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AN ELEMENTARY SCHOOL GUIDANGCE POLDER
BASED UPON OPINIONS OF SELECTED OREGON TEACHERS

CHAPTER I
INTRODUCTION

To understand the place of cumulative records in a
guldance program, it 13 first necessary to comprehend what
18 meant by the term guldance, as applied to the school
child. Traxler states, "Ideally concelved, guldance
enables each individual to understand his abilities and
interssts, to develop them as well as possible, to relate
them to life goals, and finally to reach a state of com-
plete and mature self-guldance as a desirable citizen of a
demooratic social order®™. (14, p.3) Edna Baxter phrased
the meaning of guldance more simply and appealingly when
she wrote that guidance is intended to "help the child to
help himself". (1, p.202)

In any well organized guidance program, there are five
basic services that should be included: (1) a service in-
volving the collecting and recording of personal data about
each pupll on some permanent cumulative record form or
forms, (2) a service dealing with the dissemination of
information, (3) a counseling service, (4) a placement
service, and (5) a follow-up service. The key to the
effectiveness of this chain of services depends to a large

extent upon the efficlent functioning of the first service.
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For, as Erickson and smith astate, "The guldance program is
based upon the assumption that adequate data about pupils
is avallable to administrators, teachers, and counselors".
(3, p.74)

It is important, therefore, that schools should first
concentrate their efforts on the development of an adequate
and comprehensive cumulative record system. One cannot
hope to help the child help himself without first knowing
something about the child. Kawin makes & statement to this
effect, namely, "Cumulative records furnish the basis for
adjustment at the elementary level as well as for guilding
the pupil in his later school career". (15, p.16) In a
similar veln, Traxler asserts fhnt, *A comprehensive and
detailed system of cumulative personnel records is indis-
pensable for the proper functioning of the modern school".
(14, p.203)

Because cumulative records are of such vital impor-
tance, 1t is necessary that considerable thought be given
to the construction of the record forms themselves so that
they will have definite utility for the teachers, coun-
selors, and administrators. However, doubt has often
arisen as to whether many of the cumulative record systems
in use today are truly functionally constructed. For
example, Erickson and Smith contend that, "Few, if any,
cumulative-record forms provide ample space for recording

adequate data about pupils if these data are to be employed




in assisting boys and girls to obtain the maximum value
from their educational experiences". (3, p.74)

Similar doubt has arisen in the writer's own mind as
well as some additional questions such as: Is the informa-
tion in the record folders meaningful to the teacher? Do
the teachers find the information helpful? Are there any
speclal 1ltems of information that the teachers consider to
be of the most value? Which l1tems are of the least
value? What Information needs to be added? As a conse-
quence of the stimulating nature of these questions, this
study was conducted in hopes that some answers might be
obtained. Further encouragement was provided by a state-

ment found in the Encyclopedia of Educational Research,

under the heading of needed research, to the following
effect: "which items, now included in the elements of a
recording and reporting system, are essential in terms of

actual use?" (9, p.927)

Purpose of Study

The primery purpose, therefore, of this study was to
obtain, through a personal interview situation, the frank
opinions of elementary school teachers with regard to the
cumulative record system used in their respective schools
in an attempt to discover, if possible, whether or not the
curmlative records were actually serving their purpose and

if the teachers considered them to be of any value. NMore
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specifically, an effort was made to learn if, when, and why

the teachers used the record folders and to learn which
items found in the record folders the teachers considered
to be of the most value and of the least value, and what
information, if any, the teachers would like to see added
to the record folders. Any criticliams or suggestions

that the teachers had to offer conecerning either their own
record folders or of cumulative records in general were
weloomed.

To complement the information obtained from the
teachers, a group of selected elementary school principals
was interviewed so as to procure data regarding cumulative
records from the administrative point of view. However,
the interviews conducted with the principals were def-
initely of secondary importance as compared with the main

purpose involving the teacher interviews.

Statement of Problem

In anticipation that the results of this study would
serve some useful end, a basic problem was developed whioh
consisted of the conatruction of a cumulative record folder
which might better meet the needs of elementary teachers in
Oregon. The record folder would, of course, be designed in

1light of the results obtained from the study.




Location of Study

The geographlcal location of the study was limited to
the nine major Willamette Valley counties in the State of
Oregon, namely, Benton,_Clackamas, Lane, Liﬁn, Marion,
Multnomah, Polk, Washington, and Yamhlll counties. within
these nine countles, sixty elementary schools were visited.
These schools represented forty-five different school
districts, five from each county, with the districts
further broken down to include eighteen first-class dis-
tricts, fifteen second-class districts, and twelve third-
class districts. Thirty communities were also represented
with populations ranging from under 200 to slightly over
40,000.

Source of Data

A total of one hundred eighty elementary school
teachers were interviewed, with twenty teachers represent-
ing each county. The teachers were from seven schools in
each of the following counties: Benton, Clackamas, Lane,
Linn, Marion, and Yamhill. In Multnomah, Polk, and
Washington countles, the teachers were from only six
achools in each of the countles. Of the one hundred eighty
teachers, one hundred fifﬁéen represented first-class dis-

tricts, forty-five were from second-class districts, and

twenty represented third-class districts. Of this last




twenty, five teachers were from one-room schools, five
from two-room, five from three-room, and five from four-
- room schools. The total of one hundred eighty teachers
represented schools varying in size from third-class dis-
trict one-room schools to a first-class district school
employing over forty teachers.

A total of thirty principals were interviewed also.
They were from three schools in each of the following
counties: Benton, Lane, Linn, Marion, Polk, and
Washington. In the three remaining counties, namely,
Clackamas, Multnomah, and Yamhill, the principals repre-
sented four schools from each. Twenty of the principals
were from first-class districts, and ten were from second-
class distriets. It should be noted that no principals or
teachers were seen within School District No. 1, Portland,
Oregon, because of extenuating circumstances and because
School District No. 1 constitutes an unique situation
within the Oregon Public schools. A table of the schools,
districts, communities, and counties visited, as well as
the number of teachers and principals interviewed in each,
is contained in Appendix C.

No attempt was made to select in advance the exact
teachers to be interviewed in any one school. The primary
basis for the selection of any one teacher for an interview
was the time element and the avallability of the teacher

for such an interview. An endeavor, however, was made to




distribute the interviews among teachers representing the
various grade levels from one through eight. As a result,
no interviews were held with more than two teachers from
the same grade level in any one school. The final tally
indicated that a very satisfactory distribution was
achieved. There was also no attempt made to select the
teachers on a basls of experience or sex. Beginning
teachers as well as ones with many years of experlence were
interviewed. With respect to sex distribution, one hundred
fifty-three of the teachers interviewed were women and
twenty-seven were men, or elghty-five per cent women and
fifteen per cent men. The sex distribution obtained was
the result of chance, but it was 1in keeping with the per-
centages on a nation-wide basis. The principals of the
schools were discouraged‘as much as possible from making
the selection of the exact teachers to be interviewed for
fear that they would select only those teachers who would
give M"acceptable” answers. A table of the teachers inter-
viewed with regard to grade levels taught and sex appears
in Appendix D.

The principals were also selected primarily on the
basis of avallabllity for interviewing. However, an
endeavor was made to select princlpals from schools of
varying size in both first and second-class districts. As
previously mentioned, twenty principals were from first-

class dlstricts and ten were from second-class districts.
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The principals represented schools that varied in size from
one small school employlng only six teachers to a large
school employling over forty teachers. No attempt was made
to select the principals on a basis of sex or experience.
0f the principals interviewed, twenty were men and ten were
women, or a ratio of two to one.

The interviews that were conducted with the teachers
varied in length from a minimum of fifteen minutes in rare
cases to & maximum of forty-five minutes, with the average
length being approximately twenty-five minutes. The inter-
views with the principals averaged about fifteen minutes.

During the conduot of this study, a practice was made
of consulting the county school superintendent of each of
the nine counties in order to obtain a clearance with res-
pect to the interviews. A similar clearance was proocured
from all city superintendents when there was one, as well
as from the principal or principalts office of each school
visited. The complete study involved some 2,025 miles of

travel.

Limitations of Study

The limitations of the study can be found mostly in
the interview situation itself. The samplings were
adequate, in the writer's judgment, with the realization
that the study was limited to only one region in Oregon.

It was necessary to restrict the study to one region
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because of time and distance limitations. However, it was
folt that the selected samplings of teachers, principsals,
schools, districts, and communities within this region were
sufficiently representative with the possible exception of
the principals.

With respect to the interviews, some limitations can
be found. For example, it was not feasible %o make inter-
view appointments in advance because of time limitations.
Consequently, this prevented the teachers from doing any
advanced preparation. However, the writer iz inclined to
think that these spontaneocus interviews had definite advan-
tages in that possibly the teachers gave answers that were
more in keeping with their true thoughts, or at least more
so than those they might have given if they had had time
to prepare for the interview. oOften it was found, for
example, that the teachers had been working on their cumu-
lative records immediately prior to the interview, and as
a result, the interviews usually contained a great deal of
frankness. However, there would no doubt have been some
value in talking with the teachers after they had had time
to think over the problems of cumulative records.

The blggest wealmese to the interview situation, in
the writer's estimation, 1s the suggestiveness that may
creep into the questlions as they are spoken. This is
especlally true when clarification is needed and the latter

was indeed often necessary in this atudy. Despite the fact
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that one may be extremely careful of hils phrasing, certain
inflections may enter in from time to time that may 1in-
fluence the answers given. The interviewer has to be
extremely careful that his questions and statements do not
tend to be leading ones. In this study, this particular
danger was always present whenever examples had to be
glven after the statement of a specific question. To
allevliate this danger as much as possible, an attempt was
always made to get the maximum response first, before any
examples were clted. This limitation is inevitable, but
it applles also to written questionnaires when examples
are given., It is worthy of note that personal interviews
offer one very important advantage over written question-
naires in that the interviewer always has the opportunity
to clarify any question about which the interviewee is in
doubt. Thus, ambigulty can be made a negligible factor
which 18 unfortunately not the case wlth many written
questionnaires.

The problem of time available for interviewing con-
stituted another limitation, that 1s, in some cases the
interviews were hurried for one reason or another which
consequently made the results less valid. However, this
type of situation was unavoidable in most cases, and could
probably only be corrected Lf the study were carried out
over a long period, so that appointments for interviews

could be made ahead of time.




Definitions of Terms

For purposes of this study it is necessary to clarify

one or two terms. PFirst of all, the term cumulative record

will be deflned for the sake of convenience in an all
Inclusive sense; that is, the term will refer to "all
records that make provision for the accumulation of signif-
icant and comprehensive information about an individual
pupil over a period of years". (14, p.215) The following
definition can also be used: "The cumulative record is
defined az a record of information concerned with the
appraisal of the individual pupil -~ usually kept on a
card, sheet, folder, cards in an envelope, or scme combina-
tion of such == kept in one place”™. (15, p.10) In the
Encyclopedia of Educational Researsh can be found this

definition, ™A cumulative record is an individual student
record maintained over a period of years and composed of
successive additions made at more or less rréquont in-
tervals”. (9, p.1299) The term ocumilative record as used
in this study will be synonomous with such formal names as
personal inventory, individual inventory, personal data
record, and so forth.

Because cumilative records are constructed in such a
variety of manners, it was necessary for the sake of
clarity to choose an expression which would serve as a

comprehensive designation for all cumulative records
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regardless of construction. Therefore, the term cumulative

record folder was selected to be used in conducting the

study proper.
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CHAPTER II

DEVELOPMENT OF CUMULATIVE RECORDS

Prior to the twentieth century, little if anything was
done in the way of keseping pupil personnel records in the
schools of Amerlca with the exception of the various school
reglsters which were kept in many schools. These school
reglisters owed thelr existence primarily to the efforts of
Horace Mann in the second quarter of the nineteenth cen-
tury. In September, 1910, the c¢ity of Boston,
Massachusetts, adopted a system of individual pupil records
that was devlised by Charles M. Lamprey &s early as 1908 for
his training school in Boston. This system included an
"Attendance and Scholarship Record", an "Admission, Dis-
charge, and Promotion Card", and a "Principalts Office
Record Card". (5, pp«204-205)

Lamprey was a member of a committee on school records
which was appointed by the National Education Association
in 1912. (5, p«.205) This committee recommended that
Lampreyt!s pupil's cumulative record be adopted by other
communities throughout the United States. The committee
further suggested that the cumulative records should only
contaln a minimum amount of information end detailed items
such as might be used for case studles should not be
included.

For many years following the appearance of the 1912




14

committee's report, various publishing companies printed
cumulative record forms which were patterned after the
recormendations of the committee. However, by the late
1920's many county and city school districts began to
print their own forms. (9, p.933)

In 1927 the National Education Assoclation aggin
approinted a committes to study sochool records and reports.
(10) In its report, the committee advocated the keeping
of a greater amount of pupll data than did the previous
committee. It also recommended the use of a cumulative
record form which was decidedly larger than the four by
six inch form suggested by the 1912 committee. Since this
time the folder type of record has been gaining in
approval. Folder type cumulative records are of two main
types, that 1s, a folder with the l1tems that are to be
recorded printed directly on it or a plaln manila folder
on which the pupil's name 1is printed and in which are flled
the various printed pupil personnel records usually of
letter paper size. Of course, there may be folder types
of varylng degrees between these two baslc types. Traxler
(14, p.212) states that the use of a cumulative record
card in conjunction with a record folder apparently con-
stitutes the most ideal arrangement if a sufficient school
staff is avallable for the maintenance of such a system.

The cunmulative record as we know it today owes much of

its development to the work done by the Committee on
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Personnel Methods of the American Council on Education in
1928. (14, p.216) In making its report, the committee
recomnended that the record folder should contain such data
a8 facts on home conditions, pupil hesalth informﬁtion,
attendance and scholarship materlal, test scores, and
results of interest and personality inventorles. The work
of this committéa, particularly that of two of its members,
Professor E. L., Clark of Northwestern University and
Professor B. D. Wood of Columblia University, resulted in
the construction of the original American Couneil cumla-
tive record folder. The American Council eventually
published four separate cumulative record forms which in-
cluded a card for elementary schools, a card that might be
used in either secondary or elementary schools, a folder
for secondary schools, and a folder for college use. The
influence of these forms on other organ;zationa and school
systems was considerable and some half a million copiles of
the forms were printed and dlstributed.

A committee, under the chalrmanship of Dr. Eugene R.
Smith, was appointed in 1940 by the American Council on
Education (13) for the primary purpose of making revisions
in thelr exlsting record forms. In preparing the revised
forms, the committee retained the chronologlcal organiza-
tlon by years of the previous forms as well as some of the
same information sections. However, the new forms did

incorporate certain important changes. For example, there
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was more emphasis placed upon dascript;on of behavior and
evaluation of the personal qualitlies of the pupils and less
emphasis put upon items concerned with subjects, marks, and
credits. The new forms also contained increased space for
the synthesis and interpretation of data. The committee
prepared revisions of cumulative record folders for the
primery grades, the intermediate grades, four through six,
for the Junior and senior high schools, and also for the
colleges.,

During the 1930's and 1940's such individuals as
David Segel, Ruth Strang, A. E. Traxler, W. C. Allen,
Eugene R. Smith, as well as many others, contributed
heavily to the development of better pupil personnel
records. They promoted better ways and means of recording
pupil data so that this information would be more access-
ible and more easlly interpreted by the teachers,
counselors, and administrators.

The research data on cumulative records compiléd over
the past three decades has resulted in the formulation of
many lists of general baslc characteristics of an effective
cumilative record system. One such list whieh is reason-
ably representative with the additional qualifications of
brevity and simpliclity 1s as follows: (2, pp.42-43)

A good cumulative record systemg
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le. Reflects the objocéives of the
educational program.
2. Shows trends in the child's development.
S+ Contains information meaningful to
teachers in understandable form.
4. Furnishes data for all children, not
for problem cases only.
5. Consists of 1tems significant in the
all-round development of the pupil.
6. Presents Information from year to year
in a consistent and comparable form.
7. Involves a simple astandardigzed method
of recording.
8. Is readily filed and used.
9. Lends itself to easy and accurate repro-
duction for teachers' use and for
other schools.

With regard to the specific 1tems which should be in-
cluded in a pupilts cumulative resord there are still con-
slderable differences of opinion. Various studies have
been made dealing with this problem. In 1924, A. 0. Heck
(6) made a study of pupil personnel items. He evaluated
the items on the basis of four criteria. The first
criterion was the number of times various items were found
on the pupll cumulative record forms of one hundred thirty-
one school systems dispersed throughout the United States.
The second oriterion was the number of times that each item
was necessary for making out the annual pupil reports
required by the different states. The third involved the
number of times that each item was required in the solution
of various pupil's educational problems, and the last
criterion dealt with the number of times that each item was
utilized by the principals and teachers in sarrying out

their duties. With respect to this fourth eriterion, the
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principals and teachers were asked to name those ltems used
on thelr existing record forms which seemed to be of no
value and to name the items which were not included on
their forms but for which they had found need.

The United States Office of Education has also made
several studles. One study was made in the late 1930's
under the supervision of David Segel. (12) It involved
the cumulative record forms used in one hundred seventy-
seven school systems. The items that were found to be in
use on the varlous record forms were classified into
seventeen categories and tabulated s0 as to indicate the
number of times that each particular item appeared on the
assorted forms. The items which ocecurred most frequently
were those relating to attendance, scholarship (school
grades), school progress, health, home conditions and
famlly background, social and character ratings, results
of intelligence tests, and school entrance and withdrawel.

Another study, directed by Leonard and Tucker of the
Unilted States Office of Education, was made in 1941, (8)
This study, however, was confined to secondary schools
only, with the further limitation that only those secondary
schools employlng counselors would be included.

More recently a Nation-wide survey was conducted by
the United States 0ffice of HEducation (15) for the purpose
of determining the kinds of cumulative record systems then

in use in this country as well as the types of items found
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on the various cumulative records themselves. Inquiries
were sent to the school systems of all United States cities
with a population of 2,500 or over and elsc to all county
superintendents of schools. Results were obtalned from
544 countles and 1,230 cltlies which reported on a total of
2,515 cumulative record systems. The discrepancy in totals
can be accounted for by the fact that some school systems
had a different form for both the elementary schools and
the secondary schools.

With due conslderation to the tabulated results of
this survey and wlth particular reference to the frequency
of occurrence of varlous items in the cumulative record
forms atudled, the Natlional Committee on Cumulative
Recards, 1n its 1944 report, developed a recommended list
of ltems which should at least be considered for incorpora-
tion by school systems who might be constructing new cum-
lative record forms. However, the committee also pointed
out that 1t wes not recommending that all the items on its
list be used by all school systems as the cumulative record
1s something that must be tallored to fit the needs and
objectives of each individual school system. The list of

ltems recommendsd by this committee, as arranged by broad

categories, is as followsy (15, pp.8-9)
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Personal
Name Sex
Date of birth Color or race
Bvidence of birth Resldence of pupil
Place of birth and/or parents

Home and Community

Rames of parents With whom does pupil live
or guardians Birthplace of parents

Occupation of Language spoken in home
parents or Merital status
guardians Rumber of siblings,

Ars parents alive older and younger

or deceased
Ratings of home

environment and/or

economic status

Scholarship
School marks by years Rank in graduating class
and subject (with number in class)
Special reports on Record of reading
fallures

Test Scores and Ratings

General intelligence test scores
Achlevement test scores

Other test ascores

Personality ratings

- School Attendance

Days present or absent each year
Record of schools attended, with dates

Health

The following types of items are desirable if a
school has a health program in which physicians
and nurses are & part:

Complete health record, to be filled in by

physiclan or nurse

Record of physical disabilities

Vacecination record

Disease census
If a physician or nurse is not available for
examining school children a rating of the health




21
of puplls may be made by the teachers, the type
of rating depending upon the extent of the
education of teachers in health matters.

Anecdotal Records

If an anecdotal records system is to be used, a
special form should be developed. Anecdotal
reports may be kept easily 1f filed in a folding
type of cumulative record or where records are
kept in envelopes.

Miscellaneous

Baployment record during school years

Vocational plans

Counselor's notes

Extracurricular activities

Follow~up record after leaving school
(employment and further education)

Space for notations by teachers and others

In addition to the items that should be consldered for
inclusion in a cumulative record system thers are certain
basic prinelples that should be followed in the development
of all pupil personnel records. Such a list of principles
has been compiled by Traxler and 1s as follows:

(14, pp.203-209)

l. A comprehensive and detailed system of
cunmulative personnel records is indis-
pensable for the proper functioning of the
modern school. (Hahn and MacLean would
amend this principle with the statement,
:zithin4§ho limitations of time and staff".)

» Pe?

2. The most important purpose of personnel records
1s to improve the instruction and guldance
of each individual pupil.

3. Records are needed that will be continuous over
the whole school hlstory from the kinder-
garten to the junior college, and that
will follow the child from school to
school. (Habhn and MacLean would add,
"upper division and graduate colleglate
institutions and adult counseling".)




4.

Se

6.

7.

8.
9.

10.

11.

iz2.

13.

22

(4, p.94)

The personnel records for all pupils should be
readlly accessible to the entire faculty
of the school. (Hahn and MacLean would
revise this principle to include %a
statement of caution against including
Information which can damage counselees
at a later date.") (4, p.%4)

The records system should be simple enough and
well enough organized so that the essential
facts about any given pupil will be brought
together on one central record card or set
of cards in such a way that they may be
grasped through a few moments of study by
busy teachers and counselors who are not
highly trained in interpreting records.

An attempt should be made to keep the records
high in relliability and comparability by
baslng them as far as possible on objective
data,

The records should be uniform in type throughout
all the schools of the local system.

(Hahn and MacLean would add, "or all the
?Zpartme?ts and colleges of a university®.)
s Po 94

The records systaem should provide for a minimum
of repetition of items.

The building of a personnel records system for
a glven school does not begin with a
consideration of the records themselves;
1t begins with a study of the nature and
purposes of the school and of the pupil.

If a school sdopts one comprehensive cumulative
form as its basic personnel record, it
should not only plan this form with
meticulous attention to detail, but it
should also carefully plan the forms
which are to be used in collecting data
which will contribute to the main record.

A detalled manual of directions should accompany
the personnel records for the guidance of
persons filling out or using the forms,

There is a natural and loglcal relationship
between the information on reports made
to the parents and the information recorded
for purposes of permanent record; this
relatlionship should be taken into account
in planning both types of forms.

A system of personnel records must not be static;
it must be revised frequently as a school's
theory of education changes.
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l4. It is imperative that a system of personnel
reocords be assoclated with & program of
teacher education in the use of these
records.

To the above principles as advocated by Traxler, Hahn
and Maclean would add five additional ones. These are as
follows: (4, pp.94-98)

J. Records should demand a minimum of clerical
time.

2. Recards should be tailored to the program
and institution in which they are to be
used. (Implied in Traxler's ninth
principle)

3. Records should contain only those items used
frequently enough to justify their
inclusion.

4, Summsrizing forms should be supplemented by
other records valusble te counselors.

6. Personnel records in schools and college
should be built and maintained within
reasonable limits by students.

In the State of Oregon there has also been a growth
and development of pupil personnel records over the past
two or three decades. At the present time, a great variety
of cumulative record cards or folders are in use throughout
the state. The State Department of Education has developed
two distinect cumulative record forms; one an Oregon

Elementary Cumulative Record Card (Appendix I) and the

other an Oregon Elementary Pupil Cumulative Record, a

folder type (Appendix H). The former 1s available free of
charge to any school distrlct within the state desiring to
use it. The latter form is also available but for a

nominal charge of one cent for each folder. However, many

first-class districts have exercised their prerogative and
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developed their own cumulative record forms in lieu of the
state forms. Some samples of the record forms used by
various first-class districts appear in Appendices &, F, G,
Jy, Ky, and L.

The original forms of both the present day Oregon

Elementary Cumulative Record Card and the Oregon Elementary

Pupill Cumulative Record were developed in 1934 as an out-

growth of the Sixth Annual Conference of (Oregon County
Sechool Superintendents. Both of the forms have been sub-
Jected to periocdic revisions, the latest of which was in
April, 1944. 1In all cases both forms were revised cone
currently. The 1944 revisions were submitted for consider-
ation to the 1944 Conference of Oregon Coﬁnty School
Superintendents held in June of that year.

In the 1934 report of the Committee on Elamentary
Pupil Cumulative Record Card (11, p.9) the following
recommendations were madet

l. That the grading system and accompanying
percentages shown on the pupil record
card be adopted in each county as
uniform.

2. That the elementary pupil cumulative record
card be sent on into high school, or,
in case of a transfer, to the elementary
school which the child attends.

3« That teachers be required to have a convenient
file for these record cards accessible
to the county school superintendent.

4., That thls, or a similar card, be used at
leaat in the sixth, seventh, and
eighth grades.

5. That the card be printed on a heavy stock
paper and supplied by the State
Department of Education.
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6. That the county school superintendents urge

on the teachers the value of the
cumulative record card and require its
use from year to year.

7. That, where old record cards are in use,
they be continued through the eighth
grade and the new cards be started in
the incoming sixth grade or lower.

Since the issuance of this report, if not before, the
State Department of Education has strongly recommended that
all schools in Oregon keep & cumulative record folder for
sach of thelr puplls, either their own form or one or both
of the state forms. A similar recommendation was made
in the recently published Holy report to the same effect,
namely, that "A cumulative record folder be kept for each

student in a central locatlion where it 1is easily accessible

to the teachers™. (7, p.299)
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CHAPTER III

THE STUDY

The study consisted of one hundred eighty personal
interviews conducted with selected elementary school
teachers and thirty personal interviews with selected
elementary school principals, all located in the wWillamette
Valley in Oregon. 1In the interview, unless otherwise
noted, each teacher was asked eighteen questions and each
principal was asked nine, the questions in each list being
different.t (Appendices A and B)

The questlons on both of these lists were composed
with the ald of various source materials written on the
subject of cummilative records as well as from the writer's
own knowledge. In addition, however, it should be noted
that both of the orlginal lists were submitted for

lcertain questions were revised during the course of the
study and three questions were added. The questions which
were revised or added, as well as the time that the
revislons and the additions were made, are as follows:

In the list of questions asked of the teachers,

1. Questions 6 and 7 were revised after the first 14
teachers had been interviewed.

2. Question 12 was revised after the first 22 teachers had
been interviewed.

3. Questions 9 and 15 were added after the first 22
teachers had been interviewed.

4. Question 17 was added after the first 42 teachers had
been interviewed.

In the list of questions asked of the principals,
l. Question 5 was added after the first 5 principals had
been interviewed.



27
evaluation to a graduate seminar in Guidance Problems, of
which the writer was a member, conducted in the School of
Education at Oregon State College during the winter term
of 1951. The seminar class made various oriticisms and
suggestions for improvement of the two original 1lists, and
these were taken linto conslderation in making the final
revisions and in making any additions. PFavorable comment
was recelved from the seminar class with respect to the
comprehensiveness and adequacy of the two lists of

questionsa.

Questions Directed to the Teacher

In compiling the data obtained from the teacher inter-
views, the writer included only those additional comments
which were glven by two or more teachers, with the excep-
tion of questioné one and sixtesn. In writing the
comments, an endeavor was made, wherever possible, to
retain, more or less, the orliginal phrsasing used by the
teachers. It should be noted also that the writer has made
no speclal attempt, 1n the summary paragraphs following
each question, to commend or condemm the teachers on the
basls of thelr answers to the questions. The results of

the teacher interviews arec as follows:
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Are you in favor of having a cumulative record system
for the pupils in your school?

YES - 172

NO - 1

UNDECIDED -~ 7
Number of
Teachers
Reporting

Reasons given far YES answers:
&, The record folders are a great aild
to the teacher in learning about
the pupll and his background. 9
b. They are a great time saving device
in that the teacher does not have to
obtalin unaided all of the informa-

tion about the pupil each year. 8
¢. They are of particular value to
first year teachers. 3

Qualifications glven with YES answers:
8. If the record folders were to be
improved by such things as stand-
ardization, simplification, and
elimination of duplication. 15
b. If they were always kept up to date. 11
¢, If they were used more frequently
and more constructively by the
teachers. 5

Reasons given for NO answers:

a. The teacher just does not have
enough time to keep the record
folders up to date, but even 1f the
time were avallable the folders are
not of much value anyway. The
teacher has to do entirely too much
clerical woark. 1

Reasons given for UNDECIDED answers:
a« The information contalned in the
record folders i1s too subjective,
and the interpretatlion of this data
varies too much from teacher to
teacher. This subjectivity increases
the danger of creating blas in the
teachers recelving the record folders. 3
be There 1s too much unnecessary material
in the record folders. 2
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¢. The pupils are understood well
enough without the use of record
folders. 2

It is apparent from the answers given to this question
that the teachers are practically unanimous in approving
the use of cumilative records. However, certaln reserva-
tions are held by some teachers to the effect that the
record folders should be standsrdized, simplified, and
improved by the elimination of duplication, and also that
they should be kept up to date more than they are.

2. Do you examine the cumulative record folder of each
member of your new class as & regular parg of your
work at the beginning of the school year?

YES - 119
NO -~ 39

Qualifications given with YES answers:
a. But only a superficial examination
is made. 9

Reasons given for NO answers:

a. There 1s too much danger of acquir-

ing a preconceived opinion about

the various pupils. 12
b. It is better to wait until a

problem arises before consulting

the record folders. 4
¢e There 1s not enough information in

the record folders for them to be

of any value. 2

2This question was not asked of the 22 first grade

teachers, who have their pupilse for only one year, because
the first grade teacher 1s, in the majority of the cases,
the person who originally initiates the record folder.
This question, therefore, was not applicable to thenm.
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d. The school reglster 1s consulted
instead, 2
6. The puplls are understood well
enough without referring to the
record folders. 2
Qualifications given with NO answers:
a. Except In some cases such as new
transfer students. 14
A large majority of the teachers examine their pupils!
record folders at the beginning of the school year, which
probably indicates that the teachers find the folders to be
of some value to them at that time. However, some teachers
are apparently afraid that they will be unduly influenced
by the information in the record folders and, therefore,
hesitate to examine them any sooner than is absolutely
necessary.
S« If you do examine them at the beginning of the year,
approximately how much time elapses before you complete
your examination of all the folders?

1. Examination completed before

achool commences. 24
2. About one or two days. 7
3. About one week. 30
4. About two weeks. 10
5. About three weeks. 8
6. About four weeks. 10
7. No exact time stated. 30

Srhis question was not asked of the 39 teachers who
answered NO to question two nor of the 22 first grade
teachers, who have their pupils for only one year, because
the first grade teacher is, in the majority of cases, the
person who origlinally initiates the record folder. This
question was, therefore, not applicable to these first
grade teachers.
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Elghty-nine of the one hundred nineteen teachers
answering YBES to question two make their examination of
the record folders at least by the end of the first four
weeks of school. The results tend to indicate that there
is a considerable difference of opinion among these
teachers as to what constitutes the "beginning of the
year". The varlation in time elapsing before the teachers
actually examine the folders may be indicative of the
relative value each teacher places upoh the record folders.
However, the amount of time availlable for early examlnation

may be an influentlal factor.

4. If a serious problem involving one of your pupils
arises during the year, do you always refer to the
particular pupil's record folder before you plan
your course of action?

YES - 1056
NO - 66
NO COMMENT -~ 9

Reasons given for NO answers:
a. The pupils are understood well
enough without having to consult
the record folders. 21
b. There is not enough information in
the record folders for them to be
of any value. 2

Qualirfications given with NO answers:

a. Not 1in all cases, but there are

many instances involving problems

when the record folders are con-

sulted as soon as possible. 43
b. Except in very special cases. 1l
¢. Unless the problem persists and

there 1s a need for more informa-

tion about the pupil. 4




The number of NO answers given to this question is
somewhat misleading. Actually most of the teachers consult
thelr record folders when a seriocus problem arises, but as
some teachers point out, they do not consult them in every
case, Thé differences of opinion with regard to this
question may be the result of the many interpretations of

what constitutes a "serlous" problem. There are some

teachers, however, who feel that they can handle these

problems without the aid of record folders.

5. Do you ever find it necessary to take any of the
record folders back to the teacher who had your

pupils the previous year for the purpose of con-
sultation concerning the information in the folders?4

YES - 85
NO =~ 62
Qualirfications given with YES answerss
&+« But only in very special cases. 17
b. But usually only at the
beginning of the year, 2
6. But only if the other teacher
is willing. 2

Qualifications given with NO answers:

a. But conferences are held with the
Previous teacher on occasion
without actually taking the record
folder itself back to the previous

teacher. )
b. But conferences are held with the
guldance personnel instead. 3

4phie question was not asked of any teacher who was
responsible for the original initiation of the record
folders -- 33 teachers in all.



33
Ninety-four teachers find it necessary, at times, to
consult with thelr puplls' previous teacher concerning the
data contained in the record folders. However, only
elghty~five teachers actually take the record folder itself
with them.

6. Do you write ang keep any anecdotal records pertalning
to your puplls?

YES - 46
NO - 113
NO COMMENT - 7

Qualifications given with YES answers:
a. But only in very special cases. 13

Reasons given for NO answers:
&. They would require too much time
to write. 18
b. They are of value only in such
few cases that 1t 1s not worth
the teacherts time to write them. 4
¢« The pupils are understood well
enocugh without having to refer to
anecdotal records. 3

Qualifications given with NO answers:
&. But anecdotal records would be of
some value il they were written. 46
b. But I used to write them. 4
It is quite obvious that the use of anecdotal records
1s a3 yet not very prevalent. Evidently some teachers are
not convinced that their value would be commensurate with

the time and effort needed to write them. Many teachers

SThis question was not asked, as such, of the first 14
teachers that were interviewed.
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ovince a disinclination to reconcile theilr actions with
thelr thoughts as indicated by the number of teachers who
answer NO to this question, but who at the same time
believe anecdotal records to be of some value. The problem
of finding the time needed to write them is the most in-
fluentlal factor as far as some teachers are concerned,

7. 1If anecdotal records are kept, do ybu think that they
should be filed in the record folders as pagt of the
material to be sent on to the next teacher?

YES - 82
NO - 54
UNDECIDED - 30
Qualifications given with YES answers:

8« But only in special cases. 9
be If the pertinent material were put
in summary form. S5

¢. If the teachers receiving the

anecdotal records were trained in

their use. 5
de But there is always the danger of

creating blas in the teacher

receiving such records. 4
6. If the anecdotal records were of

& positive nature. 3
f. 1If the next teacher were to request

themn.

Reasons glven for NO answersg
@. There 1s too much danger of creating
bias in the teacher receiving such

records. a1
b. The next teacher probably would not
look at them anyway. 5

6. Anecdotal records are of little
value because the behavior of
chlldren varies to such a great
extent from year to year, 2

Sphis question was not asked, as such, of the first 1¢
teachers that were interviewed.




Reasons given for UNDECIDED answers:
&, There is too much danger of
creating blas in the teacher
receiving such records. 10
b. There are too many teachers who
have not been trained in the

proper use of anecdotal records. e
¢. I have not thought much about it
before this. 2

Approximately one-half of the teachers indicate that
anecdotal materisgl should be flled in the record folders;
however, a few reservations are glven by some of these

teachers. O0f the teachers answering NO and UNDECIDED to
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this question, about ons-half of them gave the same reason,

namely, there 1s too much danger of creating blas in the
teacher receiving the anecdotal records. This danger,
however, could be minimized with properly written

anecdotes.

8. Do you make an annual written summary of a general
nature about each of your pupils, that 1is, a summery
which would be put in each pupil's record folder and
then sent on to the pupllts next teacher?

YES - B85
NO - 125

Qualifications given with YES answers:
8. But the summary should be based
primarily on the material contained
in the anecdotal records. 3

Reasons glven for NO answerst
a., A summary 1s put into the school
reglster instead. 4



Qualificatiocns given with NO answers:
a. Not in all cases but in specilal
cases a summary is written.
be. But summarles would be of szome
value 1f they were written.
¢. But summaries should be written
in the primary grades.

36
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The writing of annual summarles is not a widespread

practice, as indicated by the answers to this question.

Only a little more than a fourth of the teachers make a

summary about each of their pupils.

However, there are

some additional teachers who make annual summaries in

special cases.

9.

Do you think that such a written summary is_or would

be a valuable asset to your record folders?

YES - 93
NO - 49
UNDECIDED - 16

Reasons given for YES answerss
&. The summary 1is the moat helpful
item in the record folders.

Qualifications given with YES answers:

8. But they are only needed in
special cases and a written
sumnary about every pupil should
not be required.

b. If all teachers were required to
write them.

¢. If the teacher is provided with
enough time to write them.

Reasons given with NO ansawers:
a. There 1s too much danger of
creating blas 1In the teacher
recelving such summaries.

12

Trhis question was not asked of the first 22 teachers that
were interviewed.
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Slightly over half of the teachers evidently think
that an annual written summary would be of value to them,
but & few teachers specify that the summaries should not
necessarily be required for each and every pupil in the
school but should be written in special cases only. It is
interesting to note that the number of teachers answering
YES to this question exceeds only slightly the number of
teachers who indicate, in question eight, that they
actually do write these annual summaries, although scme of
the latter do not write one for every pupil. One might
conclude that those teachers who think a summary 1s
valuable are also the ones who write them. The comment,
there i3 too much danger of c¢reating bias in the teacher
receliving such summaries, 1s mentioned by several teachers
as thelr reason for not favoring written summaries.

10. Which portions of the cumulative record solder do you
conslder to be of the most value to you?

1. Pupilts health record. 119
2. Standardized mental test acores. o8
3. Standardized achievement test

scores, including reading. 97
4, Information on home conditions

and family background. 95

5. Teachersa' comments, including
written social and character
ratings, anecdotes, summarles,

eto. 85
6. Pupil's scholarship record. 32
7. Attendance record. 20

eExamplea were given with this question whenever the
teachers hesitated unduly in answering.




8. Test profile chart9. 15
9. Case studies. 4
10. School rank. _ 3
1ll. Physical fitness record. 2

There are five ma jor items that the teachers indicate
to be of the most value to them. These items, listed in
the order of frequsncy, are: the pupil!'s health record;
standardized mental test scores; standardized achievement
teat scores, including reading; information on home condi-
tions and family background; and teacherst! comments,
including written soclal and character ratings, anecdotes,
summaries, etc.

1l1. ¥§1g2 ggrgégnieggttgzlzgcggd folggr do you consider
you?

l. Pupil's scholarship record. 70

2., Teachers'! comments, including
social and character ratings,

anecdotes, summaries, etc. 4811
3. Pupllt's health record. 18
4. Pupilts test profile chart.l® 15
5. Information on home conditions

and family background. 13
6. Pupil's attendance record. i2

7. Standerdized mental test scores. 12z
8. Standardized achlievement test

scores, including reading 12
9. Physical fitness record. 5

93ee Form D or E in Appendices H and I, respectively.

1°Exnmplea were given with this question whenever the
teachers hesitated unduly in answering.

llTwenty-rour of these teachers were referring specifically
to rating scales or check lists, such as found on Forms
B and D iIn Appendices F and H, respectively, rather than
to written teacher comments.

12560 Form D or E in Appendlices H and I, respectively.
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10, Section on "Special Recoigs or

Information in Folder". 3
1l. Check list if books read by

the pupil.1 2
12, Section on "Duties and Respon-

sibilities” Eoth in and outside

of the home.l5 2
13. Photographs of the individual

pupil. 2
14, Pupilt's school transfer record. 2
15. No comment. 5016
Reasons glven for selected items:

Item No. 1

a. The grading systems are not
standardized. 3
Item No. 2

a. There 1s too much danger of
creating blas in the teacher
receiving such comments, 4
b. Teachers react so differently
to the same pupils that thesze
comments are of little value. 2

Item No. 3
&, There 18 not enough Informa-
tion on them to be of any
value. Often the pupilts
helght and weight are the

only things recorded. 4
Item No. 4
a. I do not know how to use it
or interpret it. 2

13566 Form D in Appendix H.

14This check list wsas one of the items lncluded with Form
A3 see Appendix E.

153ee Form D in Appendix H.

163even of these teachers remarked that everything 'in the
folder was important.
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Item No. 6§

a. There 1s too much unnecessary
information which i& of no
value; for example, notes from
parants, information about
brothers and sisters, and
results of parent-teacher
conferences. 7

b. The information is only of
value in cases involving a

maladjusted child. 2
Item No. %7
8. The test results are too
often unreliable. S
Item No. 8
a. The test results are too
often unreliable. 3

b. Not enough tests are given so
that adequate comparisons can

be made. 2
Item No. 11
a. Too often the pupils have not
actually read the books. 2

Only two items are mentioned with any amount of
frequency,namely, the pupil's scholarship reeord and
teachers! comments, including soclal and character ratings,
anecdotes, summaries, etc. However, in the case of the
latter item, half of these teachers mentioning it are
primarily concerned with pupil social and character ratings

which are in the form of scales or check lists. These they

do not like, but written teacher comments are acceptable.




41

12. 1Is there anything that you would like to see idded to
the cumulative record folders in your school?d?
(Nine teachers immediately remarked that they did not
want anything to be addedl Five teachers commented
further that information should be eliminated if
anything were to be done)

l. A list of the pupil's special
interests, abllities, accomplish~
ments, and experiences. 131

2. A wrltten record of the purposes
and results of parent~teacher
conferences. 100

3. More records of reading achleve-
ment, eilther through the use of
standardized reading tests or
check liats of the books that
the pupil has read. 04

4. A nmore complete record of home
conditions and family background. 9l

5. Samples of the pupil's school
work. 42

6. Individual photographs of the
pupils takeg each year or every
other year.18

7. More personal comments by the
teachers. 17

8. More case studies involving
comprehensive testing and

. 23

follow=up. 6
9. A record of the schools attended
by the pupils. 3

10. Some definite citizenship grades
with adequate definitions given
for the meaning of each grade.

11l. More anecdotal records.

N

17gach of the first six items was suggested to the teacher
unless the teacher named it of her own volition. However,
these items were not suggested to the first 22 teachers
that were interviewed.

181nd1vidual photographs were already being taken in 14 of
the schools visited. It is interesting to note that
none of the teachers (45 in all) iIn these 14 schools
mentioned the photographs as being one of the items
which they found to be of the most value.
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12. More results from individual
mental tests such as the

Stanford-Binet. 2
13. More information on the pupilts
social adJustment. 2

14, A record of the pupilt's school
promotion or reason for
retention. 2
15. More annual written summaries. 2

Qualifications given with selected items:

iteﬁl NO. l
a. But it is not needed for all
students. 2
Item No. 2

as But they are needed for only

the most significant

conferences. 9
b. But there is always the

danger of creating blas in

the teacher receiving such

information. S
¢. But they should be written
objectively. 2
Item No. 3
a. If the teacher were provided
with enough time to keep them. 2
Item No. 6
&. But they should be taken
every year. -

b. But they should be taken
only every two or three

yoars. 2
Item No. 7
a., If the comments are of a
posltive nature. 2

There are four major items that are favored consis-
tently enough by the teachers to warrant consideration.
These items included: & list of the pupilts special

interests, abilitles, accomplishments, and experiences; a

written record of the purposes and results of
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parent-teacher conferences; more records of reading
achievement, elther through the use of standardized reading
tests or check lists of the books that the pupil haes read;
and a more complete record of the home conditions and
family background of the pupil. There are, however, many
teachers who indicate that they would like to have samples
of the pupil's work put in the record folder, but this item
is mentioned much less frequently than the other four.

13. At what times during the school year do you enter the
ma jor portion of the iInformation in the record

foldera?
l. At the beginning of the year. 0
2. At the beginning and at the
middle of the year. 0
3. At the beglnning and at the
end of the year. 4
4. At the beginning and throughout
the year as 13 necessary. 4
5. At the mlddle of the year. 0
6. At the middle and at the end
of the year. 2
7. At the middle and throughout the
year as 1s necessary. 1
8. At the end of the year. 59
9. At the end and throughout the
year as 1s necessary. 14
10. At no speclal time. The
material 1s entered throughout
the year as 1s necessary. 96

The majority of the teachers indicate that they bring
thelr record folders up to date periodically throughout
the year. However, there are a large number of teachers

who walt until the end of the year before spending much
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time on the record folders.

14.

Do you have enough time during the school day to keep
your record folders up to date?

YES - 67
NO - 106
UNDECIDED -~ 7

Reasons given for YES answers:
&. The keeping of the record
folders is really not a burden. 7
be Clerical assistance is availlable. 2

Qualifications given with YES answers:
&, Unless the record folders become
more complicated, in which case
there would probably be a lack

of time. 4
b. In the majority of cases. 2
Qualifications given with NO answers:
a. But the record folders are
really not much of a burden. 3

Over half of the teachers express the sentiment that

there simply 18 not enough time available during the school

day for them to keep their record folders up to date. The

writer recalls that most of the teachers answering NO to

this question were quite emphatic about it.

15.

If at the present time there i3 not enough time avail-
able, would you prefer to have some released time
during the school day for the purpose of working on
your record folders, or would you prefer to have some
cleriigl assistance instead, or would you want

both?

19rhi s question was not asked of the first 22 teachers that
were interviewed nor of the 67 teachers answering YES to
question fourteen, of which 5 were in this group of
22 teachers.
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l. Released time wanted. 55
2. Clerical assistance wanted. 16
3« Both the above wanted. 17
4, Indifferent. 8

Reasons given for desiring released time:
a&. The cumulative record folder 1is
something that only the teacher
should fill out. It is dangerous
to let clerical help have access to
all of the information contained in
the record folder. Also it would
take more time to tell a secretary
how to fill them out than it would
to do it yourself. 18

Qualifications given with desire for
released time:
&. But tralned personnel should
adninister all of the standardized
tests. 3

Reasons given for desiring clerical
assistance: '
a. It 1s needed especially for the
maintenance of such routine items
as the pupilt's health card. 2
be It 18 needed because the record
folders are becoming more
complicated. 2
Most of the teachers show a desire to maintain their
own record folders. Some state that it 18 part of the
teacher's job, but at the same time they wish to have some
released time in which to work on their record folders.
Several teachers want to have some clerical help as voll,‘

possibly to take care of the more routine items.
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16. Do you have any criticisms regarding the format,
conatruotionQ or scope of the record folder used in
your school?20

Criticlsms given by teachers using Form ARL
(10 teachers):
a: There 1s not enough space to

write in commentsa. 5
b. The packet is of no valuej every-

thing should be on the folder. 1l
¢c. There are too many items included

in the folder. 1

d. There 13 too much repetition
within the various forms contained
in the folder. 1l

Criticlams given by teachers using Form B2
(9 teachers):
a. More space 1s still needed to
write in comments. 1l
b« There should be a section on the
record form where the teacher
could record the pupilts school
promotion or reason for retention. 1l
¢. The social and character rating
chart 1s not adequate and the
wording of the chart is poor. 1

Criticisms given by teachers using Form (23
(12 teachers):
&. There 1s not enough space to
write in comments or to record
data. 5
b. An annual written summary should
be included to supplement the
information contained on the
record form. 2

201t was often difficult to get definite criticisms from
the teachers on such short notice. In a large number of
instances the teachers merely remarked that they had not
thought much about it before. However, thess very same
teachers often showed a definite preference for one of
the sample forms.

2lsee Appendix E.
22306 Appendix F.
23306 Appendix G.




Ce.

d.

f.

The school scholarshlip section

is not adequate.

The teacher comment section is of
doubtful value because only a
minimum amount of information can
be recorded.

All comments by the teachers
should be written on a separate
sheet rather than on the record
form itself.

Desplte 1ts newness, the record
form still needs improvement.

Oriticisms given by teachers using Form D24
(34 teachers):

8.
b.
Co

d.

L.

g

h.

i.

k.
1.

There 1s not enough space to

write in comments.

The pupil's test profile chart

is of no value.

The soclal and character rating
chart should be eliminated.

The soclial and character rating
chart contains a poor selectlon

of items. ,
More information on home conditions
and family background is needed.
The achievement test section should
be revised so that the wording is
placed on the left hand side.

The section dealing with "Duties
and Responsibllitlies" should be
eliminated.

An anmual written summary should
be included to supplement the
information contained on the
record folder.

The whole folder 1s too complicated
and difficult to read.

It does not contain enough
information.

It contains too many items.

There are too many ambiguous ltems.
Only a plain manila folder should
be used and all recorded informa-
tion should be in the form of
inserts.

a%eo Appendix H

10

HHE B
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Criticiasms glven by teachers using Form Ezs
(69 teachers):

&

b.

Ce

d.

(. 1Y

L.

8o

There is not enough space to
record the data, especially in

the test sectlions.

The record form is aimply not
adequate for use as a cumulative
record. A larger and more com-
prehensive form 1s nesded.

More information on home conditions
and family background is needed.
The soclal and character rating
section 1s particularly inadequate,
and it needs revision.

The pupil's test profile c¢hart
should be eliminated.

The section for recording school
grades should be replaced with a
blank space in which each teacher
could summarize in a brief state-
ment the puplil's academic work.

The form contains too many items.

Criticisms given by teachers using Form FR6
(20 teachers):

8.

b.

C.
d.

G

L.

A section for the pupil's birth
date has been omitted.

The folder should contain a
section for the pupll's school
grades., ‘
There 1s not enough space to
record the data,

The folder does not contain
enough information.

The folder should contain a
section devoted to the social and
character ratings of the pupil.
The folder nesds improvement.

25800 Appendix I.

26309 Appendix J.

19

15




Criticisms glven by teachers using Form a27
(8 teachers):
a. More information on home
conditions and family background
1s needed. 1
b. The grade medlan on the standard-
1zed tesats should not be recorded
on the form. 1

Criticisms given by teachers using Form H<8
(12 teachers):
a. The folder does not contain enough
information, especilally with
respect to soclal and character
ratings and other comments about
the puplls, A section should be
provided for this on the folder or
on a separate form. 6

49

There are two criticlsms which stand out above all the

others. These are: there 1s not enough space on the
record form for the teacher to write in comments or to
record the data; the record form does not contalin enough
information. Forty-two of the teachers make the former
comment and forty-one make the latter. Nine of the
teachers who criticize thelr record forms for lack of
information‘are referring primarily to the need for more
information on the home conditions and family background
of the pupll. Many of the teachers using Form E are

27506 Appendix K.

283e¢ Appendix L. It should be noted that there were 2
additional forms being used which are not shown in the
appendix. The reason being that only 3 teachers were
interviewed with respect to each form and, therefore,
it was not belleved that the results would be of much
significance with such a amall sampling. The comments
of 6 teachers have thus been omitted.
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especlally critical of their record form with respect to
lack of information. Twelve of the teachers are not
favorably disposed toward the soclal and character rating
charts, particularly those charts contained on Forms B, D,
and E.29

17. what is your reaction with regard to the format,
construction, and scope %g these representative
cumulative record forms?:

Form A liked the best 40

Reasons glven for cholce of Form A

a. The packet construction of

the folder 1s particularly

good. 28
D. The teacher commuent section

is very inclusive, and it

has enough space In which

to write. 13
¢. The whole folder seems to be

very comprehensive and well

organized. 10
d. The section on home condi-

tlons and family background

is very complete. 3

Qualifications given with choice
of Form A
as But it would involve the most
work to maintain, and released
time would be necessary if it
were to be kept up to date
adequately. 5

29see Appendices F, H, and I, respectively.

30mhese sample forms Included Forme A, B, ¢, and D. See
Appendices E, F, G, and H, respectively. These forms
were not shown to the first 42 teachers that were
interviewed.




b.

Ce

4.

Form B liked

Reasons

e

b.

Ce

d.

-

b.

Ce

4.

But the packet construction
with its separate sheets for
achool grades and standard-
ized test results should be
eliminated.

But there is not enough
space to write in the
teacher comment seotion.

But Form D 1a8 a good form
also.

the best 49

given for choice of form B
The section for teacher
comments 1s the outstanding
thing about the record form.
The teacher has enough room
to write.

The record form is simple
and ooncise and yet contains
a sufficlent amount of data.
The soclial and character
rating chart 1s a very good
feature.

The card type of form 1is
preferable to the folder

type.

Qualifications given with choice
of Form B

But FPorm A 1s very good
also, and a combination of
the two in some way would
make an excellent record
folder. The packet from
Form A should be utilized
especially.

But the section on home
conditions and family back~
ground should be arranged
chronologically by years

a8 in Form C.

But the scholarship section
and the social and character
rating chart should both be
eliminated.

But 1t is not much bettev
than our own form (Form ().

24

20
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Form C liked

Reasons
&
b.

Ce

d.

the best 26

given for cholce of Form C:
The chronological arrangement
of the form by years is its
most outstanding feature.

The record form 1s concise,
well organised, and very
comprehensive.

The teacher comment section
18 especlally well con-
structed.

The section for "Disabilitlies"™
is especlally good.

Qualifications glven with choice

of Form
8.

b,
c.

d.

Porm D liked

Rea.aons
a.

b.

C:

But more space 1s needed for
the recording of data,
especially in the teacher
comment section.

But a combination of thisz
form with the packet of Form
A would be desirable.

But a teacher comment section
similar to that on Form B
would be preferable.

But an annual written summary
sheat needs to be added to
the record form.

the best 18

given for the cholce of Form D3
The folder type of cumulative
reccrd which has all the
information printed directly
on it and which has a minimum
of inserts 1s much more prac-
tical for quick reference.
The record folder 1s compact
wlth an adequate amocunt of
information.

Qualifications given with choice

of Form
8.

Dt
But more space 1s needsd for
recording data and making
comments.

19

10

52
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b. But the social and

character rating chart

should be eliminated or

at least revised. 7
¢+ Bult Form B 18 good also, and

& combination of the two in

some way would be desirable. 4
d. But the pupilts test profile
chart should be eliminated. 3

e, But the record folder could
still be improved and
simplified. 2
The highest number of teachers show a preference for

Form B; the second highest number prefer Form Aj the third
| highest prefer Form C; and the fewest number prefer Form D.
The teachers preferring Form B do so primarily because of
its teacher comment section and because it is simple and
concise while still containing sufficient information. The
cholces of Form A are based largely on its packet construc-
tion but also on its teacher comment section, and on the
fact that the whole folder is comprehensive and well
organized. Some teachers prefer a combination of Forms B
and A with the utilization of the packet used with Form A.
Form C is liked principally because of its chronological
construction by years but also because it is concise, well
organized, and comprehensive. A few teachers want a com-
bination of Form C with the packet of Form A. The reasons

for the cholce of Form D are not conclusive. Pive teachers

made no cholce when asked this question.




18.

Do you have any further comments to make regarding
cumlative records?

The comments, listed in the order of frequenecy,
are as follows:

a. The cumulative records

need to be simplified and

better organized, with the

number of items kept at a

minimum. 29
b, There is too much duplica-

tion and repetition of

items. 22
¢ Too many of the cumulative

record folders are not kept

up to date and, consequently,

lose much of their value. 20
d. There should be more

stondardization of cumu-~

lative reocords. 12
. The teachers need nmore

released time to keep the

record folders up to date. 6
£, Each teacher should have &

file cabinet in his or her .

room. S5
g+ The teachers do not make

enough use of the record

folders. 4
hs It 18 too difficult to get

cumulative record folders

from other schools. 4
i. The record folders srould
be confidential. 3

J. The record folder is only

of value in the case of

transfer students. 3
ke Too often the standardized

achlevement tests that ars

used do not cover the same

material that 1s being

taught in the school using

the tests. 3
1. Too many teachers do not

understand how to interpret

standardized test results. 3
m. The pupilts health card

should be combined with the

cumilative record on a

single form. 3
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There are three comments which are mentioned often

enough to possibly merit attention.

None of the existing
cumulative record folders
seem to be adequate.

It should be made mandatory
thet the record folders be
sent on to the high schools.
The record folders should
always follow the child even
on a nation-wide basisa.
There should be a standard-
ized system of grading pupils
on thelr academic aochievement.
Academic grades should not
be given to the puplls in
the primary grades; parent-
teacher conferences should
be held instead.

There ls too much subjective
material in most record
folders.

Most folders need more space
for writing teacher comments.
It 1s unnecessary to main-
tain a cumulative record
folder for every pupil.
Teachers should consult

with each other more often
with respect to the record
folders.

Too much emphasis is placed
on testing, especlally
verbal testas.

Most cumulative record
folders are more trouble
than they are worth.

2

These are:

55

the cumu-

lative records need to be simplified and better organized,

with the number of items kept at a minimum; there is too

much duplication and repetition of items; and too many of

the cumulative record folders are not kept up to date and,

consequently, lose much of their value.

Twelve teachers

also comment that there should be more standardization of
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sumulative records.

Questions Directed to the Principals

Because of the small number of principals interviewed
the writer has included all the additlonal comments given
by the prineipals even though made by only one principal.
Whenever possible, an attempt was made to write the com-
nents 80 &as to retain, more or less, the original phrasing
used by the principals. The results of the interviews with

the principals are as follows.

1. Where are the cumulutive record folders filed?5e
1. In the individual teacher's room. 47 Schools
2. In a central file located in
the office. 10 Schools
S+ In a central file located in the
office, but the teachers may
keep them In their rooms if they
so desire. 3 Schools
It 1s usually recommended that the record folderse be
kept in the teachers!' respective rooms, and a large major-
ity of the schools visited follow this procedure. However,
in ten schoolsa the record folders are kept in a central
file located in the office, but the folders are readily
accessible to the teachers. It is interesting to note that
of the thirty teachers who were interviewed in the above

ten achools, seventeen prefer to have the record folders in

31Tho answer to this question was obtained in all 80 of the
schools visited regardless of whether the principal was
interviewed or not.
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their roomsj eleven prefer to lsave them in the office; and

two are undecided.

2,

Do you think that your teachers have enough free time
during the school day to keep thelr record folders up
to date?

YES - 11
RO - 13
UNDECIDED - 6
Number of
Principals
Reporting
Reasons given for YES answers:
a. Because the school reglaters are
complled by the office. b
b. Because the teachers have one
free period per week. 3
6. Because the teachers have two
I'ree perlods per week. 1

ds Because the teachers have approxi-

mately three 40-minute frcse

periods per week. 1l
&, Because the teachers have a

minimum of one 30-minute free

perlod per day. 1l
f. Because the teachers have a day

set aslide at the end of the year

for bringling thelr record folders

up to date. 1l
8+ Because the teachers have three

days set aslde at the end of the

year for bringing their record

folders up to date. 1l
h. Because most of the work involving

the record folders comes at the

end of the year. 1

Qualifications given with YES answers:
a. If the teachers organige their
time properly. 1

Reasons given for NO answers:
a. Because the teachers have no free
periods which are necessary if a
competent job iz to be done with
the record folders. 3
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Qualifications given with NO answers:

&« But 1f the teaching loads were
lightened, the teachers would
have enough time to keep the
folders.

be But I am trying to get free
periods for my teachers next year.

6. But 1t really 1s not a great
problemn.

d. However, the office does keep the
school register.

o ST TR Y

Qualifications given with UNDECIDED answers:
a, But, at least, the tsachers have

time set aside at the beginning

of the year to get their folders

In order and the school registers

are kept by the orfice. 1

b. But, at least, every teacher has a
minimum of one free periocd per
week. 1
Thirteen of the principals indicate that the teachers

do not have enough time to keep their record folders up to
date. On the other hand, there are eleven prineipals who
evidently consider that their teachers do have enough time.
However, many of the teachers in the schools of these
eleven principals do not share the same opinion. Of the
thirty-nine teachers interviewed in these schools, eighteen
indicate that they do not have enough time in contrast to
the principals! assumptions that they do. There are also
some s8light discrepancies betﬁeen the amount of free time
that the principals say each teacher has and the amount
that the teachers say they actually do have. However, in
most cases where the principal said that free time was
avallable it actually was. Apparently, many of the prin-

cipals are of the opinion that the use of released time
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during the school day is one of the answers to the problem

of lack of time to keep the record folders up to date.

3. Who, if anyone, 1is responsible for the elimination
of any irrelevant material that may accumilate in
the record folders?

1.
2,
Se
4.
5¢

Teachers 10 Schools
Principals 3 Sehools
Both teachers and prinecipals, 6 Schools
Guldance personnel. 1 School

No one. 10 Schools

Qualifications given with Item No. 1lg

8. Or at least they ars supposed
to do 8o at the beginning of

the year. 7
b, But 1t is optional with the
teacher. 1

Qualifications given with Item No. 3:

a. But the clearing of the folder
is done mostly by the teacher. | 1l

Reasons glven for Item No, 5%

a. Everything, or practically

everything, is left in the

record folder. 3
be No folder is used. 1

Qualificationa given with Item No. 5%

8. Unless the teacher wants to do 1it. 2
b. But if anyone were to do it, it

would be the teacher. 1
¢, But it would be nice if someone

did do it. 1
d. Unless the folders become

excesslvely bulky. 1

In two-thirds of the thirty schools, at least someone

is supposedly responsible for keeping the resord folders

organized and free from non-essential materials. The

teachers are usually responsible for seeing that this is

done but with the aid of the principals in some cases.
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However, a few of the principals, apparently, do not check
very thoroughly to see whether or not the teachers are
keeping the record folders cleared.

4. Do you encourage your teachers to write anecdotal
records pertaining to thelr pupllse?

YES - 15
RO - 14
NO COMMENT - 1

Qualifications given with YES answers:
a&. But only in special cases. 2
b. But the teachers write very few. 1

Reasons given with NO answars:
a. Because the teachers apparently
want only objective information
put in the folder. 1
be It 1s a choice that each teacher
has to make, that 1s, whether to

write them or not. 1
Qualifications given with NO answersg
a. Except in very special cases. 3
bs But some of the teachers do
write them. 2
¢, But I plan to do 8o in the future. 1

Only half of the principals indicate that they are
encouraging the use of ansecdotal records as a general
practice. However, a few principals encourage the teachers
to write them for speclal cases only.

6. " Is it your policy to make an individugﬁ case study of
any pupil who has an unusual problem?

YES - 19
NO -~ 8

53This question was not asked of the first 5 principals
that were interviswed.
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Qualifications given with YES answers:
&+ But the case studies are prepared
only by the special education

teacher or teachers. 5
b. But the services of personnel
outside the achool have to be used. 4

¢+, But this is the first year that
case studies have been made to a
subatantial degree. Unfortunately,
however, the results this year have

not been too good. 1
d. But 1t 18 not necessary to make
very many of them. 1

e. But the results of the caszse
gtudles are not sent on to the
high school. 1

Qualifications given with NO answers:
8. Unless 1t is done by the county

health office. 2
be But 1t is hoped that it will be
possible to do so in the future. 1

Case studles are evidently being made in the majority
of the schools vislted. However, in a few schools, the
services of personnel outside of the school have to be
relied upon to make the case studles, whereas, in some
other schools, the speclal sducation teacher or teachers

make them.

6. When a pupil transfers from your school to another
district, county, or state, what procedure do you
follow in sending the pupilts record folder to his
new school?

1. The record folder is kept until

a request for it is received from

the pupil's new school, and then

it is forwarded. 23
2., The record folder is sent to a

central file in the superinten-

dent's office from which it is

sent on to the puplil's new school. 4
3« The folder 18 sealed and sent

directly with the pupil. 3




62
Qualifications given with Item No. 1l:
&. But there are too many schools
which do not request them. 2
b. But in cases when the puplil!'s new
school is definitely known, the
record folder is sometimes sent
directly with the pupil. 1l
The answers given to this question indicate that most
of the principals interviewed wait for a request from the
pupil's new school before sending the record folder. Only
three principals send the folder directly with the pupil
without waiting for a request.
7. Is 1t your pollcy to send to the pupil's new school
the complete original record folder, a transcript of
the folder, or only an abstract of 1t?

l. Sends the complete original

record folder. 15
2. Sends a transoript of original

record folder. 5
3. Sends an abstract of the record

rOldero 3
4. Sends only parts of the original

record folder. S

5. Sends the complete original record
folder to a central file in the
superintendentt!s office from which
whatever material 1s necessary 1is

sent on to the pupil!'s new aschool. 4
Qualifications given with Item No. 2:
a. But on a special form. 3
b. But the original health card 1is
sent. 1

Qualifications given with Item No. 3:
a, But the original health card 1s
sent. 1

Qualifications given with Item No. 4:

&+ The permanent record card is
retained. 2

b, However the original health
card is sent. 1
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Bxactly half of the principals int;rviawed indicate
that they send the complete original folder directly to the
pupilt's new school. Some principals, however, send only a
transcript of the record folder, usually on a special form;
whereas others send oither‘an abstract of the folder or
Just parts of the original folder. Some principals send
the complete folder to the superintendentts office for
final disposition.

8« Do you have any difficulty in obtaining the record
folders of those pupils who transfer into your school?

YES - 12
NO - 13
NO COMMENT -~ §

Reasons given for YES answers:

&, DBecause one of the larger first-

class dlstricts within the state -

will not send its record folders. 6
b. Because a considerable number of

out of state schools will not send

their folders. 3
¢« DBecause many of the third-clasas

districts within the state will

not send themn. 2
ds Because some schools within the

state will not pay the postage

required to send their folders. 1

Qualifications given with YES answers:

a. But out of state schcols cooperate
better than do the schools within
the state.

b. But it is not an acute problem.

o

Reasons given for NO answersg
a. DBecause the schools within the
state are very cooperative about
sending thelr record folders. 6
b, Because most out of state schools
are quite cooperative about
sending thelr folders.
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Qualifications given with NO answers:
a+« But one of the larger first-class
districts within the state will

not send its record folders. 4
bs But sane out of state schools will
not send them. 2

Only twelve of the principals indicate that it 1s
‘particularly difficult to obtaln the record folders of
those puplls transferring into their schools. The results
of this question seem to polnt out that certain schools,
both within and outside the state, are more cooperative

about sending their record folders than are others.

9. Do you have any further comments to make regarding
cumulative records?

The comments, llsted in the order of frequency, are
as follows:

a, Cumulative records are of

considerable value. 5
b. The cumulative record form

should be standardized within

the state. S
¢. There should be an efficlent

standardized procedure for the

interchange of the record

folders between schools within

the state so that the record

folder would always follow the

pupil. 3
ds The cumulative record folders

are not used constructively

enough by the teachers., 3
e. The record folders should be

used more by the high schools. S
f. The record folders are of

doubtful value, 2
g+ The record folders should be

kept up to date more than

they are. 2
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Summaries of significant
parent-teacher conferences
should be included in the
record folders.

The teachers' subjective
comments are not of much
value and there 1s always

the danger of creating bias
in the teachers by the use

of such comments=.

There is need for a simpli-
fied and condensed record
form.

A manmual of instructions
should accompany sach

record folder.

It 18 not necessary to have
cumulative record folders

for every pupil; they are
only needed in special
problem cases.

The state revises its record
forms much too frequently.
The record forms need to be
revised frequently.

More standardiged mentsal
tests need to be gilven,
Teachers are too careless

in entering material on the
record folders.

The pupilts school grades as
listed in some record fornms
are mlsleading because there
is no standardiged system of
grading.

The teachers should memorize
more naterial about the
puplls so that they would not
have to refer to the folders
80 much,

All cumulative record folders
should have a section devoted
to standardized test results
and & section indicating the
schools attended by the pupil.
The teachers should enter all
the data on the cumulative
record forms, including the
pupilt's health card.

I ST WA
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u. Certaln data should
occaslionally be recorded
in pencll so that it could
be revised if necessary. 1l

No comment 1s mentioned often enough to warrant

definite conclusions. However, five principals did state

that they consider cumulative record folders to be of

definite value.
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CHAPTER IV

CONCLUSIONS AND RECOMMENDATICONS

In view of the many and varied qualifications that
were given with the answers to most of the questions asked,
it 1s somewhat dangerous to make conclusions of an absolute
and final nature. On the other hand, the writer believes
that certain general conclusions can be made from the
results of the study which may be of value to those indi-
viduals working in the fleld of guldance services, as well
as to teachers and administrators who may be interested in
improving the cumulative record folders in their schools.
However, even these general conclusions need to be consid-
ered In light of the lists of qualifications and reasons

given with the answers to the various questions.

Conclusions

The following conclusions are based upon the answers
glven by one hundred eighty teachers, unless otherwise
noted.

1. Approximately 954 of the teachers voice approval
of pupil cumulative records.

2. Approximately 75#, of & total of 158 teachers,
examine the record folders of each member of
their new class at the beginning of the year as
an ald in enabling them to become better
acquainted with their pupils.
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Approximately 854 of the teachers use the record
folders as an aid in helping them to assist thelr
pupils in solving their problems.

Approximately 60%, of a total of 147 teachers,
f£ind it necessary to oonsult with their pupilst
previous teacher concerning information in the
record folders.

Approximately 324, of & total of 166 teachers,
write and keep anecdotal records pertaining to
their pupils.

Approximately 454, of a total of 166 teachers,
believe that anecdotal records should be filed in
the record folder as part of the materlial to be
sent on to the pupil's next teacher.

Approximately 45% of the teachers write annual
summaries of a general nature concerning their
pupils, although not always for every pupil.

Approximately 89%, of a total of 158 teachers,
think that an annual written summary about each
pupil would be of value.

Approximately 40% of the teachers show concern
about the harm that may result from putting sub-
Jective material into the record folders, that is,
these teachers belleve there 1s too much danger of
creating blas in the minds of the teachers
receiving such material, which might result in an
injustice being done to the pupil,

There are five items of information contained in
the various record folders which most of the
teachers consider to be of the most value. These
items, with the approximate percentages of
teachers so indicating, are as follows: the
pupilts health record (66%); standardigzed mental
test scores (54%); staendardized achievement test
scores (54%); information on home conditions and
family background (53%); and teachers! comments
about the pupil, including written soclal and
character ratings, anecdotes, summaries, and so
forth (474).

Approximately 39% of the teachers consider the
pupilts scholarship record to be the least
valuable 1item contained in the record folders.
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There are four ltems of information which many of
the teachers desire to add to the record folders
used in their schools. These items, with the
approximate percentages of teachers so indicating,
are as followas a list of the pupil's special
interests, ablilities, experiences, and accomplish-
ments (73%4); a written record of the purposes and
results of parent-teacher conferences (56%); a
more complete record of the pupilts reading
achievenment, based either upon the results of
standardized reading tests or upon check lists of
books the pupil has read or both (524); and a
more complete record of the home conditions and
family background of the pupil (51%).

Approximately 60%# of the teachers bring their
pupilst record folders up to date periodically
throughout the school year, that 18, information
is added to the folder from time to time as it
becomes available.

Approximately 594 of the teachers indicate that
they do not have enough time during the school day
to keep the record folders up to date; approxi-
mately 57% of this group desire released time
during the school day for the purpose of working
on the record folders.

Approximately 24%,of a total of 174 teachers,
critiolge the record folders used in their schools
for the same reasons, namely, (1) the record
folders do not have enough space for the teacher
to write comments and to record the data, and

(2) the record folders do not contain enough
information.

The cumulative record systems now in use in the
various schools visited are in need of consider-
able improvement. There is much discontent
expressed by the teachers concerning both cumula-
tive recordsin general as well as the specific
cumulative records used in their respective
schools. The teachers, in general, are not well
satlisfled with the format, construction, and
scope of the record folders which they use.
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The following eonclusions are based upon the answers

given by thirty elementary principals in as many schools,

unless otherwise noted,.

1.
2.
Se
4.

S

6.

7.

The cumulative record folders &are located in
teachers! respective rooms in 83% of the 60
schools vialted.

Approximately 35%4 of the principals believe that
thelr teachers have enough time to keep their
record folders up to date.

The cumulative record folders are cleared per-
iodically of irrelevant material in approximately
40% of the schools.

Approximately 50% of the principals encourage
thelr teachers to write and maintain anecdotal
records about the pupils.

In approximately 75% of a total of 25 schools, at
least some individual case studies are being made.

When a pupll transfers to a new school, 73% of
the principals keep the record folder until they
receive a request for it from the new school,
Only 50% of the principals send the complete
original record folder to the pupil's new school.

Forty per cent of the principals find it difficult
to obtalin the record folders of those pupils
transferring into their schools.

Recomnendatlons

In compiling the following list of recommendations,

the writer has taken into account many of the personal im-

pressions received during the course of the various inter-

views conducted with the teachers and pPrincipals, as well

as the results of the study itself. 1In addition, the

writer considered the many miscellaneous comments, which
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were often made by the various teachers and principals,

even though these cuments were not necessarily related to

the list of questions asked of them.

It 13 recommended that:

1.

2.

Se

4.

Se

6.

All teachers be made cognizant, through in-service
training, of the value of cumulative records as an
aid in helping them to become better acquainted
with their pupils, especially at the beginning of
the school year, and 1n helping them to assist
their pupils in solving their problems,

All teachers, especlally those in any three con-
secutive grades, become well acquainted with each
other in order that no misunderstandings or
blased opinions may result from information con-
tained in the record folders.

Teachers be lnstructed, through in-~service train-
ing, in the proper methods of writing and in-
terpreting anecdotal records and annual written
summarles about the pupils. If this is done, the
teachers may appreciate more fully the potential
value of such material. Special emphasis should
be placed upon how to write and interpret anec-
dotes and summaries objectively.

Teachers be encouraged to enter data in the
record folders as soon as possible after it 1s
acquired, for otherwise much potentially valuable
information may be forgotten.

All teachers be allowed & minimum of two free
perliods a week for the purpose of working on theilr
cumulative record folders. First grade teachers
are particularly in need of more released time
because they are responsible for entering much of
the original information in the record folders.

All schools and districts make a teacher evalua-
tion of the cumulative record forms that they now
use in order that these forms may be improved so
as to better meet the needs and desires of the
teachers who have to use tham.
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8.

° 1

10.

1l.

12,

13,
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All cumulative record folders be filed in the
teachers' respective rooms and not in the office,
with the further recommendation that a filing
cabinet for the record folders be provided in
each teacher's room.

The principal and teacher work cooperatively in
keeping the record foldsrs well organized and
free from irrelsvant material.

More special services be made available to the
schools and districts for the purpose of making
case studles of individual pupils.

A standardized method be established for the
exchange of record folders between the various
schools or districts within the state so that the
pupil's cumulative folder may more easily follow
him when he transfers to a new schcol. It should
be made mandatory that all schools or districts,
large or small, send the complete original record
folder, or a complete transoript thereof, to the
pupll's new school upon recelpt of a request.,

Increased effort be made by state officials to
obtain permission from the U. S. Post Office
Department to use third class mail rates for cumu-
lative record folders when mailed from school to
school,

The State Department of Education in Oregon re-
evaluate carefully its Oregon School Register and
Record Book for the purpose of dofbrﬁIE%ﬁE—iﬁif""

ormatfon is truly essential. Particular stten-
tion should be directed toward the elimination of
all information in the school register which is
already contained on the State cumulative record
forms.

The State Tepartment of Education in Oregon make

a teacher evaluation of its two present cumulative
record forms for the purpose of developing one
comprehensive record folder which should be
supplied free of charge to all schools and dis-
tricts upon request. An effort should be made to
get as many of the schools and distriots to use
the State folder as possible in order that
increased standardization may be achieved.
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A Proposed Guldance Folder for
Elementary Schools

As the concluding feature of thls study and as the
fulfillment of the basic problem, the writer developed an
elementary school guldance folder, based primarily upon the
opinlons of one hundred eighty selected Oregon teachers.
With respect to the format, construction, and scope of this
guldance folder, the writer attempted, as much as possible,
to take into account all of the significant suggestions
and e¢riticisms which the teachers offered concerning elther
their own cumulative record folders or the sample forms
which were shown to them. Also, due consideration was
given to those items which the teachers indicated to be of
the most value to them and those of the least value, as
well as to those items which they indicated would be worth-
while additions to the record folder. However, in devel-
oping some of the more detalled items in the folder, it was
desirable, at times, to consider the opinions of authori-
ties in the field of guldance services. The writer wishes,
however, to emphasize again that thie folder is primarily
based upon the theoretical type of folder which the
teachers indicated that tiey would like to have.

The writer's proposed guldance folder consists, first
of all, of an expanding filing packet, pleated once at the
sides, and large enough to accommodate easily all standard

letter size material. The pupll's name is to be printed




74

at the top on the front face of the packet. (Based upon

the results of Guestion 17, particularly under the section

entitled, "Form A liked the best", page 50) The following

ninimum ftems should be filed in the packet:

1.

2.

3.

4.

The pupll's QOregon School Health Record Card,

which 1s supplied by the state. (Based upon the
results of Question 10, page 37)

A record of the purposes and results of signifi-
cant conferences between teachers and parents.
(Based upon the results of Question 12, page 41)
A simple mimeographed form with ample space for
writing is all that 1s neesded and it can be
supplied by each school or district. This form
should contain at least the following minimum
headingss date, name of teacher, name of parent,
purpose of conferences, and results of conference.
Any anecdotal material or annual summaries.
Whether or not such material, espeoially anecdotal
records, should be sent on to the next teacher is
a decision to be made by each individual teacher.
(Based upon results of Questions 7 and 9, pages
34 and 36, respectively)

A check list of the books that the pupil has read.
(Based upon the results of Question 12, page 41)
0f necessity, this check list would have to be
developed by each school or district in light of
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the books which are available. It 1s the writer's
opinion that such a check list would be of little
value unless an evaluation were made from time to
time to determine the pupil's comprehension of the
material,

5. The two permanent pupll recordé cards made of heavy
index card material, size 83" by 11", as shown on
pages 83 through 86.

6. A sheet of instructions on how to use and record
the data in the two above record cards. The need
for such a sheet of instructions is mentioned by
Traxler, "The desirability of having a manual for
the cumulative record is emphasized by all spec-
lalists in guidance". (14, p.224) A suggested
form to be used with these two cards is shown on
pages 80 through 82,

An explanation of the two permanent pupil record cards

mentioned in item 5 above, including the reasons why they

were 80 constructed, is as follows:

Card 1, Side A (page 83) 1s composed entirely of personal
data on the pupll and of information about his home
conditions and family background. This was done
because of the need for this kind of comprehensive
information as indicated by the results of Questions
10, 11, and 12, pages 37, 38, and 41, respectively.

However, because the teachers were not asked about
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the specific items that should be included with
respect to this section, the writer based his selec-
tions upon information contained in various source
materials on this particular aspect of cumulative
records. The chief source consulted was the Handbook

of Cumulative Records put out by the U. S. 0ffice of

Education. (15) As an ald in selecting the items to
be used, the writer also examined many cumulative

record forms which are in use today throughout Oregon
and the rest of the United States. Access to most of
the various forms in the latter category was obtalned
through the use of the Loan Kit No. 9 on Guidance

Records which was supplied to the writer, upon request,
by the U. S. 0ffice of Education. However, addition-~

&l forms were contained in Traxler's volume,

Techniques of Guidance (14, PP.216=-233) and in the
Handbook of Cumulative Records (15, Pp.80~104). Some

of the forms used in Oregon are shown in Appendices E
through L.

l, Side B (page 84) 1s made up of the following itens:
the pupil's attendance record; a record of the schools
attended by the pupil, the pupil's special interests,
and experiences, abilities and accomplishments; and
the results of standardized tests, ineluding academic
aptltude, reading, and achlevement tests. It should

be noted that the space provided for achievement tests




Card

77
may also be used for the results of personality or
Interest tests, 1f necessary.

The writer included the sectlion for the pupils!
special abilities, interests, and so forth because of
the results obtained from Question 12, page 41. The
results of Questions 10 and 11, pages 37 and 38,
respectively, formed the basis for the inclusion of
the sectlion for standardized tests. The separate
section allowed for standardized reading tests was
based particularly upon the results of Question 12,
page 41. The writer did not base the sections con-
tainiﬁg the pupll's attendance and record of schools
attended particularly upon the results of the study
but upon the comments of authorities in the field.

An attendance record was included because it does have
importance and it takes up very little space on the
card. For example, one authority states, "The main
purpose of noting attendsnce in a personnel form is to
provide a notation of long periods of absence or of
frequent tardiness, since these items of information
sometimes help in the interpretation of problems of
pupll adjustment®. (14, p.220) A record of schools
attended was included primarily for the same reason.
2, Sides A and B 1s to be used exclusively for teacher
comments about the pupll. Its construction was based

upon the results of Questions 9, page 36, 10, page 37,
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11, page 38, and Question 17, under "Form B liked the
best", page 51. The results of Questions 16 and 17,

pages 46 and 50, respectively, were also considered

with respect to the criticisms given by many teachers

concerning the lack of space, in which to write com-
ments, both on the record folders they were using and
the sample forms that were shown to them. However,

favorable comments were also taken into considsration.

The chronologlcal arrangement of both cards by years
was based both on the results of Question 17, under "Form
C liked the best", page 52, and on various written source
materials on the subject of cumulative records. The fol-
lowing comment was found in one source, "One of the most
helpful contributions to record keeping that has ever been
made 13 the principle of organization according to time
sequence”. (14, p.230) The writer limited the time
coverage of the record cards to grade one through grade
elght primarily because the majority of elementary schools
in Oregon are organized on an elght-grade basis, One iten,
contained in the vast majority of cumulative record
folders, is conspicuous by its absence, that is, a record
of the pupllts school grades. The writer did not include
this item because of the results obtalned from Questions
10 and 11, pages 37 and 38, respectively.

The writer would like to point out that the
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reproductions of the cumulative record cards were made from
overslized drawlngs and, consequently, the spacings of the
various sections are not perfectly true. If the cards were
actually printed, more space to write would be available.
In conclusion, the writer wishes to point out that the two
permanent record cards are not considered to be perfect,
and further modification and improvement would no doubt
result if the cards were put into actual use.

The pages lmmediately following contain a manual of
directions to go with the two permanent record cards and

the reproductions of the cards themselves.
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A SUGGESTED MANUAL OF DIRECTIONS
TO BE USED WITH
THE TWO PERMANENT CUMULATIVE RECORD CARDS

In using these two forms, each teacher is to record
data only in the appropriate column or section which cor-
responds to the particular grade level taught by that
teacher. Data should be recorded in pencil whenever there
1a reason to believe that such information will change
during the course of the year. In recording data, the term
"same" should be used if the information has not changed
from the previocus year.

Abbreviations used on the personal data and family back-
ground card and the meanings thereof:

Items 12, 16, and 20 - (Mg male
Items 13, 17, and 21 - (F) female
Item 30 =~ « - = - « = Acad. Apt. Tests:
academic aptitude tests
CA ¢ chronological age

MA : mental age
IQ : intelligence quotient
#ile : percentile
Items 31 snd 32 -~ - - Seo : score
GP : grade placement
%ile : percentile

Instructions for obtaining data:

To obtain the data to be entered under items 1 through
29 on the personal data and family background card, it
is recommended that each school use an individual
pupll data blank to be Tilled in by the pupil, when
possible, or by the parents or guardians. The pupil
should be made to realize that the cumulative record
folder 1s really his folder and, therefore, he should
assume soms responsibility with regard to its mainten-
ance. It 1s realized that much of this information
may be difficult to obtain even with the use of a
pupil data blank. There are, however, other sources
of information which may be used, such as enrollment
records, records of counseling interviews, case
studies, and home visits by the teacher. Not all of
the information in items 1 through 29 will necessarily
be obtained in any one year, if ever, but an endeavor
should be made to get as much information as possible.
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Personal data and family background card.

Instructions to be followed with respect to specific

itens:

Item 13

Item 23

Item 3:

Items 2 through 5@
Items 8 and 9:
Itema 1l and 13:

Items 14 through 17:
Items 18 through 21:

Item 22
Item 26

Item 27:

In the section concerning
the pupll's birth certifi-
cate, place a check mark,
in penecll, by the appro-
priate answer.

Indicate whether "mother"
or "atepmother" by plaeing
an X in the appropriate
8QUATre.

Indicate whether "father"
or "stepfather" by placing
an X in the appropriate
square.

It is suggested that all
information be entersed in
pencil in case changes are
necessary.

Use terms "married",
"separated", or "divorced".
Use term "homemaker" if
applicable.

Indicate highest grade
completed.

Use terms "poor" or "good".
In case further explana-
tion 1s necessary 1t should
be entered in the appro-
priate grade level section
on the teachers! comments
caxrd.

Use terms "lower",
"middle"”, or "upper".

A speclal note should be
made in the appropriate
grade level section on the
teachers!' comments card of
any consecutive absence of
ten or more school days,
with the reason for such
absence. Excessive tardi-
ness should be recorded
also.

Include name of school,
towmn or city, and state.



Items 30 through 32

Item 32:

Teachers comments card:

82

It is recommended that the
complete test booklet be
included in the record
folder whenever possible.
If not the booklet itself,
the test score profile
sheet should definitely be
included.

The resuits of personality
and interest tests may be
included in this section
if necessary.

Any oxplanatory material
wi{h respect to items 1
through 32 may be written
in the appropriate grade
level sectlon. The date
when the material 1is
entered should be included
also. If space 1s avail-
able at the end of the
year, the teacher may write
a general summary about the
pupll. At the end of the
year, the teacher 1s to
sign the comment section
used.
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LAST NAME

MIDDLE NAME

FIRST NAME

SEX

DATE OF BIRTH

PLACE OF BIRTH

RACE

NATIONALITY

RELIGION

1. PUPIL

DOES PUPIL
HAVE BIRTH
CERTIFICATE

MOTHER

- STEPMOTHER

FATHER
_STE PEATH ER

YES NO

2
3
4. GUARDIAN
5

IS IT

REGISTERED

. GUARDIAN

YES NO

GRADE | 19 -19

GRADE 2 19

-19

GRADE 3 19

-19 | GRADE 4 19

-199 | GRADE 5 19 -19

GRADE 6 (9 -i9

GRADE 8 19

-19

6 NAME OR
WITH |[RELATIONSHIP
WHOM ADDRESS
DOES
PUPIL
LIVE

PHONE

GRADE 7 19 -9

7 PARENTS ALIVE
OR DECEASED

8. MARITAL STATUS
OF PARENTS

9. MARITAL STATUS
OF GUARDIANS

10. OCCUPATION
OF FATHER

Il occupaTiON
OF MOTHER

12. OCCUPATION
OF GUARDIAN (W)

*OCCUPATION
OF GUARDIAN(F.)

14.epucaTion
OF FATHER

15.EDUCATION
OF MOTHER

16.epucation
OF GUARDIAN (M)

1T EDUCATION
OF GUARDIAN (F.)

18. HEALTH
OF FATHER

19 weaLTH
OF MOTHER

20.ygaLTH
OF GUARDIAN (M)

2l.HEALTH
OF GUARDIAN (F.)

22.ecomomic
STATUS OF
FAMILY

23.LansuUAGE
SPOKEN AT HOME

24.DUTIES AND
RESPONSIBILITIE
OF PUPIL
AT HOME

25.

NO. AGES

NO.

AGES

NO.

AGES

NO. AGES

NO. AGES

NO.

AGES

NO. AGES

NO.

AGES

BROT HERS|IQUNGER

OLDER

SISTERS YOUNGER

OLDER
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GRADE | 19 -19 |GRADE 2 19 -I9 [GRADE 3 19 -I19 [GRADE 4 19 -19 |GRADE 5 19 -19 GRADE 6 19 -19 |GRADE 7 19 -19 GRADE 8 19 -I9

26. DAYS ABSENT

27 RECORD OF
SCHOOLS
ATTENDED
WITH DATES

28. SPECIAL
INTERESTS

AND
EXPERIENCES

29.
SPECIAL

ABILITIES
AND
ACCOMPLISHMENTS

30| | NAME OF TEST [2NV&|rormica[maf a|%nel | NAME OF TEST [BATE Form|ca [Ma|ia P6itel | NAME OF TEST [PATElrors ca[Ma]ta|%ie] | NAME OF TEST [PATElrorm| ca|maf1a|%une
- ~ ] <
o'-' w W W w
" {0 (=} o []
wl< < a a
- 3 o @
. O O O
-
a | w ~ @®
‘. [ W w w
ala o [] Q
| L Lo e dq
Vlx ' 4 o @
«]|O O O O
3i[ | NAME OF TEST g&"ﬁi ForRM Sc.| 6P[%iE] | NAME OF TEST Ve |FoRM[SC.[GP |%NEl | NAME OF TEST NEL Formlsc. [P %me| [ NAME OF TEST QATE [Form| sc. [P (e
ol- o~ n <« :
- |w w w w
oo Q Q Q
23 3 : :
"ls S S S
g 0 o ~ @
olw w w w
« O o o a
[ RS « bl s
x|z x '3 [ 4
O (] O )
320 | NAME OF TEST  [RARK[rormlsc|or(%ie| | NAME OF TEST  [PATE[rorm{scicr|%ie | NAME OF TEST [PAIEIForM Sclep|%nel | NAME OF TEST SATS |Formisc. 6P | %ILE
-~ o, L] <
[V
< 8 s 4
5 8 5 5
[
-
[ 2]
w
-
-
L 4
w
=
w
>
w
x
O
L ¢
o 7] ~ @®
w w S a
P z & =
O O [ ©




Card 2, Side A

85




TEACHERS COMMENTS

GRADE 1 19 -19 |

TEACHER :
GRADE 2 19 -19 |

TEACHER
GRADE 3 19 -i19 |

TEACHER

GRADE 4 19 -19 |

TEACHER
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Card 2, Side B



TEACHERS COMMENTS

GRADE 5 19 -19

TEACHER
GRADE 6 19 -19

TEACHER :
GRADE 7 19 -19

TEACHER
GRADE 8 19 -9

TEACHER
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5.

6.

7.
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APPENDIX A
QUESTIONS DIRECTED TO THE TEACHER

’ l. Are you in favor of having a cumulative record system
for the puplls in your school?

2. Do you examine the cumulative record folder of each
member of your new class as a regular part of your
work at the beginning of the school year?

d« If you do examine them at the beginning of the year,
approximately how much time elapses before you
complete your examination of all the folders?

4. If a serlous problem involving one of your pupils
arises during the year, do you always refer to the
particular pupil's record folder before you plan
your course of action?

5. Do you ever find it necessary to take any of the
record folders back to the teacher who had your
pupils the previous year for the purpose of consulta-
tion oconcerning the information in the folders?

6. Do you write and keep any anecdotal records pertaining
to your pupilse

7. 1If anecdotal records are kept, do you think that they
should be filed in the record folders as part of the
material to be sent on to the next teacher?

8. Do you make an annual written summary of a general
nature about each of your pupils, that 1s, a summary
which would be put in each pupil's record folder and
then sent on to the pupilt's next teacher?

9. Do you think that such a written summsary is or would
be a valuable asset to your record folders?

10. which portions of the cumulative record folder do you
consider to be of the most value to you?

1l. which portions of the record folder do you consaider to
be of the least value to you?

12, 1Is there anything that you would like to see added to
the cumulative record folders in your school?




13.

14.

15.

16.

i7.

i8.

90

At what times during the school year do you enter the
ma jor portion of the information in the record folders?

Do you have enough time during the school day to keep
your record folders up to date?

If at the present time there is not enough time avail-
able, would you prefer to have some released time
during the school day for the purpose of working on
your record folders, or would you prefer to have some
clerical assistance instead, or would you want both?

Do you have any criticisis regarding the format,
construction, or scope of the record folder used in
your school?

What 1s your reaction with regsrd to the format,
construction, and scope of these representative
cumulative record forms?

Do you have any further comments to make regarding
cunmulative records?
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4.

5.

6.

7.

8.
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APPENDIX B
QUESTIONS DIRECTED TO THE PRINCIPAL

Where are the cumulative record folders filed?

Do you think that your teachers have enough free time
during the school day to keep thelr record folders up
to date?

who, if snyone, is responsible for the elimination of
any 1rrelevant materlal that may accumulate in the
record folders?

Do you encourage your teachers to write anecdotal
records pertalning to their puplls?

Is it your policy to make an individual case study of
any pupil who has an unusual problem?

When a pupil transfers from your school to another dis-
trict, county, or stats, what procedurs do you follow
in sending the pupil's record folder to his new

achool?

Is 1t your policy to send to the pupil's new school
the camplete original record folder, a transcript of
the folder, or only an abstract of it?

Do you have any difficulty in obtaining the record
folders of those pupils who transfer into your school?

Do you have any further comments to make regarding
cumulative records?




APPENDIX C

NUMBER OF TEACHERS AND PRINCIPALS INTERVIEWED WITH
RESPECT TO COUNTY, COMMUNITY OR SCHOOL DISTRICT, CLASS OF
DISTRICT, NUMBER OF SCHOOLS VISITED, AND TYPE OF CUMULATIVE RECORD FORM USED

Cumulative
No. of No. of Record
Community Class No. of Teachers Principals Form Used
or School of Schools Inter- Inter- by Teachers
County District District Visited viewed viewed Form _ Appen
Bsnton
Corvallis Pirst 3 9 2 B F
A 4 1
B 3
C 2 1
Philomath Second 1 5 1 B I
Monroe Second 1 2 I
Inavale Third 1 3 B I
(3 room)
Independent Third 1 1 E I
(1 roon)
Clackamas
Oregon City First 2 6 1l P J
A 4 1 ‘
B 2

©
0




Mllwaukle First 2 6 1 F J
A 4 1
B 2
Gladstone Second 1 3 1 J
Concord Second 1 S 1 J |
Barlow Third 1l 2 J
{2 room)
Lane
Eugene First 3 12 2 c G
A 4 1l
B 4 1 |
c 4 |
Springfleld First 1 3 1 E I
Bethel First 1 2 B I
Creswell Second 1l 2 B I
Pine Grove Third 1 1 E I
(1 room)
Linn
Albany First 3 10 2 A E
A 4 1
B 4 1 )
c 2

©
O




Marion

Multnomah

Lebanon
Halsey
Harrisburg
Lake Creek

Salem

8llverton

Aumsville

Hazel Green

Lake Labilsh

Gresham

Russellville

First
Second
Second

Third

First

Flrst

Second

Third

Third

Pirat

Pirst

HoOR e

5
2
2
1
(1 room)
12
A 4
B 4
c 4
3
2
e
(3 room)
1l
(1 room)
8
A 4
B 4
4

-

H oW oW MW
L T o B o R |

(Not shown)
H
H

| 43]




Polk

Washington

Sylvan
Skyline
Bonny Slope

Dallas

Independence
Falls City
Rickreall

Qak Grove

Hillsboro

Forest Grove

Tigard

Second
Second

Third

Pirst

First
Second

Third

Third

First

Pirst

Second

1
1l
1

(4 room)

W

(4 room)

(2 room)

ool

3] QG Bk o @ [1v]

O SO -

©
L4 2]




Tualatin Second | 1 3 1

Hill Third 1l 1l D
(1 room)
Yamhill
McHinnville First 2 6 1 D H
A 4 1
B 2
Newberg First 2 6 1l
A 3 1 D H
B 3 (Rot shown)
Carlton Second 1 4 1 D H
Dayton Second 1 3 1l B I
Chehalem
Center Third 1 1 D H
{2 room)
Totals
9 45 First 18 33 115 20 A 10
Second 15 15 45 10 B 9
Third 12 C 12
(1 room) 5 5 D 34
(2 room) 3 5 E 69
(3 room) 2 5 P 20
{4 room) 2 5 e - 8
60 180 30 H 12
N

ot shown 6
186

g6




NUMBER OF

APPENDIX D
TEACHERS INTERVIEWED

ACCORDING TO SEX AND TO

o7

GRADE OR GRADES TAUGHT
Grade or
Grades
Taught Women Men Total
1 22 22
2 21 21
3 22 a2
4 18 18
5 22 1 23
6 13 6 19
7 9 10 19
8 7 5 12
l1&2 4 4
1,2,3 & 4 2 2
1l thru 8 5 5
3 & 4 2 2
S,4 & & 1 l
4 &5 1 1
5,6,7 & 8 2 1 3
6,7 & 8 1 1 2
78 _1 3 _4
153 27 180
Principals 10 20 30
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APPENDIX E

The following cumulative record folder is used by the
Albany public schools, Albany, Oregon. It consists of a
9" x 12" manila folder, which 1s printed on the two inside
faces, pages 99 and 100, and of an 83" x 11-3/4" packet
which 1s printed on both outside faces, pages 101 and 102.
All miscellaneous material 1s to be 1lnserted in the packet
which 1s in turn to be put inside tﬂé manila folder.

It 1s designated as FORM A.




i

Relstion | Local Address

* Vear Came to Community

Fducation

Father

CGuardian

Father and Mother Married

Step-father

Step-mother

Date

1 19 Grade 19 -19 Grade

9 Grade

Vocational
Intercsts

Special
Abilities

Accompli shments

Leadership

Points Which
Need

School
Actss ities
Tuterests

Out of School
Activities and
Interests

Personality
Changes if any
and Caises

Part time work
Reasons for
and Hours

el

-

d XIaQNHEddV

66



19 -19 Grade

-19 Grade 19 -19 Grade 19 -19 Grade 19 19

Grade

19

Grade

Vocational

Tnterests

Special
Abilities
Accomplishments

Leadership

Points Which
Need
Tmprovement

Out of School
Activitics and
Interests

Personality
Changes if any
and Causes

Part time work
Reasons for
and Hours

Pals

Health
Problems

of Student

and Family

Amount of
Education
Anticipated

d XIANBddY

00T




Y

FAMILY NAME

FiRST

MIDDLE

FULL BIZE

PHOTOGRAPHS
/

DATE
TAKEN

DATE
TAKEN

DATE
TAKEN

HddV

T

d - XTIAan

T0T




1
|
i
f
W
| o
]
,P
WVR
3
_P
|
mm
|
s
o
1 X
LI
| I
=4
_ww
|
>
m
1
o,
|
AR
S
@ =
W
| ol
z
1l
|
"l
n
.
| w
= |
o

|
| wiTH wHOM

8y

DATE

APPENDIX E

102

Nds

o




APPENDIX F

The following cumulative record card is used by the
Corvallis public schools, Corvallis, Oregon. It is an
83" x 11" card which 1is printed on both sides. It is
designated as FORM B.



Corvallis Public Schools

104
APPENDIX F

ELEMENTARY CUMULATIVE RECORD
(‘orvallis, Oregon

Name of Child Date Entered Grade
Surtam Farst Nume Middle Name
Date of Birth Place of Birth Birth Certificate: Yes No .
Munth biay Yoar Town Stute Regwtered
Mother Nationality Occupation I
Father Nationality B ) B Occupation
Guardian if other than parent Occupation I
Number of older brothers Younger brothers Older sisters - \'gunm-risist_erp _
_ 9them in home: Language other than l-}p_;zlish spoken in ho_n_-ne B o
No Yes Date Cause: Death Divorce Separation

Broken home:

+ lndlcau-s uuufacwry growth
v lndu‘ntes need for |mpmvement

Personality Record

AS AN INDIVIDUAL AS A MEMBER OF‘ A GROUP

T |
_Year |

_Grade

1. Takes pride in work

__ 2. Is accurate

_ 3 Completes work
" 4. Is in place and ready for work
at right time

5. Makes good use of free time

" 6. Responds promptly and cheer-
~ fully to school regulations

7. Has self-confidence

9. Has self control

10. Gives proper attention to
_ personal appearance

+
|
8. Takes care ¢ of personal In.lunng

|
|
|
|

1 T 1 T 1 o s
[ ] F ar [ I
e B ,T-_fﬂ W bt
| | | |
1 | | || Grade |
i fed 4t T . -
| l | 1. Works and plays with others | { J’ |
{ =t =it ; et —
l I P 1 willing to share |
1 1 t 1 # ———t.
\ | {
| " “. \ “ - LW: 3. Is courteous [ |
I 1 | ‘ \ 4. Claims only his share of attention 1 | l
T 7] \5 Has pride in class accomplish- 1
% l 4 l I ments and school activities + 1
. o
‘v | ;‘6. Respects the property of others | | | |
1] T
‘ S I I - — -
\ J . ; |
S - 1 ) S ST |
| I | | |
| | ISs— S e 4 e
s TTT =
| | | ||Disabilities S G S | |




APPENDIX F

Mental Tests

=
s
- Name of Test

I
—_ B |
N S . I |
O R S o + __ Month Given L
o o B o o o Grade in School o I
o . o ~__ Reading _\'ocabu!ary - |
(N T _ Reading Comprehension |
P | — I - ~ __ Total Reading |
e b e - - o Arithmetic Reasoning I
| - - B . Arithmetic Fundamentals
o o R o ~ Total Arithmetic 7_' o
- S o . Language 1’ T
| S R __ Spelling | 1 1
| L I _ . Total or Average { I
Scholarship Record (Spring

Attendance
Absence
Reading
Languay.
Writing

o
School Year| £
<

Teacher Reporting

I
[ SO —
| L -

\ S S S S S U -
Comments on Scholarship Abilities
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APPENDIX G

The following cumulative record card is used by the
Eugene public schools, Bugene, Oregon. It 1s an 8-3/4" x
11" card which 1s printed on both sides. It is designated
as FORM C.




24.

25.

26

27.

i

8. Brothens

Dote of
Encoliment

School

School Last Attended
FAMILY RECORD (TO BE ENTERED BY THE TEACHER EVERY YEAR)

Date LK T U 2 l 3 4 - ] e o - ]
Family Status B - - o . |
Fother's
Occupation I o i R _ ) (& o -
Mother's
Occupation I o o R - B _ e
Home
_Conditions | . I L R o R R o
Comments
DISABILITIES
Reading | | - [ N o | o
Speech _ _ o - =
Emotional | . o o .
Physical Defects ~ o o I |
ATTENDANCE RECO!
Days Attended | | - o [ ! ' L
Doy Absem | I IR E | I
TimesTardy | | N o ‘ |
i
Aspects of ‘ ‘ \
Attendance B I 1 - i
— e - — L — — - i
Teachers' B | o B o L J
i T
'-AT;,_,, — = : l :
Date | 28. Address 29. Teleph 30. sfers 1o 31. Date 32. Reenters—School | 33.
| I
| — — — —— e
| I

 PUPIL'S CUMULATIVE RECORI

D OF THE EUGENE, OREGON, ELEMENTARY AND JUNIOR HIGH SCHOOLS

D XIANHJJIY




34 Nome 35 Birthdate -

' i 2 3 4 ) [ 7 )
Test MA | 1Q Date | Test MA 1Q Date | Test MA IQ Date|Test | MA 1Q Dote | Test MA IQ Date |Test | MA 1Q Date| Test 1 MA MA  1Q Date| Test MA  1Q  Dote
| 4 4 \ \ + 4 (a
| ‘ | | | I | [ [ I
| Det | Lleng | tong. | | | | L | } | | -
| | N oL ‘ I N L | \ 1 | "
| | |
. { s = i — 2 i Al |- !
i ~ ‘ ‘ | 1 —1
T T | | | 1 | | | i
[ R P T | | 1 - 1 = 1 -
Test GP Tes GP Test GP Test P Test GP Test l GP Test | op Test GP Test 4
3 | |
k3 Readiness Readiness Readiness A | A A | ] A A A 3
Ba |
23 |
32 [ [} L) [ ]
M S S A
¢
s (d | d (4 4 c c
[} ) D D [ o
= = . . {
Reading Reading Reading Reading Reading Reading
Numbers Numbers Numbers Arithmetic Arith Arith Mathematics Math Math
Music Mus Mus Mus Mus. Mus Mus. Mus Mus —
s Art Art Art Art Art Art Art Art Art =
é — 4N o —. '—U
b Soc Living s L s L s L s L s L o | s L _|su ) | |- aC.
3 =
3 Health H H. ) H. H. L H o H H B
£ Phys. Ed PE . PE L |rE PE PE o PE - PE | —
- Science B o se . Se. o Se o Se. . se. | | P
Promotion
Reason
for
Retention . = ST | S S - — _ =
Q
Class
Behav or § = B P | [ S _ i e (35 S -
4.
Special
Abilities
an
Interests
N .
43,
Personality
Traits
44,
Needs
Help
With
45
Behavior
Moaified
By
s - . B ) i o - S !
Referred 5o
To o . ) ) B (@}




109

APPENDIX H

The following cumulative record folder is a State fomm
1ssued by the State Lepartment of Education, Salem, Oregen.
It 1s a 93" x 11-3/4" manila folder which is printed on
the two inside faces. It is designated as FORM D.




OREGON ELEMENTARY PUPIL CUMULATIVE RECOR 3
SPECIAL RECORDS OR INFORMATION IN FOLDER ¥ Sex Il-tc-un-ul-dm |
Place of Birth lmdm

1 0.

10. Indicate child's p in family by eircle.

Place check above total number of children in family.

Underline boys. 1 2 3 4 5 6 7 8
12. Parent or |°°°“9'u“

11

Guardian:

. 1 Others In the home:

L spoken in home:

Cause: Death Divorce

4 Indicates satisfactory growih.
AR AN INDIVIDUAL v Indicates nevd for improvement.

No

Broken home: Yes

Year County TEACHER REPORTING

man.
£
Promoted
or
Retaned

Year
R Gjade
1. Work Habits
___a. Takes pride in his work
— b. Is accurate

, c. Completes work

— 11~ d. Judges work thoughtfully

Sctence
| Arithe
metie
| Soctal
Studies
| speniing
Pen:
o
I Dist. No

School i l
o
|

F XIONHddY

I S U = e. Isin right place at right time ready
for work |

. —_— 2. Makes best of difficult

3. Has the desire to improve himself

—— 1 . -
4. Responds promptly, accurately and
cheerfully to school regulations |

5. ﬁ:;s?r"wn in self-confrence

b o e —

g = LA " 6. Takes care of personal belongings

7. Shows power of independent attack
on own problems

) |

- 8. Thinks gnnilrur\lvely for self |
| |
|

9. Has grown in self-control

MENTAL TEST Form |Score [C.A |[M.A | 1L.Q

10. Gives proper attention to personal
appearance |

AS A MEMBER OF A GROUP

1. Has ability to work and play
— harmoniously with others

2. Is willing to share
. Courteous

\
I

urteo i |
|

o

L

aims only his share of attention

4,
I ! t 5. Has pride in class accomplishment
and school activities |

| | 6. Respects the property of others |

!
01T




[ Standardized Test Records }
== - .
\ ! j‘ ’ PROFILE CHART
i 1‘ | ‘ { ! | Name of test 2 o $ s ¢ Yos . " »
o — —_— f 1 |
N N O N A T I T U N N S O
| I | 1 | Year given
_’“” T ”‘“ —:fl { ‘ ! | Month given
1 ) 1 | | [ { : Grade in school *
: 1i j; ;: :’: o : | ; # » Test Gx’zdc Placement | | | l l i | l I |
; ‘ Paragraph Meaning | | | | | | | | |
|| Word Meaning o Lo b b b b b =
L_‘ Average Reading | | | | | | | } | E.It;
| i Language Usage | | | | | | | | | %
| \ Arithmetic Reasoning . | | | | | | | | | H
! Arithmetic Computation | | | | | | | | | M
“___ I Average Arithmetic | | | | | | | | | m
1 ; Literature | | | | | | | | |
\ | Social Studies 1 | ] | | | | | | |
: | Social Studies 11 | | | | | | | | |
| ! _‘I Average Social Studies | | | | | | | | |
N N [ ... : AN T T T NI N A (N
| b »7: _ l } \ ‘ Sne"ir»\l | | | | | | | | |

PONSIBILITIES

Grad: In the Home Outside the Home

|
|
|
|

11T
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APPENDIX I

The following cumulative record card is a State form
lssued by the State Lepartment of Education, Salem,
Oregons It 18 & 5" x 8" card which is printed on both
sldes. It is designated as FORM E.



OREGON ELEMENTARY CUMULATIVE RECORD CARD

- Pupil:

Surname
Birth Certificate Issued at
Indicate child’s position in family by circle.

Place check above total number of children in family.
Underline boys.

1 3 3 ¢4 8 6 71

§ Teacher Reporting
<

=
g
g
2
o
H
P4
H

Explain unusual grading symbols here:




Date

Mental Test
.| ¥Yr.

Form

Score
A.
A.

LQ

Grade
g
[-)

Name of Test

Form

Year Given

Month Given

J—-

3
Grade in School + 1
T

Test Grade Placement | | | | | | | | I

Reading ! ! ! ! ! ! ! ! |

Language Usage

Arithmetic

I XION3ddV

Profile Chart

Literature

Social Studies ! ! | ! ! | | ! |

Science | | | | ! | | o !

Spelling | | ! ! ! | ! | !

e + Indicates satisfactory growth Indicate rating by checking below
School Citizenship v Indicates need for improvement Grade , 1 4 85 6 1

Attitude toward school (Cooperative — Non-cooperativel

Attitude toward others {Courteous  — Rude] |
Unemotional
Emotional stability {Well-balanced — Overly emotionall

Development of work habits [Steady worker — Carries little responsibility)

Development of leadership [Leads Group — Creates negative response from group)

H
H
N




APPENDIX J

The following cumulative record folder is used by the

Clackemas County public schools, Clackamas County, Oregon.

It 13 a 94" x 12" manila folder which 18 printed on one

outside face only. It ias designated as FORM F.



Pupil’'s Name Boy
Last First Girl CLACKAMAS COUNTY, OREGON
Father's Name . eal"'pl E I :
Last First Middle
Mother’s Name This Folder Started By
Last First Middle Teacher Date School
Parent’s Address Teacher's Name
for each grade
Father—Living v;; U.s. Citizen  '=° Occupation g
3 1. 7.
Mother—Living Yas U. 8. Citizen Yes Occupation -
No. No.
_ 2. 9.
Pupil's Address — 5
Pupil lives with ” = = - . -
Names of Brothers Birth Date Names of Brothers Birth Date 10.
Brothers )
5. 1.
6. 12
Names of Sisters Birth Date Names of Sisters Birth Date Remarks
Sisters
Grades Repeated Grades Skipped
Schocl Date of Age Fiomoted or Days Days Times Date of Adding rlease Check Date Permanently
Year School Attended Admission | Yrs. 108, Grfde - ﬁetaineg Attend. Absent Tardy Records to Folder Records in this fclder Withdrawn
Date By Whom

Achievement test results
Citizenship rating
Health record
Intelligence test results
Scheiastic Record
Scheol Activity Record

Copy of
Birtn Certificate

Copy of
Letters to Parents

Permanent Record Card

oot

e,

\

-l

r XId

9TT
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APPENDIX K

The following cumulative record card 1s used by the
Hillsboro public schools, Hillsboro, Oregon: It 1s an
8" x 9-3/4" card which is printed on both sides and which
folds in the middle. It is designated as FORM G.
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-
APPENDIX K
I Il rlles|4[s|l|1lo! i
M - ~ T u’:‘gwgt?‘ _ I _sex | - PERMANENT SIGNAL OF PROGRESS “_'
DIST. NO. 7. HILLSBORO, OREGON
YEARLY PROGRESS RECORD
KEY: 1. S OR U RATING TRACHENS
2. ACHIEVEMENT TEST
PLACEMENT YEAR 19 19 19 19 19 19 19 19 19 19
GRADE MEDIAN ON
ABOVE TEST GRADE
1 -
MUSIC i
3
1
ART 2 |
3
[ I S
PHYSICAL EDUCATION 2
3
1 — ——.
READING )
NS —
3
= 4
ARITHMETIC 2
3
1 — S
SOCIAL SCIENCE 2
3
[ 0 N N .
WRITING N N
3
' - R R .
HEALTH 3
3
1 s ) i 1 1 o
SPELLING ,
i S— S S S
)
1 SRS -
LANGUAGE 2
3
1 ==———- TR, S . SR as e e T e — e
SCIENCE 2
3
1 s
MANUAL TR. 2
3
' — 4
SEWING 5
3
1
2
3
1
2
3
DAYS PRESENT
TIMES TARDY




APPENDIX K

TEST HISTORY

1 2 3 4 5 6 ki 8 1 2 3 4 5 6 3 8
H | x
w < w 4 - -
3 o DATE ‘i TESTS s o DATE =.. wz 2 "‘i
MENTAL TESTS x| < | TEST il <y o3 oF T | <| TEST |Zy|o3| ila%
0| & . w o| & So|g5| w3
b4 I GIVEN I 3 = H ACHIEVEMENT b o GIVEN g ss 23 d;

PRINTED IN U S. A. BY Phafindex COMPANY, JAMESTOWN, N. ¥ 81.C:7754.8 LP

SCHOOL CITIZENSHIP

1o- fte po e [re fia [re [1s [re [1s
| YEAR

SOCIAL GROWTH

TO sCHOOL ENTERED FROM DATE TRANSFERRED TO DATE COURTESY AT
1. ALL TIMES .
| CARE OF PERSONAL
PPEAR
2. areeamance, 000 | | b 0 1 ]
PRACTICE OF
. {3 mealTH HaBITS .
| ! HARMONIOUS CONTACTS
I 4 withorners
| ATTITUDE OF
= 5: COOPERATION
RIGHTS AN
6 _OTHERS RESPECTED

NAME NATIONALITY OCCUPATION

FATHEN WORK HABITS

_MOTHER . 1 EFFORTS PUT FORTH

_STEP-PARENT - 2 ATTENTIVENESS - !
PROMPTNESS IN COM |
GUARDIAN 3. PLETING ASSIGNMENTS

NEATNESS IN o o .
T PHON
ADDRESS ELE « HATE 4 DOING WORK
use oF
5. LEISURE TIME

KEY: S—SATISFACTORY U—UNSATISFACTORY

DATE MONTH DAY YEAR PLACE it
oF | | oF e ————
BIRTH 1 BIRTH | (e

| LAST NAME | wmipoLE SEX | PERMANENT SIGNAL OF
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APPENDIX L

The following cumulative record folder 1s used by the
Salem public schools, Salem, Oregon. It 1s a 9" x 12%

.manila folder which is printed on one outside face only.

It 1s designated as FORM H.




LAST FIRST MIDDLE

Address Date of Birth

MONTH DAY YEAR rORN NO 17

=
| LastGrade Marital I Language Spoken
I‘ Completed Status at Home

Name Address ' Occupation Race

. ’ [
Father ‘ | % i

Mother l i ! XL

With whom is child living if other than parents?
NAME
What is the number of children in the home: Boys?__ _ Girls? What is ordinal position of thischild?

ez WY _ S . Relationship?

What other relatives live in the home ?

Psychometric Tests Schools Attended Other than Salem

DATE Grade TEST USED Form C.A. M. A. 1. Q YEAR Grade | SCHOOL ATTENDED CITY OR COUNTY
v \
............................. ‘ R ol
1 \
......... _ . (— i MM”.”W.m"wmﬂ IMW

Ackiavement: Tests Attendance Record in Salem Schools

(Enter every transfer made by a child, both between rooms and between buildings)

DATE | Grade | TEST USED Form | C.A. | £iod | AgeEquiv. | YEAR | Grade | ScHOOL | reacuen “‘%»] Days Prosent
! - ‘
........................................... | S -
| | |
________________________________ S N T A N M
\
— SR DU AU U NS SR SO S— S—
i 1 1
B B CCSTTTTTTTE! [N cnseeerasinsasiaserenesitnrasnt ene | msapatresSomunyannrnonasdipesninbal f40 HE0 B e I B T .-
.................................................................................................................................................................... - -

T XIANHJAY

)
N
i




