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CHAPYER I
THIROSLT IO

Aeeording %o the current voncept of a teacher's
handbeok 1% inciudes pertinent information usoful to
teachers in a particular school situstion and descriptions
of procedures apnlying to individual school nceds. The
eonbent deals larpely with adnministrative practicen In
relation to which feacher and administrative offlcers are
attonpbing to reduce and simplify routine. The type snd
character of the practices deseribed dopend %0 a large
extent upon the size of the school. The content of &
hantdbhook may range from verbstin siatenents of rules angd
regulations of the bosrd of sducaticn and the supsrintendent,
through suggested nmethods of mmmg* to interpreftntions of
aschopl policies.

During the past five years, the fteacher turnover i‘n
the olementary school in which this astudy took place has
been from 300 %o 60F cach year, This condition was the
primary reason for the facultyls decision %o Seveloping &
handbook containing appropriate Informotion end sccepded

procedures.

The specific purpose of this stody iz to develop o



a handbook that will conlribuie to o unified point of viewe
among the teschers of the school in shish this stady takes
place, This handbopk zhould contribute to & unified point
of view by putting diresctions into consolidated writien
fora and explainiag the srocedure of the school so that
they would e available to all teschers for reference in
comnection aith the gunestions that constantly arise.
Eithout such a soures the teschor is laft to his o Der om
devices to gscure the Informastion vhich he needs, and some
tecachers are siow in recopnizing this infermatlion or are
unresourceful in seccurling it. 4 hondbook, therefore, with
well chosen eontont, clearly written, well organized and
properiy indexed saves the tine of school administrators in
giving Informabion arnd of teachers in securing informationg
noragver, it assures that the Iinformation will e nore
authentic than would be the case ¥ith word-of-moith
informationy and finally, the preparation of a handbook
agnnot fail to betier acquainl school personnel wiih the

problems of the aahaai*l

The potting of this project iz in one of the two

] 1 Yo G ﬁmﬁr;ﬂ& ik,:*. unt)
helationg (Hew Yerk: The sactlillon

o to Pablic Schog
Companyy 1937) pe 119.



elementory schools in an incustrial town of 10,000
inhablitents,. Childron are enrolied in grades one throagh
sovan; with four sections of the first grade and throe
seetions of spen of the other prades, This number of
gsections requires twenliy-too tenchers, The sverage
aarollnent of ecch class i1s thirty punils.

The scheol persunnel consists of one priacipsl,
twonty-two teachers, cne librarian, onc ban? supervisor,
one music sopervisor, one elementury supsrvisor, one school
nurso, ofie visziting teacher, ons secretary te the principal,
one cafeterie nonnger, e jJanitor and six maids. OF these,
the librarien, band supervisor, musie supsrvisor, elementary
supervisory the school nurse, snd the visiting tescher serve
toth of the sliementary schools in the city.

The school bullding wasz built in 1929 and 1s being
reconditioned this year. The novw 5481i%ion conslists of an
suditorium planned to seat five hundred childdren, a
cafeboria with a capscily of two bundred f1fty ehildren at
a s=ift, four clagsrooms, and a 1library.

The scheol day iz from nine in the moraing wntil
threc-Tifteen in the sfternoon vith & lunch heour of fortiye
five minutes. Chilfren sre fed in three ghifts, first and
soeond grade ohildren together, third end fourth grads
¢hildren togasther and £ifth, sizth and seventh prade
eildren together. Children get to school in throe ways =



waliing, riding bileyeles, or parents brimging then in
automebiles.,

¥he sehool progren 1s developed arcund the needs of
the children in %this vicinity. Emphasis is placed on the
grovth of the vhole ehild as an individuel. Commnity 1ife
serves o8 $he basis of the cwrriculan os far as pessible.
The effort iz made Yo keep the ehild hoppy znd contont at
sethionly and at the zame tise, %o help hin ccoomplish ina
worthy oonmer what ho umderdabezs The schwool alnms to
fanetion as one fanily sorking Serard the same goals ~ the
developuwent of people antd the improvensnt of the guality of
living,.

The tecchers of this clesentary schonl, in the
interest of presenting & wmificd point of view to the
piablic, deelded thed, due $o the unusually largs feacher
turnover, 1%t would Lo advisable; first, %o establish
definite procedures vherever possible for school roustinesg
second, to formulade these procodures intv a useble handbooks
It waz believed thet guch a handbook would aid in inservice
training of touchers remsining with the school year after
vear and also wonld be most helpfal to those joining the
faculty of the school for the Tirst time,

Ihe faculty agresd on the follosing method for



nrep-Ting the handbooks (1) the wpiter would explore the
Iiterature in the £1cld nnd eostablish a bibliographys

{2) he woilé moke on analysis of the muleriels collectedg
{3) faculty comnlitteos would sssist in intorpretnting ond
surrarizing the ‘aferontion geeured; (4) 2z cormiltier mouid
then saserble the ooterials accepted ond prepore then In
the forn of o hantbocks and {5) the entive foculty would
zasizt in catablighing eritoria for evalimiing the hondbock
propaved.

Following the nroecoture sgrocd npon by the Cfae:lly,
the Invegtigator wrote o numsrous sources ashing for
ca@iés of bundbooks and athér pertinent Infornation, In
selecting the scurces of inforrmtion, the writer consulted
the PEeader®s Gulde to Poprdioficzl Llterature and the
Fducation Indor covering a poriod of the past fifteen yenrs,
anél otlained referentcon dealing with handbocks printed, and
also with the nothols of develonnent of o handbooll.

The servey of the 1lterature =nd the inguirics
gireeted to Individunis suggest that, In genersl, fowr
aeﬁka&ggwﬁavﬁ been used in devoloping hanébooks. They are
ag follows:

{1) Product of the prineipsl. Frsguently, the

Jeﬁa 5, Thomng, ”Fr}garagiaﬁ of Teacher's Fondbook®™,
PN ?Lw 3 iEin e 123 33&“ 3’ g&?@h} 1933&

dusation




orinelnl pits dnto writing all the rootine
dircctions neoded by tho teachorn, srgonizss
and consolidaton thra, and prosents the
mrtorial $o the feachsrs In dulicalad
fora. Soch a hwendbook 1z developed fron
2 principalfs poiat of view and may not
nsessanrily contoin inlprmition on
srohleny thot nost roguently eonfroent
teachers.

{2) Delegation to 3 single foonliy menber, M
some Instoness the handdook is prepared
antt mritten oitinwr by an sssistant to the
arincisal or a teacher designated by the
princinal. Even though the proparing
tgvber mey congnil with other teachers,
the hondbook will probobly represent the
1does and efforts of ohe popson. The
linttation of this methed scens to lie
in the faoot that the responsibility for
the preporation of a set of instructions
£5 serve as ¢ guide for the conduct of
the sohool Is €oo orent to assign %o
one pember of the gchovl faeulty.

{3} Pormlation by teacher group. Another method
uged in preparing g bhoadbook 4s to apooint



(4)

a group of teachers to collect and write
the materials in the handbook. In this
plan, either one member of the group
writes all the discussions with the
advice of the rest of the group, or

each member of the group writes a given
section, In this method necessary
administrative instructions frequently
may be overlopked and teacher activities
overemphasized.

Representative committee activity. According
to the literature, the most efficaclons plan
to follow is to bring together groups
representing all the elements of the
school., This makes the study the result
of cooperative activity of all faculty
members who bring t&aif different points
of view to bear upon the procedures
involved. When this type of development
is uszed, it is believed that the content
of the handbook will be more usable than
might result under any of the other plans
of preparation. Interpretations are
based upon the experience of all who are

concerned, and familiarity with the content



and described practlces 1s especially
promoted.,

The writer presented to the faculty these findings
invelving the methods of development of handbooks. As
chairman of the facully, the writer asked for discussion as
to which procedure the faculty deemed advisable to use.
After discussion of methods in which three-fourths of the
faeully members participated, the faculty agreed that all
would abide by the will of the majority and that a vote
should be taken as to the proper method to use. A vole.
was taken with the following resultst sixteen teachers
expressed a desire to use the method of Representative
Committee Activity, ftwo teachers felt that the handbook
could be prepared by a small group of teachers, and four
teachers voted in favor of the method in which the principal
prepares the handbook.

After the faculty had decided upon the method to be
used, the discussion centered around the committees needed.
The elementary supervisor was present and related that she
had found from experience that in any successful study it
wag necesgary for those who participate to feel a need for
the study and to formulate guilding principles. This
consideration suggested a Committee on Purposes and cne on

Criteria. Another teacher suggested that after looking over



L% )

the verioas homttooks rnd geefan the ~ide =ongs of
aifferences in content, that a cost Imnoriont coamittes
world be onec on Content, Tinally after rmeh discussion as
to the wvalur and worl: of esch corrittec, the [nenlty voted
thnt the folloing five coritieons be sot ups

Cormitter on Turpoces

Commslitee on Criteria

Comaitter on Contend

Committec on Pigosicsl Form

Committos on Asnortling Paterial into Tendbook

“he faculty was in agressent that balber conbtribution
gorked on the
area he or she was opst interested in. The nape of eash

208 oore offort is put forth 1T each parson

comities was listed on o shool of paper and possed around
to the rembers snd each person signed up for the comuittee
in which she mas most interssted. Hhen these pepers vere
roeturned, the copmitioes wore pet up as feollows:
Cemmittes on Parposes Three merbern and
the principsl
Comittee on Criteria Five members
Comnities on Content 8ix mesbers
Committes on Physleal Porm Shres nonhérs
Compittee on Assexbling
Psterials Indto Handbocok Three members
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The supervigorsy librarian and visiting teacher did
not sign up for a commitiee but agreed to help the Committes
on Content.

The faculty felt that work on the study would make
better progress if the meetings devoled %o it could start
before the ending of the regular school day. The matter
was referred to the superintendent of the school aystem and
he agreed to having the school day on Tuesdays shortened.
School was dismissed at two-thirty on Tuesdays and faculty.
meetings began at that time.

The detailed work of these committees 1s related
in Chapters II and III.

ORGANTZATION OF THTS HE

In order to determine the function of a handbook, &
study was made of the literature in the fleld related to the
purposes of this project. This review iz included in Chapter II
along with purposes and appropriate criteria which were
established by the facully of the school. Chapter III
containg information in regard to the procedure used in
developing the handbook, and also relates the actual
functioning of the committees involved in preoducing the
handbook, Chapter IV includes an evaluation of the
handbook on the basis of criteria set up in Chapter IIL,
From this evaluation ond use of the handbook, conclusions

are formulated which are stated in Chapter V. The writer



COLLECE 0 WILLIAN! & MARY,

of forg in Chapler ¥ reconscadations of continuoas

Improvonent aad sovision ol the haudbook.

1l



CHAPIER II
PURPOSES OF THE HANDBOOK AND ESTABLISHMENT OF CRITERTA

It is generally agreed that an lmportant respansibility
of the'prineipalAis that of supervision of instractignn
However, since good administration precedes gound supervisian,l
it is important the administration be simplified by methods
that will reduce routine to a nminimam. The school personnel,
ﬁﬂﬁ,'&ﬁ?ﬁlﬁ have ready access to routine regulations that may
emanate from the office of the superintendent or board of
education and such directions as the principal may deem wise
in the operation of the school. The handbook is a means of pro-

viding teachers and other personnel with such ready rererenees,z
ESTABLISHING PURPOSES

To clarify

ZIhe mork of the

the purposes of the handbook, the Committee on Purposes

undertook the task of reviewing the literature in the field.
This Committee studied the handbooks seeured from schools

in various parts of the United States. In reviewing the

2 Bulletin of Department of Elementary Schools
Principals, The Ninth Yearbook.

2 Fred H. Duffy, "A Teacher's Handbook", National
Elementary Principal, Volume 18, February, 1939, p. 107,
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iiterature in the fleld the Complittee 444 not £ind too
mael eslated Information available in the literatures the
wajority of the data canme fron efucationsl poricdicals.

To exhaust all possible sonrces of information in
this vieinity, the Comnittes decided that cach member wonld
visit one of the fellowing libraries: Collegs of ¥Wililem
and Nery, Virginia State ILibrary, and Richmond Publie
Library, and would consult with the librerian in order te
secure all the datn poasible.

This worlk consumed several wecks as 1% had %o be
done ou Saturdays. After securing the availabie material
the mombers met os o comailtes and compored and conpiled
their data. Using the schovl's philosophy as a basis for
the purposes of %:m handbook, the Commities pul indo words
a get of pursoeses 1t thoucht would be most applicable fo
the needs of the school. The chairmen of the Uommitise on
Purposes pregonted the findings to the faeunlty and the
facaltly voted umnanimeusly to socept the following purposes
&g puldes in selting up the proposed handbooks

1, Te develop s uniflied point of view on the part of the
sehicol personnel.s

2+ %o enable the sduministration to obtain nore tinme for
supervision by having less time Ilnvolved in bandling
routine matters.

3. To answer in advance questions, which observation,
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investigation and experience have shown thst teachers
fraguently raise,

4, 7To sliminate sisunderstandings of accepted progefures
that must be conducted in s standavdized manner,

5« To prevent the adpinistration from having %o lssue
instructions covering nistakes snd Plunders after
they sre committed,

6. %o simplify the ppening uf school at the beginning of
the school term.

7. To present an opportunity to foster demoeratic
interaction.

8, To assist in the in~service training of teachers
remaining in the systes for sore than one Year as
well as in orienting new teachers in prosedures and

policlies of The schwool systen,
BEOTABLISHING CRUIRRIA

Ihe work gf the Compitieg pn Criteria. Since
evaluation is an integral part of the sducaltion process,
the faculty agreed that 1f it wmere necesssry to have &
handbook, then 1% was egqually necessary to estsblish
eriteria to ses how well the handbook suited the purposes.
4 peview of the related litspaturs available concerning
handbooks failed Yo €isclose criterie for aprraising

handbooks. It was necessary, therefore, for the foculty
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of the scehool In whieh thds stady teok place to sef up
its own criteris toc evaluate the handbook being prepored.

The Copmittes on Criteria, composed nf five members,

mat and after dlscussing the need for evaluation, formalsted
the following plan for wurking out the crileria te be used:

3-;

s

3

Gne of the members voluntesred to met ag scoretery
snd write up the findings,
The materials agsenbled by the Investigator were
divided among the Five menmbars for stody. Each
Borber ﬁaﬂ to by rendy to suggest definite eriteria
by the next peeting.
The remainder of the feeully wos asked to contribute
thelr thoughts and ideas in eritten form %o the chalr-
man of the Criteria Conmitios,
Lfter a mecting to compile the Tindings of the
Commitlen and the gupgzestions of the repainder of the
faculty, ihe chairman of the Criteris Commitiee would
praside atl a meeting of the facultly at zhieh tine the
compilations of the Commities would be presented to
the faculty for dlscassion and approval.,

?%3553: plang were earrisd out over & period of & ponth

with the faculty approving the results of the combined
efforts of thoze participating In seting ap gulding
principles for the evaluaiisn of the propused handbook, 4
knowledge and urderstanding of gniding princinles ig basie
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to a conplote underctanding and approciation of the
bondbook prepured. I% is for this reagon that the
following eriteris havs been discussed at some lengtha.

(1) The contont of the handbosk should be oriented
cerafully to the particular school in which 1t io-toc be used.

L bhandbook sorves o specific purpose ﬁaﬁarrsgrtgin
eircumstances in e partieulay schosl. In order for @
handbook to be beoneficial 1% must be apecific and avold
generglitiss. OF nocessity, 1t oot center arcund the
nocds =nd problems of the school in which 1t is to e used.

Grinnel states that a handbook finds its maximam
value when it iz used in the indlvidual sehonl for vwhich
it mas ;}remﬁ

{2} The conbtent of ihe handbook should be shrased
in simple languege, definits and specific, szo that the
elements treated ean be easily and digtinetly identified.

keeopdling to O0tto, "intanglible or mislecding
generclitien ghouldé be avoided. General principlies and
basic cousidersticns should be reflsctsd in the nsture of
specific practices rathoer than sel ferih as fsolated

4
genoraiities.”

3 J« BErle Grionel, Interore olionls
{fiew Yorks HoGraw-5111 Fook tam&azxgg 3.?3 'y Pe ?33{3*

% 4. J. Otto, “Story Behind the Handbook for
Elepeatary Schools®, Zezas Qutlon, Volumo 30, Siay, 1946,
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Sinee one objective of a hondbook 1s te f@rﬁﬁgﬁ
infornution, 1itile Is accomplished if, after resding the
directionz or dstsa, the person desiring {scis doss not
£ind then specific enough to dse vithont having o go
fupther for more dotatls.

(3) ¥he contonts of the hanckook shoalé bave sore
objective btasis and not to have Just Phappened®.

The needs and problems of the seheol should furnish
the objlective tasls for s handbook, These faets conld be
determined by o gueaticrmsire regarding the problens of
the school, or suggestions concerning improvenents could
ba golicited from all sebool personnel. There would be g
definite need for every ilem of contont end nothing would
o included just to £111 iIn keesuse I% appeared iz pther
hamdbooks.

Telbot anzgests that the use of the dsts conniled
from citegk 1ists he recelved from 307 teachers from gll
parts of the United States wonld ke of valus in correcting
ghort-comings of handbooks sud provide an objective basis
of the organizations of han&hﬁﬂks.g

(4) The peoople iavolved in the use of the handbook

5 Georze D. Talbot, ﬂ&eatanttef‘Teacher’Q Handbuoolka®,
Edyeational Fegearch Bulletin, 10, Hay 13, 1931, p. 261.
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should have gn opportunity to participate 4z its
proparation.

Demoeratic living has beon asccepted as the best way
of 1ife by most of the major snd mingr nationsz of the world,
One dons not inharit or schieve denveracy without effort.
People wmast be educated to anderstand, ﬁé bolieve in, and
%o praectice z}@mrmgﬁ The Committse felt thet the best
way to snderstand demoerstic proeedure 1s to participate
in experiences in which opportunity is glven for group
participastion in demoeratic intaraction,

Eriggs states that nothing contributes so much to
both wﬁa%aﬁanéiﬁg and support as participation in
farsaiﬁaﬁm«?

iecording to Yaueh, partieipetion ia comsitise work
of fers an excellent opportanity for teacher growth through
cooperative activity, Ho states that if the faculsy is
large, many teachers will find 1% 49fficult to participate
actively in the larger groupe. The smeller comnittiee
sosignment will srovide cpportunities for the less dynamic
teascher to galn experience with the cooperative method in

s

6 | |
George 8. Counts, The Schgsla Con Zeach Pemoeracy
(liew Yorks The John Day Gompanys 19397, Ppe 17-22:

- #, Driggs %mgzm , {Hew York:
ﬁaﬁtﬁ?«mn f.‘;mpan;r, p;’ié -
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& pore resztricted .emiraﬁmtﬁ

st;a& alse related that intevchangs of idems in
the gr&,:zg w1ll broaden the perspootive of all, Each
tndividus] will have the adventage of the insight and
experience of others om which to draw for & wider underw
standing of the problem and 1%s poszsibie sa}.;%imaﬁ

Esopnan, Elel and Zisner state that o make desooratic
participation funetienal all sust participste. Furposing,
planning, executing and evaloating must be group x‘ﬁm’éimﬁgg}

{5} Provision should be made for continuous and
adeqguate revision.

Information of the sort incioded in the handbook
is of waloe only I it is up-to-date, Without provision
wouid fell short in meeting the
parposes for which 4t was iIntended.

Grinnel states that bandbooks should be bound in looge
leaf siyle so sz to make possible weekly or monthly adéitions

and rovisions to zasure up~to-dante iﬁfmgzie&.ﬁ

for revision, a handbook

F&wt Gc Eac;pmﬁ, Alice ilel, Paul J. Hisner,

2o kion {(Haw York: &f;{aletm»
o P

Gfiﬂﬁ?&g L8 m&; T 229,
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(&) The handbook should meet the purposss for
which 1t wa: intended.

Tho cormittee who prepared the Twelfth Yearbook of
the Pepartmwent of Superviscors ond Directors of Instroetion
of the Hatienal Bdacetlion Zssociation corments on handbocks
as Tollows:

Peporis of supervisery procedure show
that handbuooks are 2311l belng used, but that
they are being adapicd to meet nresent day
needs. They no longer contaln specific lists
of do's ond éon*t¥s end the exact tire and
way of doing cerdain things., Instead they
are the zource books plenned snd prepared
Jointly by tenchers, and supervisors to
fnelufe informetion that w»ill ke helpful to
all teachers, and eczpecially t0 a new of
subetitute teacher. These handbooks contain
such helpful information as the Jdates of
important weatings, a2 145t of school and
community svrvice agents and agencles which
are avallable s sistement of philosonhy of
sducation, which the systen is irying to
1ive up %o, sugrest sogrees of Informstion
of warfous kinds, lists of avallsble
materials and sguipment, reports of Torward
lonking undertakings of various toachers and
schoopls; and the mrogram o wark-piaagg& and
adopted by the locel feasher®s group.™

If a hanfhook £83 t¢ Le prepared the purposes should
be constantly before the somnitise working cn itz
sreparotion so that 811 tho deta neoded to meel these
purposes will be included.

12 Papartaent of Guperviesors and Direciors of
Instruction of Hationnl Education #Assocciantion, Waghington,
De 82 Hewer Instructional Fractices of Pronize, Twelfth
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f?) The handbool should be well indexed so thai’: t%m
iafarmati@n i3 readily accozaible For use. |
© iLittle help 15 afforded a porcon @esiring and e
gééliﬂﬂ {nfornmtion 4f the conmpllation of the dote 1o A.. 
without an index to make ﬁkw information reaéiiy aaces%*hia
for use. The time consumed in iﬁﬁaxing tho infﬁraatiea &n
0o WAy compares with the time lost in finding iafarm&t*an:{f
withont the index if the informetion is uged to any gtﬁﬁtif;:
(8) The formst, or shysicsl form, of the handbook
sheuld be flexible. LE
Recording %ﬁ‘§3@?§ thae topography is the rost o
important feature of a book¥s physiesd ﬁ&k&ﬁ?g%&%@?ﬁi&$$ 
of the fact of whether 1% be & textbook, fiction or hande
book. The type should be large anough not to atrain the
eye.  An easily read page also implies that ths margins
are ample, (lerger at the bottom than on the top of the
psge) end that the space Yetween words and lines is
sufficlent %o make a clesy page.
Also, since the 1ife of the handbook depends upon
the binding, this.quality ig important. %The binding
should be durable, yet attractive. Color and cover |
deecrations have heen found to influence the use of books. ?

:an Ayer, “Formst and Reading Approciation®,
eneligh Beview, Volume 17, Oolober, 1940, Ppa 213~217.



Heops offers the folloving eriteris of booh
prclantion goneerning forrat or phyrical mabewn:
SizCeensaveneestaznily hondled?
PInie seerersatirootive, atrong and Gurnble?
PapBETen s e s swinBOOT e;aazitg,. dull finiah?
- Girce ome of the essenticl festures of & handbook
i the feol €hnt 1t iz kept aneto-fotr, 1t mant e o lorpce
lec? type oo thnt bulleting and rmoncrenduoms oy be added
fren tire To $ire o3 ogeasion denar M‘M
(93 The bontbook chould be developed as an

inctrunent of scliwapsreisni.

By anaing the handbook ng nn Instromert of selfe
conralscly the peraon 50 dolag may oot & poropective of bis

standing in tho 3icht of the objectives or ains sot forth
in the handbook. In so dolng spreifle asction slans for
Improvement ooy resalt, Appraisal snd imvprovensut go
hand in hand. I is only throuch orxtensive zelf-aprraicel
that one arrives al proper sclf-improvenont.

{10} The envhasis ﬁsrrﬁxgkm the handhook and its
gos abould be upon improvermnt.

Otts, 1n his article on "Story Behind the Hantbook
for Elswentnry Schopls® states that there f2 1ittle perit
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sicing an inventory of present status unless that

inventory leads to improvement.’”

Tmnrovement csually
results from self-appraisal if self-sppraisal is performed
from the standpoint of losating streng points, recogaising
weaknessesy ant eliminating excuses.

In Chapter I¥, these criteris will be used %o
measure the asefulness and effectiveness of the handbook

15 Qtto, 00 £ifey Pe Zle



CHAPLVE IXT

DESCRIPEION OF PROCEDUSE IF DEVEIOPING HANDBOOK

In Cuoplor I, deiniled Inforpotion was gliven under
#Zethod of tho S%ude® ag to Ll Tive comitteoos set up by
the facully to carvy oat Lhe astudy oo » toaeherts hnodlook.
Ordinurily the resort of thae mrocodures of tlho five
conaitteos would bo contained in onc chopter. Hovovor,
since Chapdrr IV deals »ith the svplustion of the handbook
In $he ight of {he eriteris end parpcoce egtobiished, the
writor belicvesd that 4t vo-14 be botter with the report of

the eomidtlers on purposes and erifleorie cunlined €o a separate
cliaptor. This would focilitate rofurencs to the work of

thope comnifions In the Inst two cuaplers of iz study.
Thereforc, the repert of the work of the committees on
parposes and critoria 1z condtoined in the proceding ohapler
and $he vorik of the sormitleos on content, physical Porn

and agsentling infornation iateo the hawlbook wiil dbe

included in this chapter,

After the commlttees on puarposes and ¢riteris hed
reporied their recomendations o the fooully end the
facalty had voled to acoopt these recupnendations, the
aommitter on conbent sterted thelr study.



SUIFCETR O

Ihe wore of the Coumitice o Contende The Comittles
on Content, conposed of six farulty mesbers, the visiting

tencher, the slemeniary supervl

sory the schocl nurse, and

the school librarien; held iis first meoting and one
fescihior velunteared To be cheirman., 4t this seeting, the
needs and problems of this porticulsr schopl were
Giscasseds. It =ay the opinien of this group thaet ihese
needs and problems would be the basis for ths confeonts of
the handbooks The Commiltee dacided that the following
pian of action would be dosirsble in conduetineg thelir
search for appropriate conbents

1e

The Comaitien w0uld keep in mind as
guiding principles in its work the
purposes and orilteria et up by the
copniltee on purposes and criteris.

ihe Committer would divide into three
EroUpsSe One group sbuld make o

earefal siudy of sach litersture ag

vas avallable on condents of teacher's
haadboske. &noibhier groap would stody
the various handbonks on hond, consile
a check lipt of lhe wveplicss items Sfncluded
in thesc homdbooksy and bave the nexbers
of the faculby check the itens each
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thouzit sheald boe inclofed. The third
group would intarwiey the princiral of
the zehool, the ooperiacendent of the
school oycten, eng nenbsrs of the Deaad
of Educnlion for oy suggestions thoy
aight bave Lo of for,

3. After the three subecomrditess hed hed $ime
1o perforn their vork, the Comittee on
Content vould ansonble as one commitiee
and gopile tholr resulis.

4. The Contice wond mresont $ts findings
to the frealty Tor oporovnl,
This rien of sotion was gorrded out ond In duo time

the sub-comnitiees of the Commilttow on Content oot as oo

group to conpile thelr fiudings. One eernittee rmotder

reported on an cxtonglves study made 1Y 2 zrefiusteo stulent
at Ohio University, George T, Talbet, on "The Centonts of

Toagherts auﬁsﬁaokgﬂgi Zeltet rolated that bis study of

existing litercturc rel tive o ths age of teacherts

nnibooks had resulted in nothing dut & reslization thot
the lock of preeision in avellable ioforootion vas
exceeded only vy 1fs paneity. IHe fariher stated that

1 ﬁﬁsrga E. Talbot, “Contents of Teccher*s Handbooks™
a22.00at pagcares M& ?Ql& 1"2’,, oy 13, 1531, i 355“&1»
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eanvdnation of nupcrous boodibooks Indlceted ot onoo that

there woe 1ittle sindlarity in |

wndhocks as far ns condent
was concernedy that the cotciandine choracteristic was s
marked Lluch of conformity. /Apporently, the dissinilority
in epntonl ver cossistont oith the dipsinilarity found in
teaching envireshoenioc. To sorrel for pore Infernciion,
Talbot cenpilced o cheek 130t of one hindred seventy iiens
of tnformaticn relative to handbook content and onimitted
his lists to three hunfred and two teachers who had two op
more yecrs of experience. We found thed 758 or nore of
these Secchers thourht the foilowing {tens should be
ineliaded in ¢ handbool:

Salsry schedule

Deduatirns for chsonces

Salary vegulatiens for aubstitnds torchera

Educationsl renuirencnis for teachers

Perzonal oad arofessicnnl guailties of o

successfal tepchor

Echool calendnr

Farking ond grading of wupils

Behool dircetory with addresses

Exnlanstisn of report cards

Biscipline and corporal punishnent

Fire érills and alarms

Another member of the Comuitfee on Content reported



- . e - 2
on an article by Fred I, Dulfy, ¥4 Zoccher®s Haalbook®.

pully cwelnded that, frop bio peroon.l exjerisiice as a
principal, 2 honobooil ghoale cwntain the follovings
Shiilosonhy rofleetsd inm gchoel
Ihearlica of relicble <Juctlurs
A sclectod deco of postry o niilosoRy
gerinduy peinlcdly she touacler's or Lo
achioolts responsibility
The sehool calendoay
Seohedilo of teorcherls duticd
Tats of fenching materinl and instructional
aippiles
Tirectory of sehael personnel
Opening a elosins hours for different grodes
Tesgher's hours Yoy arpdiviog and leoving
the Buildiag
Staf? mecling duts
Fire drill instructions
Detea nonthly ototisticel renorids are due
Playpyround assignmonis rnd supervision
“hnt to do vhon a substitule 13 needed
Dusic snd ayrt suapervisors and theilr work

Frog H, Duffy, “Teacherts Hwodbooh® Hptiona
Erincizal, 3G, Fobrusry, 1939, pp. 107-09.
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with the teacher

The movie projector and other visual

aid supplies

What to do in case of accidents

Duffy states that probably there are many other
items of value that could be mentioned but the type of
community, school ﬁalisy and local conditions would govern
the total contents.

A member of the Committee on Content who volunteered
to interview the principal, superintendent and board members,
reported that the superintendent, speaking for the School
Board, had furnished & written copy of the policies of
this school gystem. He also supplied a copy of the school
calendar. However, he feli that the remainder of the
contents should reflect the thinking of the teachers.

This committee member also reported that the principal had
agsisted and gulded the group in the wording of the schoolts
philosophy.

Using Talbot's cheek.iist3 of one hundred and
geventy items as a guide, the members of the Committiee on
Content assigned to compiling a check list on content to
submit to the faculty, formulated such a check list.

3 George D. Talbot, op. git., Dp. 257-258.



Lfter suknitting 14 wo tho Duenlty ol copdling the
regulis, the Comnities eyl thaet Cho Soochers folt thot
the folloviap itens shoodc be lnelugod im tho contonts of
the handbogiz:

Inureouetion euatalinlng parrowe of beal

oM 0int o view of Ll Sohogd
Yroyes & stovensatl o lilosunly
gunecrndng Lo cherfs rosponsilbility
e atdldren

Stutonent of sxhwoolts oniflosophy
Stotozent of sehonl pollcles

Jug -ested school objeetives
stateronts ecaeerning cblcotives
of wvarious wetlvitica of sshiool
curcleniom

Convents £rom gupesvisory staff
Varioaz schedules of schesl persoanel

i seiwgel acbivities

S

Dipgetory of cohosl persemiel
Dnta Congerning

foembly vrograns

Fagulty moetings

Epundory lines betpesn schonls

To-chor abgence

Gecuring o substitute



Salary seale

Fire drills

Commanity drives

Frec tezt books

Eeantification of grounds and

Publicity for school

Parent - TYencher sssccistion

Eeporting pupil progress

Toacher roon essignments

Securing instructional supplies

Ihe veports of the various socbors of fhe Comittes
on Coatent were discassed before the faculty with the
cheirsan of the Comsittec on Content as tho leader, After
careful eonslderation the faculiy aprrovsd and adopled the
itenms of contont suggested by tho cheek 1ist which had been
composed by the Commlittes on ﬁwﬁmﬁ and subnitted
faculty, The facalty mectings of the next two ponths wore
dedlicated to wording, sriting and editing the contents of
the handbook., TIn esch aves involvedy th
9f teachers Teeling best guelifisd undertook Lo pressre that
part of the handbupk. AFter such discussion, confarcncs
work and writing, the fac:ity folt the work was resdy o be
put iate final form. It was now time for the ehalrnen of
the Comaitter on Physical Foenm to report its findings,




mittes on Physieal Form, consisting of three newbers,
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CHOOSING THE FORMAT

2 24 Rhwalcal Eomp.

" met and tne aosber voluntvered %o sct az ohairman and
roport thelr fimdinge %o the fuculfy. Thiz Comsitice
depidod that fhe proper sclution o the probles was through
the following procedorss:

1.

2.

3«

Te study the forn of the warions

hmandbooks sesured for this atudy.

Hewlew iiterature on hundbooks with

particolar reference %o physical fora.
¢ recomendatlions to the faculty aa

to the proper form in which the

should bo prepared.,

After duc deliberation and resesieh, the chafrman of

the Committes on Physical Form made the followin

- report o

The Committee studled the physiosl

‘form of the twenty~five handbooks fn its
possossion and reported thal of tho Cwoniye
five books, seven were printed by the State

Jucation, twelve were

mimeographed and nine were dupliecated
either by the liguid dupliesting process
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or the éelatin process. The elghteen
handbooks that were mimeographed or
daplicated were covered either by
heavy construction paper, tag board,
or manila folders, Of the twenty~five
handbooks, three were seven inches by
nine inches, one was seven Inches by
eight inches, three were six inches by
nine inches and the remsinder were
eight and one~half inches by eleven
inches,

Aceording tn‘ﬁaffy;a the method of duplicating
would be dependent upon the means of the school or the
types of duplicating machine owned.

The Committee recommended and the faculty voted to
accept the following physical forme

1. The contents of the handbook should be
duplicated on 8% x 11" white paper,
16 1b. stock.

2. The typing on the pages should be double

spaced with appropriate margins on top,

sides and bottonm.

4 Pred H, Duffy, op. cit., p. 108,
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3. The outer cover shouwld be a heavy
manils folder of latior size.
4. The contenis of the folder should
te fastened together with a # 1
Epoedusll Fastoner of the siip
type opening to facilftste ndditions
to the horwdbdook.
Y. That duplication should be performed
on the spirit doplieating machine
gened Wy the school, |
- It was suggested st this sesting thet the satorial
pared for the handbook conld now be turned over for
£inal preperation in the duplicated form to the Committee
on Assenbling Tnfarmntion in the Handbook.

SRHBLIEG THE BITRTAL

. Bandbos This Comittee on gssﬁ*aw:{ag fnf‘m%&m,
amg%eﬁ of seven peoplo, Seclided upon the following
procedured
i. Ths meobers who could type (school
secretary and one teacher) divided the
handbook, the sseretary taking two™
fhirds of the pages and the feaschey
gne-~third, These pages would bo
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Tysed on sazlter carbons.
2a Tvo penbers wvoluntoered to proof read
the typed carbens sz they vore fisished.
3. Three menbers weuld scoure the paper
and opsrate the duplicaling machine.
4. All the Comunibtes would assist in
agsexbling $he puges in order.

This procedure was followed and in tvo wecks aftor
hoving received the dumny handbosk, merbers of the
Committon on Asgsenbling Information pussed out the
finished han'book to the remaining cosbors of the faenlty.
At the same mesting, the ehairman of this Commitiec
presented the following report to the faculty:

The school secrelary and ons nenbey
of the Comnittes had typed the mastar carbons.
The earbon had been proof read but that since
this 1s a2 job in which mistakos can caslily be
overlooked, each porson was reguesied o
aurrect nistakos as he found them. One box
of mastor carbons and three reans of duplicating
paper wers eed in the printing process. %he
sntire group compozing the Comitbes nssisted
in cssembiing the duplicated pagos gnd the
sgcrelnry typed the name of ecach Individual
teacher on the front of the folders.
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The facnlty discussed and decided that tize be
alloeated at the ending of the school year fer an
axalidetion of the handbook in the 1ight of the purpeses
snf eriteria desceribed in Chapter IT. %The last twe
faculty meetings of Hay wore delegated to $his eveluation.




CUAPEER IV
APFRATSAL UF THE BsTEBOOK

The over-azll Improvenent of the tofal progran shonld
Be the cobjective of evnry schoel, Thers are rany elepents
that contribute $o such inprovensnt, One of the major
clementa 13 o welleplennod and organized hondbook o
ﬁﬁ&%ﬁﬁ?ﬁ* Every hondbook nweds oritical synluation and
constant rovision 4 1€ iz to meet the need for which 4%
was prepared, It vaz the sentiment of the teachers
eoneeracd in this stady that a cheek list would provide
the most sffcctive means of getting easch teacher¥s
reaction to the handbook.

Two tocluiques of evolustions are used in the
appraizsel of the handbook. The nerbers of the facnlty
evalnated the handbook by the mso of o chesk 1ist glven
on the Tollowing page and the wrifer interpreled $he
teachors® ovaluation on the basis of sclected crifteria.
Both of these evalunlions were made In an effort to
discover the effectivensss of thr handbook,

EVALUATION BY THACHERS

Hear the cloaing of the gchool year the teachers
decided to compile a choeck 11st., This was dene by one
tegscher serving a3 a regorder and mriting the sugpestions
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offored hy the rrominder of the groupn, “Sen the Pinal list
was sgreed apon it contained tventy-one items $o be chocked
Ryes™ or Yno®, Thiz cheek lizt wan sgbmitted to esch
teacher parficinatine in the developrmont of the handbook.
The complete 1ist 2ith the number of teachors woting ®yes”
and ®no® 13 shom in o teble on the following page.s



SHNIEG THL APPEAINGAL BY TiF SLwCTTRS

Total Humber _
of Teschrrs: 22 Yoti=g ¥eg®

Le

2.

3.

Ga

p 2

G,

7
8.

G

10

erET T

LTE0D g ReIrrIsT s

D44 the handhook give
& olear axgiamﬁm of
the schinolts rhilosophy?

P31d the hondbhook ol to
astablish nolicles?

Diad the devslopment of the
handbook offer opporinnity
for feonlly participation?

¥as o denoeratic proecdurs
used in the fevelomment of
the handbook?

Did the development of the
hendbool bring about
coordinstion asnong the
faenlts?

7id the haadbook prosent an
over-all vice of ihe
schonl¥s aotivitios?

Pid the handbook sinnlify
the opening of school?

Di¢ the handbook prosote
morale?

Pid participation in the
developnont of the handbook
proaote professionsl
advanneosent?

&fter participstion in the
develonment of the hendbook
was 3he morale of She
tonohers belter?
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TAELE T {oontinued)

SHOSING THE APPRATSAL TY Tif TE/CHEG OF § LITV-0H
- LISTED CHARACTERISTICS OF T8F HARPROOK

Total Humber Ho. Jeachers o, Peachers
of Teacherst 22 Yoting "Yeg't Veling "Ho®

1l. D& the handbock sliminaste
eontroversies azong the
faculty? 123 &

standerdise progednres’y 2G 2

13. T34 the handbock serve
safficiently as a ¢lesring
house for roatine materiala? 20 2

34, Did the handbook elinimate |
generalities? 15 3

15, ©Pi6 the handbook reflect ‘
specific preciicest 19 3

16. Tid the development and use
of the kandbook improve the
school progran? 19 3

17. HYma the oregenization of
content in the hendbook
satisfactoryy 22 3

18, Is rovision of z handbook
necossary? 22 O

19. Is inforastion in handbook
readily pecesaible for use
through the table of contentn? § 17

20. Should sn index be included
in futare revisions of the ‘
handbook? 17 5

21l. 1Is the ahysiecl form
satisfantory? 21 i
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The facully wers unanisous in thely opinion that
develogment of the hondbook was o demoeratic rrocedwre with
apportonity for alil to mariicipete (items 3 and 4}, Ancthey
sutatanding evaluastion was that the entlive fasully, siter
asing the handbook, felt that the organtrstion of conbent
was satisfactory but thet bscaunse of congtant change,
revision of the handbook was necessary {1tens 17 and 18).
Hinoty~one por eont of the facuity expresnsed the opinion
that the handbBook standardized procedure and simplified
routines, Eighty-two per cent of the toachers arreed that
the handbook nresented an overwall view of school
activities {iter 6}, The opinion wag sxnressed by
ninciy-one per cent of the faculliy that wvarticipstion in
the develooment of the handbook promoted the professional
aftvancenrent and morsle of the teschers (items 9 and 10).
Fifty per cont of the faculty felt thot the nze of the
handbook 444 promote morale (Ltez 8}, The oninion of the
otheyr fifty per cent was that norale waz hulli on personsl
conlacts and that handbooks elimiasted ihece to & corlain
oxtent. Eighty«two por ceni of the feachers Ffelt that the
development of the randbool did hying the facnlty In clozop
coordination (item ). Fifty-nine ser cent of the teuchers
were of the opinion that the handbook 414 »ot establish
school policies (item 2}, The mere staterment of & policy

does not puarantee fis ohaervnnte,
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AFPRAIBLL OF BASIS o SRIRCIVD CRITERIA

In order to evaluabe $he effectivenuss of the handw
booky; the writer nops the oriteria é@@:%ﬁ in Chapteyr 1.

The eriteria numbered 1, 24 and 3 in Chepter IT are troated
ag one ainee thoese ftwee denl with ths content of the hande
boolt. Also the criteris numbersd 2 and 10 in Chopter IT ave
brought {ogethor as they both deosl with fmprovenont of the
tescher on the job. With these twe exceplions, the renzinder
of the oriteria are uscd as set np ia Chapteyr I, |

ugsd, it shoaid be phiased in sfople lenpuoge., and it chould
have an ¢hjective basis.

Ceasiderable thougbt and tine wao Gevoled to
adapting the sontents $0 the perilculsr noeds and sreblens
of the school in which This study lock plscs. %The handbosk
was written in a cleay interesting and Torcefnl siyle so
that arbigaity in mecninges was kept at s minlmm, In order
that fenchers would comprehend the hrosder viecw of the
orincipal's gims and obfentiven, thore was a page dovoted to
his philosaphy of adpinistration, suvorvision, nnd the
roipticnshin of €l schopl to the community. iserording to
iitems 14 and 15, nincteen denchers stated that the bancbook
was specific and elimineted peonernlities. The eaiire Taceulty
of tweniy-two tenchers pefleeted that the coatent definltaly

pertained to the partienlar school for whieh 1€ was interded,
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{2} The people Iavolved In the use of the handbook
ghonld bove an opportunity to pavticipnte in ite .
proparaltion.

Since the handbook 1z to reflect the thoughts of
the teaching and sfadniastrative personnel, it vas necessary
zw ail to participste in its prepsration. Thas, the
development of the handbook was a cooperative activity In
which each fagalty pesber presented his polot of view and
made sugpestions for procedurs which were iﬁ?@iﬂ&s&; This |
interchange of ideas of sll concerned pr
emphasie of any pariicalay polnt of vlew. The sniize
faculty felt that they hnd coniribuled mmterialiy to the
development of the handbook end thet thoy had grom
professionally through the use of democratic procedoros.

{3} Provision should be made for eontinuons and
adeqguate rovision.

Since change is always present and slnes the
andbook iz based on the needs anf problems of the school,
provision must be made to toke core of these changes in
the handbook that are certain o arise. The entive
faculty feit that there was s necessity for belng on the
alert for chatge and
gxwim sugreats thet speeifie provislen Tor revising
the materizl zheuld be included in the general proccdure
foliowed in developing the handbook. This was not done,
Though the entire facelty at the conclusion of the projent

G Book,

ways of Improving the b
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recognired the noed for centinueas revision.

. {4) The handbook shonld rmeet the parposes for
which 1% wos intended.

From observaticen, the mriter fesls that the process
of developing s hondbogk and the use of the handbook hus
eoordinated the soints of view of facglty snd ofher sehool.
personnel. Item 5, Table I, shows that elghteen teachers
felt that the development of the handbook has wade for
better coordination among the facnlty.

The writery as administrator of the scheol In this
sindy, fomnd that, thyough simplification of bandling
roatine satters, he hed sore fime for sapervision in the
clagarooms.

Doring the past yoor, conlroveraies atilil aruge
over various procedures tut there were fewmer g3 tho achool
Fear neared its conclusicn.

Twonty teschers folt that the handbook simpliified
the opaening of schoal {item 7). The entire Taculty
testifled that the denceratic procedure was used in the
developmont of the handbook {(item 4), Fizhteen teachers
stated that the handbook presented an overeall view of
schiool activities (iten 6).

{5) The handbook ghould bo wall indexed so that
infornation 1s readily mecessible for nzge,

In tho vepinning of the develonmenat of the hondbook,
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the Faculty was of the opinion that tihe table of contents
would malte the materisl In the hondbook eecessible and
tharofore, 43¢ not deom i% necossary to inclode az index,
Through use of the handbook, the vembers of the feoulty
soon roalized thet 1t =ould hove beon advantagenus to have
had an index. In the feacher?s evaluntion (ftens 19 snd 20}
seventesn teachers expressed the oninion that the fable of
coatenty in the prosent handbook €1d not meet the purnose
gxpeoted of it znd that they thousht an inder sheald be
innlnded in faturs revision of the handbook,

(8) The format, or physienl Torm, of the handbook
ghoauld be flexible,

The physicsel Torm of the handbook was organiged so
that mesmorandums and bulleting ceuld bo inserted vhen
naeensary. ikis proved to a Fdeocided advantege in making
changes In provcdures fron time to tire, 1o Itex 21 of
the teachers® sgvalnation, twenty~two tezehors stated that
they thonght tho physical form was ganiisfactory. During
the sehool year, seversl teachers comented to the eriter
that they thought the cover conld be mode rpore atiractive.
; {7) She handbook should be developed as an
égg;zzgggigf? selfenmoraisgl and emnbinois shenld be upon

Beferring to the teachers® ovaluatlon, Item 9,
twonty teanchers worce of the opinion thet the work in
developing the hendbook promoted profeasional advancement.



In Item 10, tventy teschers also sinted that, alter
particination in the develooment of the bandbook, they
felt the norole of the teschors was better. The oninion
of the teuchers was thet cooperstive work and not just &
handltook promotes morale. Beller norale leads to preatey
irprovenent in individuanls end also in o sehool.

It may be said, on the basis of the forogoing
appraisal, that in goners} the handbook met the prineipel
ﬁg&ﬁéﬁe& criteria., Two ezeoptions, however, should be
noteds aapely, the hanfbook 0i8 not nest the criterien
roegairing that provizion feor continuous revision be modo,
nory in the second vlace, ¢id 1¢, in the judgment of the
users, provide effective megns, such as an index, for

aaking the Information contained readily ascoessible,



CRAFEER V
COTCLUSIONS ASD RICUSBAPATIONS

The purpose of this study wess %ﬁrﬁgﬁﬁiﬁy a handbook
that would contribote to the developnent of & unifled point
of view among the teschers of this school. Briefly, the steps
involved in the development of this study wers as followss
{1} there was e recognized need for a hondbooky (2) a
systematis procodare was agrasd apon by the tesehers to
carry forwaré the projects; {3) the literature in the fleld
was explored; {4) the materisls were anolysed and pertinest
infgrastion was collected; (57 eommitiees were estoblished;
(6) pertinent information was organized and interpreted;
{7) findings were sumwarized and presentsd to committee

——

chalirmens (8) the physical form was agrecd upong
{9} information was organized into the finizhed handbook;
{10) leadership guided the discussions and stimulated full
participation in the discusslong and (11} demoeratic action
®¥os the process ased.,

The writer feels that these steps In the development
of a handbook developed unity in the facalty and contributed
to the over-sll growth of the entire sechool personnel.

From parbicipation and observalicn of the adovew

gmenticned experiences, the writer concludesnt
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That when the entire group rscogniged

the need for a handbook, the challenge

of mecting this nced wasz sufficient teo
secure the participation of the entire
groupy

That the porticipniion of the group in
the esperiences in devoloping a handbook,
mantioned above, led to professional
growth on the part of the participsntsg
That teachers are willing to discussy and
cantribute thelr idess %o the splution
of the problems at hand shen divided inte
snall groupss

That the dovolopnent of o useful handbook
is promoted by fall partieipation of all
gchool personnel;

That agreement upon eriteria er a set of
goiding priseiples is eszantial in the
developnent of & handbooky

That belter participation i3 secured from
taschers 1f the study 1z conduced within
the usual school days

That a major stuly iz aecomplished with
greaster ease 17 comnitices are subdivided
iato interest groupsi
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That specialists in the ficld »
elemontary supervizor, visiting
teacher, school nurse, music
guperviser, anéd librarion - are of
best holp ia sxpleining $helr
pariicular ilnes of worhs
Thut the process of developing a
handbook would have béon inproved
if provision for continued revision
fhnd been mades
That experiecnces of partiefpation in
& vooperetive ontaerprise contribaoted
toward lpproving the morale of the
teacherss
That the process used by the teachers
in developing o handhook conkributed
to & unified point of view un the part
of gchool personnel invelveds
That ecooperative experiences stimalated
demperatic interactions
Thet effoctive smeans Tor rendering
accessible to users the inforzation
contained in a handbook should be
developed.,
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Enowing what iaforastfon the teschors nceded, the
writer discovered that the handbook at least proved to be a
partial solutiom %o the problem of disseninmating information
in a ferm which was convenient and usable. It was realized
that the handbook woald not be s assbstilute 'for feacherst
westings or personal condactz, It would serve az a
supplesent rather thon to displaes personsl contocts

beteoon teachers snd adninistrstor.

From experience and study, the writer offers the
fellosing reccazendations:

1. That every hondbook should be well-indexed
in addition to heviag s tabls of contents,
Fronm experience, teachers discevered that
ouch valasble time was wasted by not
having a voprd index for the hmndbook.

2. Thet more apsee in the handboolt be glven
to the develonmeni and exnlanation of
the school's philosophy.

In developing a school's philesophy,
careful consideration and such tire
zast be glven S5 the phraseoclogy of
such philozophy to assure a single
interpretation.
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That & permonent comsittes on rovision
ghould be sob up with the mejority of
nepbers serving from yesr to year.

The pembers of this comnitiee shenld be
conatantly on the alert %o ascertain
vays wnd seons of improving the hande
book, They should reogularly and
gystemntically seck suggesiions from
all the toschers snd supérvisory
personnel as to isprovements for the
handbook.

That desoeratic interaction ghonld be
the Yorder of the day¥.

In order %o instill In othars the value
of ¢emogratic living, one must Belfeve
in demoeraey and proctice it. It is
through porticipation in experiecnces
involving democratic procedures that
one beesnos Indoctrinsted in the
damoerntic nrogess.

The writer realizes that continuons
evalaation of any =metivity iz moat
inportant and is awarc of the fact that
there are limlitations in this study. It
is recognized thet more research should be
done oo the nrocess of developing a hendbook.
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