and secondary;groups :

contacted were the Downey (California) Unified School

District, the Pinellas County (Florida) School System,
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(2) parents of elementary and secondary students;

(3) teachers, elementary and secondary; and (4) local

school administrators, elementary and secondary, from

schools of varying sizes. All of the persons interviewed

were students, patrons, or employees of the selected

school system. An informal random selection of the inter-

and experience balance.

The interviews were semistructured and were

centered on a lead question, which was varied according

For the student interviewees, for example, the question

"What does the school secretary do that is helpfulwas,
The questions forand important to you as a student?"

the other groups were similar except for specifying the

respondents' position.

The interviews were taped on cassettes and briefly

summarized on file cards according to a format:

1.

administrator)

Place and date of interview2 .

Interviewee's position (student, parent, teacher, or

viewees was made with regard to maintaining racial, sex,

to the respondents' relationship to the school secretary.
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Interviewee's classification3.

elementary or secondarya.

b. experience

c. sex

d. race

4 . Interviewee's perceptions of the role expectations of

school secretaries

Research Data

The research data were obtained through the use

of two forms of a basic questionnaire, Functions of the

School Secretary. The first form, Functions of the

School Secretary, List A (Appendix A), was distributed,

modified in relation to the type response requested,was

and was distributed as Functions of the School Secretary,

List B (Appendix B).

The questionnaires were developed for specific

Functions of the School Secretary, List A,purposes.
proposed to determine respondents' perceptions of the

importance of each of the role expectations listed.

Functions of the School Secretary, List B, was developed

Development of the Instrument 
for Data Collection
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to determine respondents' perceptions of the effectiveness

of school secretaries in performing each of the functions.

or role expectations, on the list.

The development of the questionnaires was based

information obtained through interviews. The first draft

of the basic questionnaire, which was the list of the role

expectations, was discussed informally but at length with

several school secretaries who were considered excellent

in their job performance. They endorsed the list of

functions in its original form without recommending

changes for readability or for adding or deleting

functions.

The list of role expectations was submitted

formally to a former school secretary of lengthy experi-
The individual wasence and demonstrated expertise.

highly respected by certificated and classified employees

alike and regarded as one of the most competent school
Her recommendations were incorporated intosecretaries.

The revised questionnaire with instructionsthe list.
for responding was titled Functions of the School Secre-

(Appendix C) to the selected participants.

tary, List A, and was distributed with a cover letter

on information from the review of literature and on
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Respondents were asked to identify their positions

in the school system and to rate the importance of the

role expectations listed, using the scale included in the
instructions. The scale assigned a numerical code or

value to each of four possible ratings: essential, coded

Functions of the School Secretary, List B, resulted

from the modification of Functions of the School Secretary,

The second

questionnaire with its accompanying cover letter

participants.

After identifying their positions in the school

system, respondents were asked to rate the school secre-

The rating scaleusing the suggested scale.on the list,
assigned a number to each of four possible responses:
poorly, coded 1; not very well, coded 2; well, coded 3;

and extremely well, coded 4.

The rating scales were designed to eliminate the

possibility of neutral responses, there being no choice

other than one of the two positive responses or one of

nonessential, coded as 4.

as 1; important, coded as 2; unimportant, coded as 3; and

(Appendix D) was distributed to a second group of

List A, to allow for a different type response.

taries' effectiveness in relation to each role expectation
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the two negative responses. The scales also were designed

to facilitate the subsequent analysis of data in the

reversal of numerical value. The reversal was necessary

for comparing the effectiveness rating and the importance

rating of each role expectation. An importance rating of

or essential,1, and an effectiveness rating of 1, or

poorly, for a role expectation, for example, would have

indicated that an essential role expectation was being

fulfilled poorly. Such a role expectation would have

become a high priority inservice need.

Participants in Data Collection

Participants in the study were selected on the

basis of their day-to-day experience with the functioning

School secretaries naturally wereof school secretaries.

most involved with their own professional functioning and
Principals, as closestwere included in the study.

co-workers of school secretaries and the most frequent
and immediate beneficiaries of the secretarial services.

were included in the study.
and librarians, who likewise were recipients of secre-

Certain central staff members whotarial services.
worked closely with school secretaries, particularly in

as were teachers, counselors,
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the areas of financial and statistical reporting, also

were included in the study.

The first questionnaire, Functions of the School

Secretary, List A, was distributed to a total of 251

participants. The participants included all of the prin

cipals and all of the school secretaries and assistant

school secretaries in the school system; a selection of

local school certificated personnel—teachers, counselors,

and librarians--based on the knowledge of the researcher

experience; and central staff personnel whose duties
Table 1coincided with those of the school secretaries.

contains a summary of the distribution of and response to

The percentage of response was 74.90.List A.
The second questionnaire, Functions of the School

The group was comprised of the total schoolticipants.

system population of principals, school secretaries, and

Table 2 contains a summaryassistant school secretaries.

of the distribution of and response to List B. The per

centage of response was 64.11.

Secretary, List B, was distributed to a total of 170 par

in an effort to maintain a balance of race, sex, and
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TABLE 1

Position

Principals 79 74.6859

School Secretaries 75 82.4291

25 71.4235

63.042946
74.90188251Total

TABLE 2

Position

64.555179Principals
63.735891School Secretaries
64.11109170Total

Central Staff
Members

DISTRIBUTION AND RESPONSE,
SCHOOL SECRETARY,

Number 
Distributed

Number 
Distributed

Number of 
Respondents

Number of 
Respondents

FUNCTIONS OF THE 
LIST A

Percentage 
of Response

Percentage 
of Response

Teachers, Counselors, 
and Librarians

DISTRIBUTION AND RESPONSE, FUNCTIONS OF THE 
SCHOOL SECRETARY, LIST B
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Compilation and Analysis of Data

The data from responses to the two questionnaires

Briefly, the
stages were:

First stage: Determining the mean importance

rating of each role expectation according to respondents'

perceptions of the importance of each role expectation

and rank ordering the role expectations in relation to

their mean importance ratings.

Determining the mean effectivenessSecond stage:

rating of each role expectation according to respondents'

perceptions of the effectiveness of each role expectation

and rank ordering the role expectations in relation to

their mean effectiveness ratings.
Investigating the relationshipThird stage:

between importance and effectiveness,'determining whether

strength.

Cross tabulating importance andFourth stage:
effectiveness ratings to identify the areas of greatest

inservice need.
Obtaining an adjusted need meanFifth stage:

for each role expectation and rank ordering the role

were compiled and analyzed in five stages.

a significant relationship existed, and, if so, its
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expectations to ascertain whether or not a significant

pattern would emerge.

The study was summarized, findings were identified

made.

Summary

The methodology for developing and field testing

procedures for assessing the inservice needs of school

secretaries began with defining what school secretaries

Their role expectations were identi-were expected to do.

fied by means of information collected from related

series of interviews. Percep

tions of the importance of each role expectation were

obtained through the use of

for the purpose.
prioritized list was achieved.

As perceived by the principals and school

effectiveness level of school secre-

atries in fulfilling role expectations was identified.

a questionnaire developed

Each role expectation received a mean effectiveness rating

mendations for immediate action and for further study were

literature and through a

role performance or

from the data, certain conclusions were drawn, and recom-

Through the data analysis process, a

secretaries and reported on the second questionnaire, the
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which constituted a mean performance level for each role

expectation.

effectiveness ratings was compiled.

After each of the role expectations had received

an importance rating and an effectiveness rating, a

cross tabulation of the two ratings was performed. The

crepancies between the importance and the performance

It made possible the compilation of a prioritizedlevels.

list of role expectations which represented the assessed

needs for the inservice education of school secretaries.

A rank ordered list based on the mean

cross tabulation resulted in the identification of dis-



CHAPTER IV

ANALYSIS OF DATA

The data were collected and analyzed to assess

the needs for an inservice program based on determining

the relationship or discrepancy between role expectations

and role performance of school secretaries. The ques

tionnaire, Functions of the School Secretary, List A, was

used to gather the first set of data, which was related

to the importance of role expectations. The second set

of data, which was related to the performance of role

expectations, resulted from the use of a modified form

of the first questionnaire, Functions of the School

Secretary, List B.

Identificati.on of Respondent Groups

The data were based on responses to the two

Four subgroups received and responded toquestionnaires.
(1) elementary and secondarythe first questionnaire:

school secretaries and assistant schoolprincipals, (2)

(3) local school certificated personnel, andsecretaries,

94
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(4) selected certificated and classified members of the

central staff. Two subgroups received and responded to

the second questionnaire: (1) elementary and secondary

principals, and (2) school secretaries and assistant

school secretaries.

Method of Analysis

Using the responses to the two questionnaires as

data, the mean importance rating and rank ordering of

role expectations for List A and the mean effectiveness

rating and rank ordering of role expectations for List B

The program performed the following

(1) computed the means of a number of vari-functions:

(2) treated zeros, or lack of responses, as missingables;

data by adjusting the denominator of the mean; and

(3) sorted the means in descending order.

A second program, ANOV 12, written by Harry R.

to perform chi-square (x2) analyses, was used toBarker,

and obtain a probability level andcompute a two-way x2
. . 2a contingency coefficient.

^Carol H. Adams, Ph.D. candidate, The University 
of Alabama, University, Alabama.

2
Harry R. Barker and Barbara M. Barker, Behavioral

were calculated using a FORTRAN program developed by

Carol H. Adams.



96

The computations were made at The University of

Alabama Computer Center using

Treatment of Data

The data were analyzed in five stages. Initially,

subgroups separately. A preliminary analysis of the data

indicated

decision was made not to separate the responses of the

respondent subgroups.

First Stage of Data Analysis

The first stage had as its objective the

prioritizing of the 104 role expectations in Functions of

the School Secretary, List A, according to the respondents'

perceptions of the importance of each role expectation.

The first stage resulted in the development of a list of

the role expectations rank ordered in terms of their mean

The role expectationsimportance rating (Appendix E) .

Appendix F.

a Univac 1110 computer.

a high degree of similarity; therefore, the

consideration was given to treating the responses of the

Sciences Statistics Program Library, 2d rev. ed. 
(University, Ala.: University of Alabama, April 1977), 
p. 27.

were listed by numerical code as illustrated in
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The list was trichotomized, or divided into three

equal parts: low importance, medium importance, and high
importance.

listed in their entirety in Table 3 in descending order

according to their mean importance rating.

coded in Appendix F, for example, was related to main

taining confidentiality regarding the principal's activi-

It was perceived as having been

the most important role expectation and headed the list

in Table 3.

Second Stage of Data Analysis

The second stage of data analysis determined the

mean effectiveness rating for each role expectation.

Responses to Functions of the School Secretary, List B,

were the respondents' perceptions of how well each func

tion or role expectation was being fulfilled by school

The role expectations were rank ordered bysecretaries.

numerical code according to their mean effectiveness

rating (Appendix G).

The list was trichotomized into groups: low

effectiveness, medium effectiveness, and high effective-

The low effectiveness role expectations were listedness.

The high importance role expectations were

Item 10, as

ties, conferences, etc.
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TABLE 3

Rank Code

1 1.090 10

2 1.091 58

3 1.101 11

14 1.222 34

15 241.223

16 1. 228 32

1.229 1217

2118 1.233

9
10
11

12
13

4
5
6
7
8

Mean 
Rating

1.176
1.177
1.179

1.134
1.140
1.144
1.144
1.149

1.191
1.206

70
55
85
72
28

81
69
88

20
29

ROLE EXPECTATIONS RANK ORDERED BY MEAN IMPORTANCE 
RATINGS: HIGH IMPORTANCE CATEGORY

Maintains confidentiality regarding 
principal's activities, conferences, 
etc.

Maintains records--school financial 
account

Maintains confidentiality regarding 
student records and incidents

Compiles reports—financial
Maintains records—registers 
Demonstrates competence—bookkeeping 
Compiles reports—service (payroll) 
Maintains harmonious relationships 

with other members of the school 
" team"—principal.

Demonstrates competence—typing 
Compiles reports--statistical 
Demonstrates competence--banking 
procedures

Shows respect for principal
Maintains harmonious relationships 
with other members of the school 
"team"—teachers

Implements effective public relations 
through reception of visitors

Exhibits desire to meet needs/requests 
of principal

Implements effective public relations 
through telephone communications 

Maintains confidentiality regarding 
teachers' comments or actions

Shows respect for teachers
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TABLE 3—Continued

Rank Code

19 1.238 31

25 1.257 63

26 1.259 33

29 1.265 57

30 1.266 86

31 1.267 60

32 1.269 64

33 1021.270

3934 1.276

20
21

22
23
24

27
28

Mean 
Rating

1.241
1.242

1.243
1.243
1.249

1.262
1.265

59
62

45
30

84
22
61

Maintains harmonious relationships 
with other members of the school 
"team"—central office personnel

Maintains records—staff attendance
Receives, receipts, and accounts for 
moneys—parent donations

Demonstrates competence—filing
Shows respect for parents
Receives, receipts, and accounts for 
moneys--field trips

Receives, receipts, and accounts for 
moneys—fund raising projects

Implements effective public relations 
through written communications

Manages time—sets task priorities
Maintains harmonious relationships 

with other members of the school 
"team"—classified school staff

Maintains records—individual teacher 
accounts

Demonstrates competence—using office 
machines

Receives, receipts, and accounts for 
moneys—student organizations

Receives, receipts, and accounts for 
moneys--school sales

Exhibits good personal characteris
tics—emotional stability

Provides continuity when a new prin
cipal is appointed
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in their entirety in Table 4 in descending order according

to their mean effectiveness rating. Item 3, as coded in

Appendix F,

of policy and procedures regarding drug abuse incidents

and was perceived to have been fulfilled with lowest

effectiveness. It headed the list in Table 4.

Third Stage of Data Analysis

The third stage dealt with the relationship between

importance and effectiveness. The first objective of the

third stage was to identify the correlation between the

importance ratings and the effectiveness ratings, to

determine if a significant relationship existed between

the importance level and the performance level of each

role expectation.

was determined that there was a significant relationship

and that the probability level was .000, indicating that

the relationship could be due to chance less than one time

in a thousand.

The second objective of the third stage of the

tionship between importance and effectiveness, using the

was related to knowledge and understanding

same type procedure employed to achieve the first

By means of a chi-square analysis, it

data analysis was to estimate the strength of the rela-
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TABLE 4

Rank Code

1 2.856 3

2 3.171 82

3 3.181 4

4 3.234 80

5 3.321 9

6 3.385 8

7 3. 396 79

8 3.398 50

9 3.404 1

Mean 
Rating

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to incidents of drug abuse

Demonstrates competence--dictation and 
transcription

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to discipline

Takes notes, develops minutes or 
summaries, and distributes as 
appropriate--building inservice 
sessions

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to public information 
statements to media representatives

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to grievance procedures

Takes notes, develops minutes or 
summaries, and distributes as 
appropriate—budget committee 
meetings

Manages time—keeps up with school 
system calendar

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to medication for students

ROLE EXPECTATIONS RANK ORDERED BY MEAN EFFECTIVENESS 
RATINGS: LOW EFFECTIVENESS CATEGORY
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TABLE 4—Continued

CodeRank

10 3.413 52

11 3.426 54

12 3.431 41

13 3.433 77

14 3.449 49

15 3.454 78

16 3.467 48

17 463.486

18 3.494 65

19 403.495

20 3.495 2

6621 3.505
4422 3.509

Mean 
Rating

Manages office--keeps office neat and 
attractive (not custodial duties)

Manages office—posts items on 
bulletin board

Provides continuity for teachers 
assigned extra-curricular duties

Takes notes, develops minutes or 
summaries, and distributes as 
appropriate—confidential confer
ences with teachers, classified 
staff, students, and parents

Manages time—coordinates local 
school calendar

Takes notes, develops minutes or 
summaries, and distributes as 
appropriate—instructional improve
ment committee meetings

Manages time—keeps principal's 
calendar: (1) makes professional
appointments; (2) records appoint
ments on calendar; (3) reminds 
principal of appointments

Manages time--budgets tasks in terms 
of time

Maintains inventories and processes 
requests—textbooks

Provides continuity--orients new 
teachers

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to reporting accidents

Maintains inventories and processes 
requests--furniture

Provides continuity—orients substi
tute teachers
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TABLE 4—Continued

CodeRank

23 3.514 53

24 3.523 83

25 3.5,43 67

26 3.544 51

27 3.546 38

28 3.546 47

29 3.557 75

32 3.587 18

33 3.587 91

34 3.596 5

30
31

Mean 
Rating

3.569
3.569

45
33

Manages office—arranges office for 
efficiency

Demonstrates competence—composing 
letters, memoranda, etc.

Maintains inventories and processes 
requests--instructional materials

Manages office—supervises office 
staff

Serves as school liaison person with 
community groups

Manages time--plans ahead; timelines 
reporting dates, etc.

Compiles reports—pupil personnel 
(corporal punishment; suspension)

Manages time—sets task priorities
Implements effective public relations 
through written communications

Keeps conduct of personal affairs 
while on duty to a minimum

Demonstrates competence--relaying 
communications between parents 
and students

Demonstrates knowledge and understand
ing by conforming with Board policy 
and procedures, particularly in 
relation to visitors on the campus
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ob j ective.

indicated the existence of

ship between importance and effectiveness.

Fourth Stage of Data Analysis

The fourth stage consisted of a cross tabulation

of role expectations by importance and effectiveness

ratings with the ultimate objective of singling out high

importance/low effectiveness role expectations to pinpoint

the areas of greatest inservice need. From the trichotomy

of the first stage, the role expectations were classified.

In the low importance category, the classification

revealed three role expectations of low importance/high

medium effectiveness, and twenty-four role expectations

The total numberof low importance/low effectiveness.

of role expectations in the low importance category was

The role expectations were identified bythirty-four.

code number in Table 5.

In the medium importance category, there were

effectiveness, twenty-one role expectations of medium

importance/medium effectiveness, and eight role

a moderately strong relation

seven role expectations of medium importance/high

The contingency coefficient was .590, which

effectiveness, seven role expectations of low importance/
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expectations of medium importance/low effectiveness for

The role expec

tations were identified in Table 6.

TABLE 5

49317 56

82 78694

76 4 6516
80 4014

669101

8 4423

79 5315
1 67

52 38

54 75

41 18

77 5

Numbers refer to the numerical code as shown in

High
Effectiveness

NOTE: 
Appendix F.

Medium
Effectiveness

Low
Effectiveness

ROLE EXPECTATIONS PRIORITIZED BY INSERVICE 
NEED: LOW IMPORTANCE CATEGORY

a total of thirty-six role expectations.
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TABLE 6

74 71 5095

4837 73 68

4610392 35

2431007

83132527
5196 1993
479987 90
919726

4236

8998

104

Numbers refer to the numerical code as shown

there wereIn the high importance category,

twenty-four high importance/high effectiveness role

expectations, eight high importance/medium effectiveness

role expectations, and two high importance/low

High
Effectiveness

Medium
Effectiveness

Low 
Effectiveness

NOTE : 
in Appendix F.

ROLE EXPECTATIONS PRIORITIZED BY INSERVICE
NEED: MEDIUM IMPORTANCE CATEGORY
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effectiveness role expectations for total of thirty-foura

role expectations identified in Table 7.

TABLE 7

85 70 81 45

12 24 84 33

30 59 32

22 60 39

21 3458

57 2988

55 6986

31 10261

11 62

72 64

28 20

63 10

NOTE: Numbers refer to the numerical code as shown 
in Appendix F.

High
Effectiveness

Medium
Effectiveness

Low
Effectiveness

ROLE EXPECTATIONS PRIORITIZED BY INSERVICE
NEED: HIGH IMPORTANCE CATEGORY
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summarized in Table 8. The role expectations tended to

group predictably; high importance role expectations,

for example, tended to be high effectiveness role

expectations.

TABLE 8

FREQUENCY OF ROLE EXPECTATIONS

Effectiveness
Importance

MediumHigh Low

High 2824

8Medium 217

247Low 3

Fifth Stage of Data Analysis

The fifth stage of data analysis obtained a rank

ordering of the role expectations based on the product

of the individual mean importance rating and the individual

The frequency of the role expectations was

NOTE: Numerals represent the number of role 
expectations in each cell.
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The results were compiled in

Appendix H, Adjusted Need Mean Ratings of Role Expecta

tions in Sequential Order. The second objective was to

rank order the role expectations according to the adjusted

need mean ratings. Each role expectation was identified

by importance category and effectiveness category.

Appendix I, Adjusted Need Mean Rank Order of Role Expecta

tions, reflected the data analyzed in this manner.

The data analysis in the fifth stage did not

reveal a consistent pattern; therefore, the adjusted need

mean and its rankings were not of value in the needs

assessment process.

Application of Data

For the purpose of the study, the low effective

ness column of Table 8 provided a key to the priority of

An examination of Table 8needs for inservice education.

and Appendix F revealed the two high importance/low

effectiveness role expectations to be, "Implements

effective public relations through written communications,"

These two roleand "Manages time; sets task priorities."

assessed by the analysis of data.

mean effectiveness rating.

expectations represented the highest priorities as
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The second highest priority level included the

eight role expectations in the category of medium

importance/low effectiveness. They and the two highest

priority needs were reported in priority order in Table 9.

determined by averaging the effectiveness ratings and the

importance ratings to obtain a need rating; the lower the

average, the higher the priority within the category.

Using the same procedure, priority numbers were

assigned to each of the role expectations for possible

Priority rankings frominservice program

eleven through 104 were presented in Appendix J.

Summary

Responses to Functions of the School Secretary,

List A, On a scale ofoccurred within a limited range.

1.000 to 4.000, with 1.000 as the highest possible rating

for importance, the spread was from a rating of 1.090 for

rating of 2.044 for the role expectation perceived as

This narrow spread indicated a nearleast important.

consensus among the respondents as to the relative impor

tance of the role expectations presented in the

The priority rankings of the second level needs were

the role expectation perceived as most important to a

inclusion in an
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questionnaires. From the viewpoint of data analysis and

Responses to Functions of the School Secretary,

On a scale

of 4.000 to 1.000, with 4.000 as the highest possible

rating for effectiveness, the spread ranged from 3.853

for the role expectation perceived as most effective to

2.856 for the role expectation perceived as least effec

tive . The limited spread of ratings was an indication

of a rather high level of perceived effectiveness.

Phrased differently, the mean ratings of the lowest

effectiveness role expectations were such as to preclude

preponderance of gross negligence or gross inabilitya

to perform effectively by school secretaries in the

selected school system.

valid, items.

List B, also occurred within a limited range.

statistics, all role expectations constituted "good," or



CHAPTER V

The purpose of the study was to develop and field

test procedures for conducting an assessment of the inser

vice education needs of school secretaries in a selected

school system. The needs assessment subsequently was to

become the first stage in designing a formal inservice

program for the school secretaries.

Summary

The review of the literature related to the

general topic of inservice education and the specific

topics of inservice education for classified personnel

and for school secretaries generated certain principles

directly concerned with the purpose of the study:

Inservice education for classified personnel was1.

viewed as an important method for upgrading duty

performance, thereby contributing to organizational

improvement.

114

SUMMARY, FINDINGS, CONCLUSIONS, 
AND RECOMMENDATIONS
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2. Inservice education for classified personnel should

be planned systematically and should be based on valid

organizational needs.

3. Classified employees should be involved actively in

the inception and planning of inservice programs in

which they would participate.

Organizational needs were discovered to be

synonymous with role expectations; therefore, an identi

fication of the role expectations of school secretaries

became an essential preliminary in the structured needs

A list of 104 role expectations was compiledassessment.

from the search of the literature and from interviews with

students, parents, teachers, and local school administra

tors in the school system selected for the study.

From the literature, it was determined that a need

discrepancy between the ideal and the real. The

list of role expectations, therefore, was adapted into

The first was used to elicit thetwo questionnaires.

perceptions of school secretaries, principals, selected

local school certificated personnel, and certain members

of the school system's central staff regarding the rela

tive importance of each role expectation. The second

questionnaire was used to elicit the perceptions of school

was a
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secretaries and principals regarding the extent to which

the school secretaries were effective in fulfilling their

role expectations.

The first questionnaire dealt with the ideal role

functioning of school secretaries; the second dealt with

how well they functioned. The data from the two ques-

cross tabulated in such a manner as to

permit an inservice priority ranking to be assigned to

each role expectation. The resultant list of rank ordered

role expectations constituted an inservice education needs

assessment for school secretaries in the selected school

system.

Findings

From the data obtained during the study, certain

findings were made. They were:

Role expectations of school secretaries in the1.

selected school system were prioritized according to

perceptions of the importance of individual role

The list was presented in Appendix E.expectations.

Role expectations of school secretaries in the2.

selected school system were prioritized according to

tionnaires were
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perceptions of performance. The list was presented

in Appendix G.

3. Inservice needs of school secretaries in the selected

school system were prioritized according to percep

tions of importance and performance. The role expec

tations which represented the ten highest ranking

inservice needs were:

Implements effective public relations througha.

written communications

b. sets task prioritiesManages time;

keeps up with school system calendarManages time;c.

budgets tasks in terms of timed. Manages time;

plans ahead; timelines reportingManages time;e.

keeps principal's calendarf. Manages time;

makes professional appointments(1)

records appointments on calendar(2)

reminds principal of appointments(3)

Demonstrates competence in composing letters,9-

memoranda, etc.

Demonstrates knowledge and understanding by con-11.

forming with Board policy and procedures, par

ticularly in relation to reporting accidents

dates, etc.
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i. Manages office; supervises office staff

j- Demonstrates competence in relaying communications

between parents and students

Conclusions

Based on the evidence resulting from the study,

it was concluded that:

1. School secretaries in the selected school system

needed an inservice education program.

2. It was possible to develop and implement procedures

for performing a workable inservice education needs

assessment for the school secretaries.

3. The greatest limitation of the study was related to

the use of participants' perceptions of the effec

tiveness of school secretaries rather than an objec

tive measurement of effectiveness.

A projected inservice program for school secretaries4 .

should focus on the highest priority needs; for

example, the most urgent needs pinpointed in the

study were in the areas of public relations, written

communication, and time management.

The procedures followed in the study might be used5 .

model for identifying the inservice needs ofas a
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certificated personnel and other categories of clas

sified personnel in the selected school system and

in other school systems.

Recommendations

The study resulted in the formulation of several

recommendations. It is recommended that:

1. An inservice education program be planned to meet the

highest priority inservice needs of the school secre

taries in the selected school system.

2. Program planning be comprehensive, systematic, and

continuous.

Program planning conform to a proven planning3.

methodology.

Planning involve the school secretaries, with minimal4 .

guidance and maximal support from the central

administration.

The procedures developed in the study be used as a5 .

basis for inservice needs assessments of other

categories of classified personnel.

The procedures developed in the study be modified to6.

assist in the development of a similar needs assess

ment for certificated personnel.
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Other recommendations are for further study. It

is recommended that:

1. A future needs assessment for the inservice education

of school secretaries be based on hard data (measure

ment of effectiveness) rather than on perceptions.

A similar needs assessment be conducted to deal with2.

inservice needs of school secretaries by varied sub

groups; for example, the needs of school secretaries

in small rural elementary schools contrasted with

those of school secretaries in large suburban

secondary schools.
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May 1977

FUNCTIONS OF THE SCHOOL SECRETARY

List A

Your position is:

Instructions :
or

I.

Needs Assessment for School Secretaries' 
Inservice Program

Jefferson County School System 
Birmingham, Alabama

Important
2

Essential
1

Unimportant
3

Nonessential
4

(1)
(2)
(3)
(4) 
the9-

h.
i.

a.
b.
c.
d.
e.
f.

Principal
School Secretary
Local School Certificated Personnel 
Central Staff Member

Demonstrates knowledge and understanding by con
forming with Board policy and procedures, par
ticularly in relation to 

medication for students 
reporting accidents 
incidents of drug abuse 
discipline 
visitors on the campus 
scope of the secretary's authority in 
relation to 

teachers 
students 
parents 
school classified staff 
duty day; attendance, promptness 

grievance procedures 
public information statements to media 
representatives

Please use the scale below to prioritize 
each item on the list. Place a 1, 2, 3, 
4 before each item.
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II.

Ill.

IV.

V.

VI.

VII .
a.
b.
c.
d.

a.
b.
c. 
'd.
e.

a.
b.
c.
d.

a.
b.
c.
d.

telephone calls
visits from friends
correspondence
child care
personal conversations with other staff 
members

a.
b.
c.
d.

Exhibits desire to meet needs/requests of
 students
 principal
 teachers
 parents
 central office personnel

Maintains confidentiality regarding 
 principal's activities, conferences, etc.
 student records and incidents
 teachers' comments or actions
 other school staff members' actions

Maintains harmonious relationships with other 
members of the school "team"

 principal
 teachers
 classified school staff
 central office personnel

Shows respect for 
 students
 principal
 teachers
 parents

Implements effective public relations through
 telephone communications
 written communications
 reception of visitors
 reception of new students

Keeps conduct of personal affairs while on duty to 
a minimum 

a. 
b. 
c.

 
d.
e.
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VIII.
a.

IX.

X.

d.

XI.

XII .
a.
b.

c. 
'd.
e.

a . 
b.

c.
d.

e.
f.

b.
c.

a.
b.
c.

a.
b.
c.

d.
e.
f.

Maintains records
registers
cumulative folders (posted by certificated 
staff) 
individual teacher accounts 
school financial account 
staff attendance

Manages office
supervises office staff
keeps office neat and attractive (not 
custodial duties)
arranges office for efficiency 
posts items on bulletin board

Manages time
sets task priorities
budgets tasks in terms of time
plans ahead; timelines reporting dates, 
etc.
keeps principal's calendar
(1) makes professional appointments
(2) records appointments on calendar
(3) reminds principal of appointments 
coordinates local school calendar 
keeps up with school system calendar

Provides continuity
when a new principal is appointed 
orients new teachers
for teachers assigned extra-curricular 
duties
during principal's brief absence
during principal's extended absence 
orients substitute teachers

Serves as school liaison person with 
central services
(1) reports needs as directed by the 

principal
(2) provides information for services 

personnel as needed
central office personnel 
community groups
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XIII. moneys

XIV.

XV.

h.

XVI.

b.

 c.
 d.

a.
b.
c.
d.

a. 
’b.

c. 
'd.
e.

a.
b.
c.
d.
e.

_f.
9-

develops minutes or summaries, and 
as appropriate

confidential conferences with teachers, 
classified staff, students, and parents 
instructional improvement committee 
meetings
budget committee meetings
building inservice sessions

Compiles reports
statistical 
financial 
budget 
service (payroll) 
accident 
federal 
pupil personnel (corporal punishment; 
suspension)

 vandalism

Maintains inventories and processes requests
 textbooks
 furniture
 instructional materials
 office supplies

Receives, receipts, and accounts for
 student, organizations
 field trips
 parent donations
 fund raising projects
 school sales

Takes notes, 
distributes 

 a.
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XVII.

k.

XVIII .
a.
b.
c.
d.
e. 
'f.
9-
h.
i. 

’j- 

k. 
'1.
m.

a.
b.
c.
d.
e.
’f.

g.
h.
i.
j.

Exhibits good personal characteristics 
grooming 
health habits 
appropriate attire 
cheerful attitude 
poise; dignity 
ini tiative 
judgment 
manners 
speech habits 
voice 
emotional stability 
flexibility 
sense of humor

Demonstrates competence in
typing
dictation and transcription
composing letters, memoranda, etc.
filing
bookkeeping
using office machines
duplicating/reproducing materials
banking procedures
processing incoming and outgoing mail 
relaying communications between teachers 
and principal
relaying communications between parents 
and students
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June 1977

FUNCTIONS OF THE SCHOOL SECRETARY

List B

Your position is: Principal School Secretary

Instructions:

Principals School Secretaries

1. 1.

2.
2.

Needs Assessment for School Secretaries' 
Inservice Program

Jefferson County School System 
Birmingham, Alabama

poorly
1

not very well
2

well
3

extremely well
4

Read the items in 
relation to the ques
tion, "How well does 
my school secretary 
do this?"

Read the items in 
relation to the ques
tion, "How well do I 
do this?"

Use the scale below 
to rate yourself.
Place a 1, 2, 3, or 4 
before each item.

Use the scale below 
to rate the secretary's 
effectiveness. Place a 
1, 2, 3, or 4 before 
each item.



129

I. con-

II.

III.

IV.
a.
b.
c.
d.

a.
b.
c.
d.

telephone calls
visits from friends
correspondence
child care
personal conversations with other staff 
members

g-
h.
i.

a.
b.
c.
d.
e.
f.

Shows respect for 
 students
 principal
 teachers
 parents

Keeps conduct of personal affairs while on duty to 
a minimum

a.
b.
c.
d.
e.

Maintains confidentiality regarding 
 principal's activities, conferences, etc.
 student records and incidents
 teachers' comments or actions
 other school staff members' actions

Demonstrates knowledge and understanding by 
forming with Board policy and procedures, par
ticularly in relation to

 medication for students
 reporting accidents
 incidents of drug abuse
 discipline
 visitors on the campus
 scope of the secretary's authority in

relation to
(1) teachers
(2) students
(3) parents
(4) school classified staff

 the duty day; attendance, promptness
 grievance procedures
 public information statements to media

representatives



130

V.

VI.

VII.

VIII .
a.

IX.

d.
e.
f.

a.
'b.
c.

a. 
'b.
c.
d.

b.
c.

a.
b.
c.
d.

a. 
'b.
c.
d.
e.

Provides continuity
when a new principal is appointed 
orients new teachers
for teachers assigned extra-curricular 
duties
during principal's brief absence 
during principal's extended absence 
orients substitute teachers

Serves as school liaison person with
central services
(1) reports needs as directed by the 

principal
(2) provides information for services 

personnel as needed
central office personnel 
community groups

Maintains harmonious relationships with other 
members of the school "team" 

principal 
teachers 
classified school staff 
central office personnel

Implements effective public relations through 
telephone communications 
written communications 
reception of visitors 
reception of new students

Exhibits desire to meet needs/requests of 
students 
principal 
teachers 
parents 
central office personnel
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X.

d.

XI.

XII.

XIII .

XIV.
a.
b.
c.
d.

a.
b.

c.
d.

e.
f.

a.
b.

c.
d.
e.

receipts, and accounts for moneys 
student organizations 
field trips
parent donations 
fund raising projects 
school sales

Receives, 
a.
b.
c. 
d.

e.

a.
b.
c.

Manages office
 supervises office staff
 keeps office neat and attractive (not

custodial duties)
 arranges office for efficiency
 posts items on bulletin board

Manages time
 sets task priorities
 budgets tasks in terms of time
 plans ahead; timelines reporting dates,

etc.
 keeps principal's calendar

(1) makes professional appointments
(2) records appointments on calendar
(3) reminds principal of appointments

 coordinates local school calendar
 keeps up with school system calendar

Maintains inventories and processes requests 
textbooks 
furniture 
instructional materials 
office supplies

Maintains records
 registers
 cumulative folders (posted by

certificated staff)
 individual teacher accounts
 school financial account
 staff attendance
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XV.

h.

XVI.

a.

b.

XVII.

k.

c.
d.

a.
b.
c.
d.
e. 
'f.
9-

a.
b.
c.
d.
e.
f.
9-
h.
i.
j.

Compiles reports
statistical 
financial 
budget
service (payroll) 
accident 
federal
pupil personnel (corporal punishment; 
suspension) 
vandalism

Takes notes, develops minutes or summaries, and 
distributes as appropriate

confidential conferences with teachers, 
classified staff, students, and parents 
instructional improvement committee 
meetings
budget committee meetings
building inservice sessions

Demonstrates competence in 
typing 
dictation and transcription 
composing letters, memoranda, etc. 
filing 
bookkeeping 
using office machines 
duplicating/reproducing materials 
banking procedures 
processing incoming and outgoing mail 
relaying communications between teachers 
and principal 
relaying communications between parents 
and students
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XVIII.
a. 
'b.
c. 
’d.

e. 
'f.
g.
h.
i. 
j- 
k. 
'1.
m.

Exhibits good personal characteristics 
grooming 
health habits 
appropriate attire 
cheerful attitude 
poise; dignity 
initiative 
judgment 
manners 
speech habits 
voice 
emotional stability 
flexibility 
sense of humor
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May 30, 1977

MEMORANDUM

TO:

FROM:

RE:

We

1.

2.

3. Add any constructive comments at the end of the list 
or on the back of the sheet.

Needs Assessment for School Secretaries' Inservice 
Program

Jane Barnett, 
Director of Classified Personnel

Check the appropriate place to indicate your position. 
Your name is not necessary but would be helpful.

Read the items and evaluate them in relation to your 
situation, using the scale indicated.

Principals, School Secretaries, Selected Local 
School Certificated Personnel, and Selected 
Central Staff Members

The attached list, FUNCTIONS OF THE SCHOOL SECRETARY, 
List A, has been identified as being valuable to the 
school system. We now need to determine priorities, 
request that you do the following:

In order to continue to improve the level of effectiveness 
of school secretaries, we are assessing needs for their 
1977-78 inservice program. Since their work affects 
every segment of the JefCoEd school "family," it is 
important to have a variety of persons participate in 
the needs assessment.

Jefferson County Board of Education 
A-400 Courthouse Building 

Birmingham, Alabama 35203 
Telephone: 205/325-5222
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4.

Your cooperation will be appreciated.

APPROVED:

Gerald Godfrey, 
Administrative Assistant for Personnel

Return the prioritized list to Classified Personnel 
in the School Services Center as early as possible 
and not later than June 10.

JB/ef
Attachment

Memorandum to Principals, School Secretaries, 
Selected Local School Certificated Personnel, 
and Selected Central Staff Members, May 30, 1977, 
page two

Dr. William F. Dodson, 
Associate Superintendent



APPENDIX D

COVER LETTER FOR FUNCTIONS OF THE SCHOOL 
SECRETARY, LIST B
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June 10, 1977

MEMORANDUM

TO: Principals and School Secretaries

FROM:

RE:

1.

2.

Add any comments you feel would be helpful.3.

Second Stage in Assessing Needs for 1977-78
School Secretaries' Inservice Program

Jane Barnett, 
Director of Classified Personnel

Respond to the items as indicated for your 
position.

Attached is FUNCTIONS OF THE SCHOOL SECRETARY, List B. 
To assist further in the needs assessment, please do 
the following:

Jefferson County Board of Education 
A-400 Courthouse Building 

Birmingham, Alabama 35203 
Telephone: 205/325-5222

Check the appropriate place to indicate your 
position. Do not sign your name. ALL INDI
VIDUAL RESPONSES WILL BE CONFIDENTIAL.
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4.

Thank you.

APPROVED:

Gerald Godfrey, 
Administrative Assistant for Personnel

Return the list to Classified Personnel in the 
School Services Center as early as possible 
and not later than June 20, 1977.

JB/ef
Attachment

Dr. William F. Dodson, 
Associate Superintendent

Memorandum to Principals and School Secretaries, 
June 10, 1977, page two



APPENDIX E

ROLE EXPECTATIONS RANK ORDERED BY MEAN IMPORTANCE RATINGS
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ROLE EXPECTATIONS RANK ORDERED BY MEAN IMPORTANCE RATINGS

High Importance Medium Importance Low Importance

Rank Code Rank Code Rank Code

1 1.090 10 1.28035 19 71 1.455 23

2 1.091 1.282 72 1.457 5658 36 35

533 98 73 1.4601.101 11 37 1.286

1.471 5744 1.294 471.134 70 38

941.47675975 1.3021.140 55 39

1011.49776131.3146 401.144 85

381.51977991.3237 411.144 72

141.52778361. 3328 421.149 28

491.54479461.337439 1.176 81

821.55480421.34210 441.177 69

61.557811031.3444511 881.179

521.55982951.3494612 201.191

671.5608371.3514713 291.206

1.566 384271.3544814 341.222

171.56785891.354492415 1.223

151.57286831.3555016 321.228

441.57987741.359511217 1.229

161.58388251.360522118 1.233

11.59989901.360533119 1.238

Mean
Rating

Mean 
Rating

Mean 
Rating
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High Importance Medium Importance Low Importance

Rank Code Rank Code Rank Code

20 1.241 59 54 1.360 68 90 1.614 9

21 1.242 1.615 7662 55 1.376 26 91

22 1.637 751.243 84 1.377 43 9256

1.656 4023 931.243 1. 380 3722 57

1.698 6624 94871.249 61 58 1.385

181.70125 2 951.257 1.38563 59

1.703 826 96961.3921.259 6033

1.710 549727 481.4101.262 45 61

1.711 77987328 1.411621.265 30

1.782 65991.412 7129 1.265 6357

791.8041001041.41330 641.266 86

1.827 781015031 1.4191.267 60 65

1.917 411021001.42932 1. 269 64 66

1.956 4103931.43933 671.270 102

2.044 80104911.44334 681.276 39

511.44869

921.45270

ROLE EXPECTATIONS RANK ORDERED BY MEAN IMPORTANCE 
RATINGS—Continued

f4ean
Rating

Mean
Rating

Mean 
Rating
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ROLE EXPECTATIONS LISTED BY NUMERICAL CODE
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ROLE EXPECTATIONS LISTED BY NUMERICAL CODE

I.

7 9-

II .
10 a.

b.
c.
a.

Numerical
Code

11
12
13

8
9

1
2
3
4
5
6

Functions of the School Secretary, 
List A and List B

h.
i.

a.
b.
c.
d.
e.
f.

Demonstrates knowledge and understanding 
by conforming with Board policy and pro
cedures, particularly in relation to 

medication for students 
reporting accidents 
incidents of drug abuse 
discipline 
visitors on the campus 
scope of the secretary's 
authority in relation to
(1) teachers
(2) students
(3) parents
(4) school classified staff 
the duty day; attendance; 
promptness 
grievance procedures 
public information statements 
to media representatives

Maintains confidentiality regarding 
principal's activities, con
ferences, etc. 
student records and incidents 
teachers' comments or actions 
other school staff members' 
actions
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III.

IV.

V.

VI.

VII.

Numerical
Code 

32
33
34
35

23
24
25
26
27

28
29
30
31

19
20
21
2 2

14
15
16
17
18

to a minimum 
telephone calls 
visits from friends 
correspondence 
child care 
personal conversations with 
other staff members

telephone communications 
written communications 
reception of visitors 
reception of new students

a.
b.
c.
d.

a.
b.
c.
d.
e.

a.
b.
c.
d.

Maintains harmonious relationships with 
other members of the school "team" 

 principal
 teachers
 classified school staff
 central office personnel

Exhibits desire to meet needs/requests of
 students
 principal
 teachers
 parents
 central office personnel

Keeps conduct of personal affairs while 
on duty 

a. 
b. 
c.

 
d.
e.

Shows respect for 
 students
 principal
 teachers
 parents

Implements effective public relations 
through 

a.

 

b. 
c.
d.
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VIII .
36 a.

IX.
39 a.

44 f.

X.

48 d.
(1)

(2)

(3)

49 e.

50 f.

b.
c.

d.
e.

Numerical
Code

45
46
47

42
43

40
41

37
38

b.
c.

a.'fa.
c.

Serves as school liaison person with 
central services
(1) reports needs as directed by 

the principal
(2) provides information for 

services personnel as needed
central office personnel 
community groups

Manages time
sets task priorities
budgets tasks in terms of time 
plans ahead; timelines reporting 
dates, etc.
keeps principal's calendar

makes professional 
appointments
records appointments on 
calendar
reminds principal of 
appointments

coordinates local school
calendar
keeps up with school system 
calendar

Provides continuity
when a new principal is 
appointed
orients new teachers
for teachers assigned extra
curricular duties
during principal's brief absence 
during principal's extended 
absence
orients substitute teachers
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XI.

XII.

XIII .

XIV.

a.
b.

Numerical
Code 

55
56

57
58
59

60
61
62
63
64

51
52

65
66
67
68

c.
d.

53
54

a.
b.

c.
d.
e.

Manages office
 supervises office staff
 keeps office neat and attractive

(not custodial duties)
 arranges office for efficiency
 posts items on bulletin board

Maintains records
 registers
 cumulative folders (posted by

certificated staff)
 individual teacher accounts
 school financial account
 staff attendance

textbooks
furniture 
instructional materials 
office supplies

Receives, receipts, and accounts for 
moneys 

a. 
 b.
c.

 
d.
e.

student organizations 
field trips
parent donations 
fund raising projects 
school sales

Maintains inventories and processes 
requests 

a.

 
b.
c.
d.
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XV.

76 h.

XVI .

77

78 b.

XVII.

90

91 k.

a.
b.
c.

Numerical
Code

88
89

84
85
86
87

81
82
83

79
80

69
70
71
72
73
74
75

h.
i.

d.
e. 
"f. 
.9-

a.
b.
c.
d.
e. 
’f. 

,g-

c.
d.

ries,
a.

Compiles reports
statistical 
financial 
budget
service (payroll) 
accident 
federal
pupil personnel (corporal 
punishment; suspension) 
vandalism

Takes notes, develops minutes or summa- 
and distributes as appropriate 

confidential conferences with 
teachers, classified staff, 
students, and parents 
instructional improvement com
mittee meetings 
budget committee meetings 
building inservice sessions

Demonstrates competence in 
typing 
dictation and transcription 
composing letters, memoranda, 
etc. 
filing 
bookkeeping 
using office machines 
duplicating/reproducing 
materials 
banking procedures 
processing incoming and outgoing 
mail 
relaying communications between 
teachers and principal 
relaying communications between 
parents and students
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XVIII.

Numerical
Code

92
93
94
95
96
97
98
99

100
101
102
103
104

a.
b.
c.
d.
e. 
’f. 

g-
h.
i. 
■j. 

k. 
'1. 
m.

Exhibits good personal characteristics 
grooming 
health habits 
appropriate attire 
cheerful attitude 
poise; dignity 
initiative 
judgment 
manners 
speech habits 
voice 
emotional stability 
flexibility 
sense of humor



APPENDIX G

ROLE EXPECTATIONS RANK ORDERED BY MEAN 
EFFECTIVENESS RATINGS
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Low Effectiveness High Effectiveness

Rank Code Rank Code Rank Code

1 2.856 3.741 853 3.602 56 7135

2 743.7433.171 7282 36 3.606 6

3.743 123 76 733.181 4 3.60637

373.7434 74813.234 3.62480 38

923.7525 753.624 843. 321 9 39

173.760766 323.385 3.642408

73.76177147 3.6423.396 79 41

303.761788 713.6473.398 4250

223.76179739 3.6573.404 1 43
213.7618010 353.6673.413 52 44
573.7748110011 3.6703.426 4554

553.7798210112 3.670463.431 41
273.78083253. 67913 473.433 77
933.780843914 3.685483.449 49
313.78085963. 68815 3.454 4978
113.78086233.68816 3.467 5048
723.79487343.69717 513.486 46
943.79888903.69718 523.494 65
283.79889263. 69719 53403.495

3.804 6390363.69720 543.495 2
873.80691983.69721 553.505 66

Mean 
Rating

ROLE EXPECTATIONS RANK ORDERED BY MEAN 
EFFECTIVENESS RATINGS

Mean 
Rating

Mean
Rating

Medium
Effectiveness
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Low Effectiveness High Effectiveness

Rank CodeCode Rank Rank Code

22 3.807 163.509 104 9244 56 3.706

23 3. 811 70933.514 9553 57 3.706

243.81724 943. 713 683.523 5883

593. 82425 951033.543 3. 71667 59

603.8309626 3.724 433.544 51 60

583.8309727 133.546 3.7256138

883.8339828 293. 7253.546 6247

863.8359929 193. 7253.557 75 63

613.8431006930 3.7333. 569 6445
623.84910110231 3.7343.569 33 65
643. 8521029932 3.7343.587 6618
203.8531039733 3.7343.587 6791
103.853104423.73434 683.596 5

153.73469

893.73870

Mean
Rating

ROLE EXPECTATIONS RANK ORDERED BY MEAN 
EFFECTIVENESS RATINGS—Continued

Medium
Effectiveness

Mean 
Rating

Mean
Rating
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ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER
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255.4431 3.4041.599

654.8413.4952 1.385

944.4722.8563 1.566

56.2223.1814 1.956

325.2903.5965 1.471

185.6153.6066 1.557

475.0813.7617 1.351
175.7653.3858 1.703
295.3603.3219 1.614

1024.2003.85310 1.090
1044.1623.78011 1.101

844.6003.74312 1.229
594.8953.72513 1.314
205.5613.64214 1.527
125.8703.73415 1.572

86.0263.8071.58316
105.8923.76017 1.567

76.1013.5871.70118
724.7683.7251.28019
854.5893.8531.19120
834.6373.7611.23321
804.6753.7611.24322
285.3663.6881.45523

Importance
Rating

Numerical
Code

ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER

Effectiveness
Rating

Adjusted
Need Mean

Adjusted
Need Mean 

Rating
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814.6683.81724 1.223

535.0033.67925 1.360

465.0873.69726 1.376

455.1183.78027 1.354

964.3643.79828 1.149
924.4923.72529 1.206
734.7583.76130 1.265
794.6803.78031 1.238
934.4723.64232 1.228
914.4933.56933 1.259
884.5183.69734 1.222
784.7013.6671.28235
584.9243.6971.33236
385.1653.74337 1.380
275.3863.5461.51938
774.7023.68539 1.276
165.7883.4951.65640

26.5773.43141 1.917
525.0113.7341.34242
445.1283.7241.37743
215.5413.5091.57944
904.5043.5691.26245
824.6613.4861.33746

Numerical
Code

ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER—Continued

Importance
Rating

Effectiveness
Rating

Adjusted
Need Mean

Adjusted 
Need Mean 

Rating
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8647 4.5893.5461.294

614.88848 1.410 3.467

305.32549 3.4491.544

664.8223.39850 1.419

. 425.1323.54451 1.448

315.3213.41352 1.559

435.1303.51453 1.460

135.8583.42654 1.710

994.3083. 77955 1.140
345.2483.60256 1.457
704.7743.77457 1.265

1034.1793.83058 1.091
754.7463.82459 1.241
644.8533.83060 1.267
674.8003.84361 1.249
694.7803.84962 1.242
684.7823.80463 1.257
604.8883.85264 1.269

46.2263.4941.78265
95.9513.50566 1.698

225.5273.5431.56067
505.0503.71368 1.360
954.3943.73369 1.177

Numerical
Code

ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER—Continued

Importance 
Rating

Effectiveness
Rating

Adjusted 
Need Mean

Adjusted
Need Mean 

Rating
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984.3223.81170 1.134

405.1503.64771 1.412

974.3403.79472 1.144

395.1603.65773 1.411

475.0813.76174 1.351

155.8233.55775 1.637
145.8243.60676 1.615

115.8743.43377 1.711
36.3103.45478 1.827
66.1263.39679 1.804
16.6103.23480 2.044

1014.2623.62481 1.176
574.9283.17182 1.554
714.7743.52383 1.355
894.5053.62484 1.243

1004.2803.74185 1.144
634.8553.8 3586 1.266
335.2713.80687 1.385
874.5193.83388 1.179
495.0613.73889 1.354
515.0283.69790 1.360
375.1763.5871.44391
245.4483.7521.45292

Numerical
Code

ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER--Continued

Importance 
Rating

Effectiveness
Rating

Adjusted
Need Mean

Adjusted
Need Mean 
Rating
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265.43993 1.439 3.780

195.60694 3.7981.476

544.99995 3.7061.349

415.13496 3.6881.392

624.86297 3.7341.302

744.7543.69798 1.286
564.9403.73499 1.323
355.2443.670100 1.429
235.4943.670101 1.497
764.7423.734102 1.270
554.9943.716103 1.344
365.2373.706104 1.413

Numerical
Code

ADJUSTED NEED MEAN RATINGS OF ROLE EXPECTATIONS 
IN SEQUENTIAL ORDER—Continued

Importance 
Rating

Effectiveness
Rating

Adjusted
Need Mean

Adjusted
Need Mean 

Rating
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ADJUSTED NEED MEAN RANK ORDER OF ROLE EXPECTATIONS
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ADJUSTED NEED MEAN RANK ORDER OF ROLE EXPECTATIONS

Rank Importance and Effectiveness Grouping

1 80
2 41
3 78
4 65
5 4
6 79
7 18
8 16
9 66

10 17
11 77
12 15
13 54
14 76
15 75
16 40 '
17 8
18 6
19 94
20 14
21 44
22 67 Low
23 101 Low

Numerical
Code

Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/high effectiveness 
Low importance/low effectiveness 
Low importance/high effectiveness 
Low importance/low effectiveness 
Low importance/medium effectiveness 
Low importance/low effectiveness 
Low importance/medium effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/medium effectiveness 
Low importance/high effectiveness 
Low importance/medium effectiveness 
Low importance/low effectiveness 

importance/low effectiveness 
importance/medium effectiveness
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ROLE

Rank Importance and Effectiveness Grouping

24 92
25 1
26 93
27 38

23
9

30 49
31 52
32 5
33 87
34 56
35 100
36 104
37 91
38 37
39 73
40 71
41 96
42 51
43 53
44 43
45 27
46 26

28
29

Numerical
Code

ADJUSTED NEED MEAN RANK ORDER OF 
EXPECTATIONS—Continued

Medium importance/high effectiveness 
Low importance/low effectiveness 
Medium importance/high effectiveness 
Low importance/low effectiveness 
Low importance/medium effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Low importance/low effectiveness 
Medium importance/high effectiveness 
Low importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/low effectiveness 
Medium importance/high effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/low effectiveness 
Low importance/low effectiveness 
Medium importance/medium effectiveness 
Medium importance/high effectiveness 
Medium importance/medium effectiveness
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Rank Importance and Effectiveness Grouping

47 7
48 74
49 89
50 68
51 90
52 42
53 25
54 95
55 103
56 99
57 82
58 36
59 13
60 64
61 48
62 97
63 86
64 60
65 2
66 50
67 61
68 63
69 62

Numerical
Code

High
High
High

ADJUSTED NEED MEAN RANK ORDER OF ROLE 
EXPECTATIONS--Continued

Medium importance/high effectiveness 
Medium importance/high effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
Low importance/low effectiveness 
Medium importance/medium effectiveness 
Medium importance/medium effectiveness 
High importance/high effectiveness 
Medium importance/low effectiveness 
Medium importance/medium effectiveness 
Medium importance/low effectiveness 
Medium importance/low effectiveness 
Medium importance/low effectiveness 
Medium importance/low effectiveness 

importance/high effectiveness 
importance/high effectiveness 
importance/high effectiveness
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Rank Importance and Effectiveness Grouping

70 57
71 83
72 19
73 30
74 98
75 59
76 102
77 39
78 35
79 31
80 22
81 24
82 46
83 21
84 12
85 20
86 47
87 88
88 34
89 84
90 45
91 33
92 29

Numerical
Code

High
High
High

High
High
High

ADJUSTED NEED MEAN RANK ORDER OF ROLE 
EXPECTATIONS—Continued

High importance/high effectiveness
Medium importance/low effectiveness
Medium importance/medium effectiveness
High importance/high effectiveness
Medium importance/medium effectiveness
High
High
High

importance/high effectiveness 
importance/medium effectiveness 
importance/medium effectiveness

Medium importance/medium effectiveness 
importance/high effectiveness 
importance/high effectiveness 
importance/high effectiveness

Medium importance/low effectiveness 
importance/high effectiveness 
importance/high effectiveness 
importance/high effectiveness

Medium importance/low effectiveness 
High importance/high effectiveness 
High importance/medium effectiveness 
High importance/medium effectiveness 
High importance/low effectiveness 
High importance/low effectiveness 
High importance/medium effectiveness
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Rank Importance and Effectiveness Grouping

93 32
94 3
95 69
96 28
97 72
98 70
99 55

100 85
101 81
102 10
103 58
104 11

Numerical
Code

ADJUSTED NEED MEAN RANK ORDER OF ROLE 
EXPECTATIONS—Continued

High importance/medium effectiveness 
Low importance/low effectiveness 
High importance/medium effectiveness 
High importance/high effectiveness 
High importance/high effectiveness 
High importance/high effectiveness 
High importance/high effectiveness 
High importance/high effectiveness 
High importance/medium effectiveness
High importance/high effectiveness 
High importance/high effectiveness 
High importance/high effectiveness



APPENDIX J

INSERVICE PRIORITY RANKINGS OF ROLE EXPECTATIONS 
(PRIORITY RANKINGS 11-104)
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