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FOREWORD

The State Board of Education, in its 'Policy Statement for Public Schools," adopted in 1958, said "there
must be adequate time to teach and adequate time to learn. Teachers must be afforded an uninterrupted
opportunity to teach and to inspire learning if quality education is to be expected. Administrators and super-visors should periodically reassess the plan of school organisation with a view of assuring that the most
efficient use is made of the teachers' talents and tzaining. . . ."

In connection with this policy, the State Board in 1985 requested that a study be made to determine
the amount of time teachers in the public schools spend in instructional and non-ins/au:Ilona' duties. The
survey was conducted by the Division of Educatiormi Research with the cooperation of Division Superintend-
ents and teacher; *Ire. shout the State.

The recPmnendations contained in the report: were approved by the State Board at its meeting on
October 25 with the request that the results of the survey be transmitted to Division. Superintendents and
Chairmen of to al school boards throughout the State. The State Board urged that careful consideration
be given to the'recommendations whichare designed to provide more time for instructional planning and teach-
ing and thus help to raise the quality of public education in the State.

WOODROW W. WILIORSON,

. Supe4inftendent of Public Instruclion

V



SECTION I

INTRODUCTION

Proper utilization of the teachers' time is esesntial for ma -imam effectiveness in the classroom. Insome instances, it has been reported that the keeping of numerous routine records and reportshas unnecessarilyburdened teachers with clerical duties and has taken time needed for instructional responsibilities. Someconcern has been expressed about the desirability of requiring teachers to perform many of the routine cleical-type duties involved in grade reporting, attendance accounting, averaging grades, duplicating tests, andsimilar tasks not directly involved in the instructional process.
The State Board of Education, recognizing the problems involved with non-instrucgonal duties, re-quested that a study be made to analyge how teachers in the State of Virginia spend their time in regard toinstructional and non-instructional duties.

PURPOSE OF THE STUDY

The purpose of this study was to identify the amount of time which teachers give to various activitiesinvolved in teaching in the public schools of Virginia The study included a survey to obtain informationabout the time teachers spend in activities such as the following: preparation for classroom instruction,classroom instruction, clerical duties, monitorial duties, extra-class school activities, parent conferences,meetings, in-service education activities, and miscellaneous activitie&
This study should provide an indication of the scope of the problem of the use of teacher time in thepublic schools of Virginia and should serve as the basis for planning changes to improve the utilization ofthe time of professional personnel. It was also anticipated that the identification of time requirements ofthe various activities which are involved in teaching in Virginia public schools will have implications forschool organization, staff assignment, teacher load, and pupil accounting practices.

PROCEDURES

The procedures involved in the development of the teacher time questionnaire, the selection of the sample,and the collection of data are treated in this section.

Questionnaire Development. The staff of the Division of Educational Research, State Department ofEducation, initiated the study after reviewing other studies which were made to identify the components ofteaching assignments and successful methods used to obtain information from teachers regarding the use oftheir time.
In selecting components for the questionnaire consideration was given to: (1) the amount of timeinvolvedin activities which were purely clerical in nature, as well as other basic activities of teachers, (2) questionswhich could be easily understood and completed, and (3) a format which would permit automatic machineprocessing of the data.
After the first questionnaire was constructed, copies were distributed to selected administrative personsfor criticism and revision. Six months later approximately 500 qiesstionnaires were distributed to teachersin eight school divisions to determine the problems in completing the questionnaire, the adequacy of theresults Wing obtained, and the types of machine processing necessary to analyze the data.Experts on sampling and questionnaire development at the National EducationAssociation offered sug-gestions to improve (1) the ease of completing the questionnaire, (2) the percent of returns, as I (3) themachine processing features of the data.

Sample. A Tendons sample of teachers was obtained by selecting every eleventh teacher from the RIPfile (Report of Instructional Personnel) which was stored in the IBM 1440 computer system of the Division
1



Educational Reeearch of the Stati?.. Department of Education. A total of 3,889 persona wa randomly se-
lected by the computer. Of taw, 286 were super trisory personae'. not elassreom teachers, and were not used
in the study.

Superintendents were informed of the teachers in their divieion selected to participate. On the basis
of some superintendents' requests 19 of these teachers were not used in the study. (See Table I, page 2.)

Collett; Gs of Dab. The remaining 3,594 teachers of the Menai 3,899 were mailed a questionnaire. Of
theme, ?,123 were returned, and 1,171 were not retuned. There were 26 teachers who returned their question-
naires unanswered, 16 teachers were not currently employed, 255 teaches returned their question, to
incomplete, 18 teachere were la t full-time, and 83 were in positions other than teaching, such as, librarians,
counselors: etc. This left a total of 1,725 questionnaires to be processed. (See Table I, page 2.)

The questionnaire returns were aurlyzed individually for correct procedures and response patterns.
Those questionnaires not completely filled in or with error -rem: ones were returned to iudividual teachers to
be completed or corrected. The questionnairee, whet. complet,1 and corrected, were coded for machine
processing.

TABLE I

SAMPLE

CATEGORY Sums Totals

Total Selected 3,899

Supervisory Personnel 286
Superintendents' Responses 19

305
Questionnaires Send Out 3,594

Questionnaires Returned 2,123

Questionnaires Not Returned 1,471

Questionnaires Not Used

Returned unanswered 26
Not employed 16
Incorrect data 255
Part-time teachers 18
Librarians, counselors, etc 83

Total Not Used 398

Questionnaires Returned 2,123
Questionnaires Not Used 398

Number Processed 1,725

2



1,

SECTION II

ANALYSIS OF DATA

Using the data and procedures in SECTION I, INTRODUCTION, a descriptive analysis was conducted in
relation to (1) selected characteristics of the sample, (2) classroom instructional duties, (3) out-of-class in-
structional duties, and (4) non-professional or clerical duties. The analysis also considered the teacher sample
in relation to the elementary teachers, the secondary teachers, and the sample as a whole.

SELECTED CHARACTERISTICS OF THE SAMPLE

Sex and Marital Status. Table II, page 3, shows that the sample selected constituted approximately
one-fifth men (18.20%), most of whom were married, and approximately eight-tenthswere women (81.80%),
most of whom were married.

Elementary Teachers. Table II, page 3, shows that the vast majority of the elementary teachers selected
were women (93.53%), and only &few men were selected (6.47%). The ratio obtained in this sample of
elementary women teachers to elementary men teachers (93.53% to 6.47%) was a very close measure of
the actual ratio of women teachers to men teachers at the elementary level in 1964-65 in the State of Virginia
(92.70% to 7.30%). Table II, page 3, also shows that most of the elementary teachers, both men and women,
were married.

TABLE II

SEX AND MARITAL STATUS

CATEGORY Sum

Percent
Ele- Percent

mentary Grand
Total Total

Sum

Percent
Sec-

kitidary
Total

Percent
Grand
Total

Sum
Percent

Grand
Total

Man
Man, Unmarried 20 1.93 1.16 53 7.69 3.07 73 4.23
Man, Married 44 4.25 2.55 191 27.72 11.07 235 13.62
Man, Widowed, Divorced or

Separated 3 .29 .17 3 .44 .18 6 .36
Totals 67 6.47 3.88 247 35.85 14.32 314 18.20
Woman

Woman, Unmarried 167 16.12 9.68 108 15.67 6.26 275 15.94
Woman, Married 679 65.54 39.36 293 42.53 16.99 972 56.35
Woman, Widowed, Divorced

or Separated 123 11.87 7.13 41 5.95 2.38 164 9.51

Totals 969 93.53 56.17 442 64.15 25.63 1,411 81.80
GRAND Tam 1,036 100.00 60.05, 689 100.00 39.95 1,725 100.00
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Secondary Teachers. Table II, page 3, allows the ratio of women teachers to men teachers at the secondary
level was 64.15% to 35.85%. The actual ratio of women to men teachers at the secondary level during
1964-65 in the State of Virginia was just about the same, 61.96% to 38.04%.

Table II, page 3, dyes one indkation that the random sample obtained in this study was a true representa-

tion of the teacher population in Virginia. In summary form, the ratios of women to men teachers bf the sample

are compared to the actual teacher population ratio in 1964-65 in the State of Virginia as follows:

Sample Population

Elementary
Women teachers 93.53% 92.70%
Men teaeors 6.47 7.30

Secondary
Women teachers 64.15 61.96
Men teachers 35.85 38.04

Total

Women teachers 81.80 78.93

Men teachers 18.20 21.07

Professional Training. Table III, page 4, shows the professional training of the teacher sample. Ap-
proximately nine- tenths (86.67%) of the sample had obtained at least a ' .chelor's degree, and one teacher
selected had obtained a doctorate.

TABLE III

EDUCATIONAL BACKGROUND

CATEGORY

SAMPLE

Differ-

Percent Percent Percent Percent Percent Popula- ence

Sum Elemen- Grand Sum Second- Grand Sum Grand tion Sample

tary Total ary Total Total Percent -Popu-
Total Total lation

No degree 217 20.91, 12.58 13 1.89 .55 230 13.33 11.56 1.77

Bachelor's degree 765 73.84 44.35 541 78.51 31.36 1,306 75.71 73.18 2.53

Master's degree 54 5.21 3.13 134 19.45 7.77 188 ,10.90 15.18 4.28

Doctor's degree. . . . 0 .00 .00 1 .15 .06 1 .06 .08 .02

Grand Total 1,036 100.00 60.06 689 100.00 39.74 1,725 100.00

Table Ill, page 4, also indicates that the sample selected for this study was representative of the teacher
population in Virginia. The largest difference between the sample and population was 4.28% in the master's
degree category and the mnallest difference of .02% occurred under the doctor's degree category.

Salary. Table IV, page 5, shows that the mean Wary of the sample was $5,732.69 for the 1965-66 school

cession. The actual mean salary of the teacher population was $5,802.67 or a difference of $69.98. This

also indicates that the sample is truly representative of all the public school teachers in Virginia.

4



TABLE IV
&jam

Sample Meal. Population Mean Differen.cP

Elementary teachers $5,584. ;it; $5,545.00 $39.30
Secondary teachers 5,912.77 5,981.50 68.73
Total 5,732.69 . 5,802.67 69.98

Age, Teaching Experience, and Number of Teachers in School. Table V, page 5, shows that the average
age of the teacher sample was 40.84 years, with an average of 13.54 years of total teaching experience, and an
average of 9.75 years of teaching experience in their present school divisions.

There was an average of 34.20 full-time classroom teachers in the schools represented by the sample.

TABLE V

AGE, TEACHING EXPERIENCE, AND NUMBER OF TEACHERS IN SCHOOL

CATEGORY
Elementary

Mean
Secondary

Mean
Total
Mean

1. Age 42.61 Years 38.28 Years 40.84 "Years
2. Total Years Teaching Experience 15.34 Years 10.97 Years 13.54 Years
3. Total Years Teaching Experience in Present

Division 11.09 Years 8.10 Years 9.75 Years
4. Number Teachers in Your School 20.63 Teachers 47.50 Teachers 34.20 Teachers

Grade Level and Teaching Positions. Table VI, page 5, shows the distribution of the sample by level
of teaching assignment. The sample was composed of 60.06% elementary teachers and 39.94% of secondary
teachers. The difference between the sample an 1 teacher population was 5.37% which indicates again that
the selected sample is representative of the population.

TABLE VI

GRADE law.eL AND TEACHING POSITIONS

Sample
Population

Percent
Difference

Sum Percent

K 7 .41
1 167 9.68
2 158 9.16

3. 133 7.71

4 143 8.29.

5 126 7.30

6 115 6.67

.7 81 4.70

Combination Grades 106 6.14

Elementary Total 1,036 60.06 54.69 5.37
Second ry Total 689 39.04 45.31 5.37

GRAND TOTAL 1,725 100.00

5



IxstrauarroNAL RESPONSIBILITIES

Length of instructional Day. A request concerning the length of the samplez instructional day revealed
. that the teacher sample was required, on the average, to be on duty at school by 8.13 a.m. and was permitted
to leave school, on the average, by 3:16 p.m. (See Table VII, page 6.)

Elementary Teachers. The elementary school in the sample !dated that, on the average, the
school day for their pupils began at 8:32 a.m. and ended at 2:52 p.m. They also reported that their free or
nnassigned time during the instructional day was an average of 9.40 minutes. (See Table VII.)

TABLE VII

LENGTH OF SCHOOL DAY

CATEGORY Mean

1. Exact time when you are required to be on duty at school

2. Exact time when you are permitted to leave school

3. ErannorrenY SCHOOL TEACHERS:

a. Exact time when the school day ber:ns for your pupils
-b. Exact time when the school day ends for your pupils
c. Average number of minutes per day you have free or unassigned timing your pupils'

instructional day (estimated lunch on a prorated basis if you are expected to eat with
your children part of the time)

SECONDARY ScnooL TEACHERS:

a. Class periods per week you are assigned teaching duties
b. Class periods per week you are assigned counseling duties
c. Class periods per week you are assigned study hall or other supervising duties
d. Class periods per week you are assigned conference and planning ("free") periods
e. Length, in minutes, of the average period in your school
f. Length, in minutes, of your homeroom

8:13 a.m.

3:16 p.m.

8:32 a.m.
2:52 p.m.

9.40

24.03
.32

2.39
3.49

52.67
13.65

Secondary Teachers. The secondary teachers in the sample related that they were assigned an average 24.03
periods for teaching per week (see Table VII, page e). They also reported an average of .32 periods per
week for assigned counseling duties. Study hall and other supervisory duties were found to be an average
of 2.39 periods per week. This means that about two-fifths of the secondary teachers have at least one study
hall period per day.

Table VII, page 6,. also shows that the average assigned conference and planning period was 3.49 periods,
or between three-fifths to four-fifths of the secondary teachers have daily periods for conferences and planning.
Tne average classroom period was 52.67 minutes and the average homeroom period was 13.65 minutes.

Out-of-Class Instrutional Duties. Information concerning the time spent in out-of-class instructional
duties which occurred throughout the school year is shown in Table VIII, page 7. The sample estimated the
average number of minutes per week (ii representing their best thinking about the time) required by each
of the indicated activities in a typical week during the Tar. Time spent on the activities in Table VIII,
pages 7, during a typical weekend were also included.

Personal Study and Planning for Instruction. Table VIII, page 7, shows that approximately one-
half (4e 95%) of the sample spent at least an average of fis e hours per week in personal study and planning
for instruction.

Professional Planning Involved In Preparbig Learning Materials. Approximately on....-fou. It of the
sample (24.06%) reported spending an average of two hours per week on professional planning involved in
preparing learning materials, such as visual aids, bulletin boards, laboratory materials, and seatwork.

6
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I

Professional Review and Evaluation ofHomework, Classwork, Tests, and Other Materials Prepared by
Pupils. Over one-third 1'39.2Z%) of the sample reported that they devoted an average of at least five hours
per week on professional review and evaluation of homework, classwork, tests and other materials prepared
by their pupils. However, the vast majority (85.34%) of the sample reported that they spent at least two
hours per week on this activity.

Sponsorship or Supervision of Pupil Organizations and Activities. Over one-half (61.97%) of the teachers
sampled reported that they did not have to sponsor or supervise pupil organizations and activities. This
was due in large part :,r, the elementary teachers (73.55%) who reported not having to sponsor or supervise
pupil activities without receiving extra pay or a reduced teaching load.

Working With Individual PITHS stud Small Groups of Pupils Outside of Class. Approximately one-third
(30.72%) of the sample reported that they did not work with individual and small groups of pupils outside
of class. About one-fourth (24.41%) of the teachers sampled, however, reported that they worked, on the
average, between 31-60 minutes per week with pupils outside of class.

Conferences With Parents, Associates, and Resource People. Over one-third (39.07%) of the sample
reported averaging between 1-30 minutes per week in conferences with parents, associates, and resource people,
and approximately one -third (28.35%) averaged between 31-60 minutes per week.

Faculty Meetings, Department or Grade Meetings, Curriculum Committee Meetings and Other Similar
Meetings. Almost one-half of the teachers sampled (43.42%) reported that they average between 31-60
minutes per week in faculty meetings, department or grade meetings, curriculum committee meetings, andother sin ilsr meetings.

Horne Visits and Meermgs With Parent Groups. Almost one-third of the sample (29.57%) reporteu not
visiting homes or attending parent group meetings (PTA, room mothers, etc.). The large percent reporting
not visiting homes and meeting parents was due in part to the secondary teachers (49.78%) who reported
that they were not active in this endeavor. Over one-beg of the teachers (57.68%) reported that they averaged
between 1-60 minutes per week on this activity.

NON-PROFESSIONAL OR CLERICAL DUTIES

This section describes the amount of time spent on various clerical duties which occurred (1) only at
the beginning of the school year, (2) at various times during the year, and (3) only at the end of the year
in the sequence of their occurrence. The number of days and the average number of minutes per day required
to do each of the following tasks were reported by the sample. This section also indicated the time designated
by the sample's contracts and time beyond the normal contracted day.

Clerical Duties Performed During Pre-School or Early Session Only. The clerical duties and activities
performed during the pre-school session, which means before the official opening of school for the pupils,
are shown in Table IX, page 9.

Preparing Student Rosters. Table IX, page 9, shows that over one-half of the sample (57.16%)
reported spending one to two days each year during the pre-school session in preparing student rosters.
Table X, page 10, shows the distribution of the average time involvement per day of the 57.16% spending
one to two days on this task during the pre-school session.

About one-third of the teachers (27.42%) reportal that they averaged 31-60 minutes each day in doing
this task. Over one-half of the sample (54.21%) reported spending an average of 31 minutes to over two hours
each day in preparing student rosters during the pre-school session.

There were no distinct variations in the amounts of time devoted to preparing student rosters during
the p-school session between the elementary and secondary teachers.

Placing Names on Report Cards. Less than one-fifth (19.25%) of the teachers sampled reported not
using the pre-school session for placing names on report card. While over one-half (65.51%) reported spend-
ing one day on this task. Table X, page 10, shows the distribution of the average time involvements per
day of the 65.51% spending one day on this task during the pm-school session.
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TABLE X

CLERICAL Dvrars PER/FORUM DURING PIMSCH001 OR BARU SESSION ONLY:

A Si' acriz DISTRIBUTION

CATEGORY Suin
Percent Number

of Days/
Sample Year

FrAWANTARY TEACHERS

Preparing Student Rosters 605 35.07% 1-2

Placing 'Names on Report
Cards 804 46.61 1

Issuing Textbooks 575 33.33 1-2

KeepingTextbookRecords.522 30.26 1-2

billinginTeacher'sRegister.644 37.33 1-2

Locating Permanent Rec-

ords .596 34.55 1-2

SECONDARY TEACHERS

Preparing Student Rosters 381 22.09 1-2

Placing Names on Report
Cards 327 18.96

Issuing Textbooks 289 16.75 1-2

KeepingTextbookRecords.242 14.03 1-2

lillinginTeacher'sRegister.285 16.58 1-2

Locating Firmmment Rec-
ords 275 15.94 1-2

Average Time/Day alkutas)

0 1-15 16-31. 31-430 61-120 Over 120

0 59 157 217 105 67

0 9.75 25.95 35.87 17.36 11.07

0 50 173 383 150 43

0 6.22 21.52 47.64 18.66 5.97
0 38 105 190 144 98

0 6.61 18.26 33.04 25.04 17.04

0 63 153 136 112 58

0 12 07 29.31 26.05 21.46 11.11

0 39 33 172 240 160

0 e0.56 6.06 26.71 37.27 24.84

0 236 148 115 50 47

0 39.60 24.83 19.30 8.39 7.89

0 42 53 118 107 61

0 11.02 13.91 30.97 23.08 16.01

0 25 43 128 92 39

0 7.65 13.15 39.14 28.13 11.93

0 24 59 95 54 57

0 8.30 20.42 32.87 18.69 19.72

0 33 76 72 37 24

0 13.64 31.40 29.75 15.29 9.92

0 23 22 77 98 66

0 8.04 7.69 26.92 34.27 9.58

0 75 65 57 48 30

0 27.27 23.64 20.73 17.45 10.91

Of the sample reporting that they used the pre-school session for placing names on report cards, over

one-third (35.60%) reported using an average of 31-60 minutes per day for this task.

elementary-teachers (77.61%) reported using one day as compared to less than one-half of the secondaryThe elementary teachers contributed most of the time involved with this task. Over three-fourths of the

-teachers (47.32%) using one day during the pre-school session for placing names on report cards. In addi-

-tion, 62.84% of the elementary teachers reported that they averaged from 16-60 minutes each day when they

i.0 I

-worked on this task in comparison to 33.38 %p_of the secondary teachersaveraging the same amount of time.

laming Textbooks. More than one-fifth of the sample (22119%) reported not using the pre-school session

for initial tasks of issuing textbooks, while over one-half (50.032) reported spending one to two days in prep-
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:ration for inning textbooks to pupils. Table X, page 10, shows the distribution ef the average timeirrvolveniect per day of the 50.03% vending one to two days during the pct-echool session on this task.
Of the -sample using the pre-school session in preparation for issuing textbooks to their pupils, over one-hien of the .sample (51.25%) reported using an avmage of 31 minutes to over two hours each day in workingon thi test
Over twice the percent of seeondary teachers (35.56%) reported not using the pre-school session forissuing textbooks as compared to the elementary teachers (13.13%). liovrever, about twice the percent ofelementary teachers (19.21%) reported that they spend at lent five days during the pre-school eesion forthis task in comparison to the secondary teachers (10.31%).

Keg Tesibaok Recedes About eine-fourth of the sample reported not using the Ism-echoed sessionfor keeping textbeolc records (27.77%) and about one-half (44.29%) reported using, one to two days for thisUsk Table X, page 10, shows the dietzibutice of the average time involvement per day of the 44.29%spending one to two days during the preschool session on this belt.
CI the 'sample reported using the pre-school session for working on textbook records, over one-half(51.77%) spent on the average of 16 minutes to two hours in keeping textbook rem&
More than twice the percent of secondary touchers (43.11%) reported not using the pre-school sessionfor keeping textbook records than elementary teachers (17.57%). In addition, about twice the percent ofeleEtIOntrery (20.08 %) reported ugng at least five days on this task than did the secondary teachers(11.03%). About twice the percent of elementary teachers (14.19%) reported spending an average of 61-120minutes each day on this task than did the se sondary teachers (1.11%).
Flifing in Teacher's Regbter. About one-fifth (19.42%) of the sample reported not usingany time duringthe pre-school session to work an the teacher's register. Over one-half of the sample (53.86%) reported thatthey spent one to two days during the pro-school session to work on the teacher's register. Table X, page10, shows the distribution of the average time involvement per ay of the 53.86% spending one to two daysduring the pre-school session on this task,
Om one-half of the wangle (65.47%) who used the pre-school session for working on the teacher's registeraverami between 31 minutes to over two hours each day spent on this task.
The elementary teachers contributed more time fzlIieg in their registers than did the secendary teachers.About oneeluilf of the elementary teachers (44.50%) reported that they spent one day during pre- school sessionon this task in comparison to 29.03% of the secondary teacher& Three-fourths of the elementary there

(75.00%) reported spending an average between 31 to over 120 minutes each day on this task compered with48.62% of the sezmdary teachers averaging the same amount of time each day.

Locating Penaanent Reamed s. More than one-fourth of the sample (27.19%) reported not using their
pre-school session to work on locating permanent records. Of the sample who used this session for locating
tesmanent records, about one-half (50.43%) spent one to two days on this task. Table X, page 10, showsthe distribution of the average time involvement per day of the 50.43% spending one to two days duringthe pre-school session on this task.

Of the sample using this session in locating permanent records, over one-half (56.70%) spent an averageof one minute to one hour per day on this task.
Approximately twice the percent of elementary teachers (45.46%) as compared to secondary teachers

(25.83%) reported using one day during the pre-school session locating permanent records. Also, the ele-mentary teachers averaged more time each day on this task then did the secondary teachers.
Making Activity lasts. About one-half of .the sample (46.78%) reported not using their pre-schoolsessions- for working on activity lists. However, about one-fourth of the sample (23.88%) used one day ofthis mein in making activity lists. Of the sample tieing this session for working on activity lists, aboutone-third (31.89%) spent an average of 16 minutes to one hour per day on this task.
Approximately twice the percent of elementary teachers (29.34%) as compared to secondary teachers(15.68%) reported spending one day during the pre- school session working on activity lists. Also, thee ele-mentary teachers spent more time each day on this task than did secondary teachers.
Icsabg and Accointhg for Leeks and Lockers. The majority .of the sample (68.011 %) reported notusing the pre-school session for issuing and accounting for lode; and lockers. About one-fifth (23.07%),

11



however, spent o©e to two -days on this task. Of the sample using the pre-school merlon for issuing and

amounting for locks and lockers, about one-fifth (22.14%) averaged between one minute to 30 minutes per

day for this task.
Approximately three tames the percent ofelementary teachers (0OM%) as compared to secondary teachers

(84.98%) reported not spending any time during the pre-school session issuing and accounting for locks and

looken. The secondary teachers reportedspending more time on this task.

Clerical Ditties Which Are Performed Weekly Throughout the Year. The clerical duties performed

wee* theoughout the year are shown in Table XI, page 13.

Recordhag Attendancb. Table XI, page. 13, shows that over 90 percent of the sample (90.20 %) spent

some tune each day throughout the year on the clerical task of recording attendance. Table XII,: page 14,

shows the distribution of the average time involvement of the 9020% spending at least five days per week

on the task of re %ceding attendance.
Of those it ponding, about 90 percent (87.86%) averaged between one minute to 15 minutes per day

on this task.

Reporting Attendance. More than three-fourths of the sample (77.80%) reported spending at least

five data per week throughout the year on the clerical task of rererting attendance. Table XII, page 14,

shows the distribution of the average time involvement of the 77.80% spending at least five days per week

on the task of reporting attendance.
Of the sample reporting, about 80 percent (80.16%) averaged b-)--ween one minute to 15 minutes per

day on this task.

Recording Grades in Grade Rook. Over one-half of the sample (57.39%) reported that they -spend some

time each day throughout the year recording grades in their grade books. Table XII, page. .14, .shows

the distribution of the average time involvement of the 57.39% spending. at least five days per.week on the

task of recording grades in the grade book.

Of the sample reporting, about three-fourths (74A3%) averaged between one minute to 30 m inutes per

day on this task.
The elementary teachers were shown tospend more days per week than secondary teachers for recording

grades intheir grade books.

Assigning tud Recording Grades. Close to one-fourth of the sample (23.48%) reported not using any

time assigning and recording grades, while about 40 percent (43.54%) reported using at least five days per

week throughout the year on this ;ask. Table XII, page 14, shows the distribution of the average time

involvement of the 43.54% spending at least five days perweek on the task of assigning and recording grades.

Of the sample. reporting, over one-half (51.88%) averaged between one minute to 30 minutes per day

assigning and recording grades.
. -

The-elementary teachers were shown to spend more days per week than secondary teachers assigning

and recording grades.

DrigrAttLeg.Teaelter Aids and Tests. Approximately one-half of the maple (46.50%) reporied that

they had spent one to two days each week throughout the year duplicating teacher aids and 'testa. Table

XII, page 14, shows the distribution of the average time involvement of the 46.50% spending one to two

days each week on this task:
Of the sample reporting, over one-half (55.07%) averaged between one minute to 30 minutes per' day

on this task.

Clerks! Work Involved fa Preparing Learning Marble; Such as Visual Aids, Bulletin Bards, Lab-

oratory Materials, and Seatwork. About one-third of the &maple (31.48%) epent five or more' days per

week and about one-fourth (4325%) spent one to two days per week throughout the year on dental work

involved in preparing learning materials, such as visual aids, bulletin boards, laboratory materials and seat-

wotk. Table XII, page 14, shows the distribution of the average'time involvement of the 4.325% spending

one to two days and the 31.48% spending at least five days per week on this task.

Of the sample reporting, over one-half (62.42%) averaged between 16 minutes to one hour per day on

this task.
12
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The percent of elementary teache-re reporting that they spent at least five days on this task (40.64%)
was over twice the percent of secondary teachers spending the same number of dips (17.71%).

Clerical Work Involved in Correcting Homework, Classwork, Testa and Other Materials Prepared by
Pupils. Over one-half of the sample (61.22%) reported spe.i.liag five or more days each week throughout the
year on clerical work involved in correcting homework, classwork, teete and other materials prepared by their
pupil. Tph le XII, page 14, shows the distribution of the average time involvement of the 61.22% spending
at least five days per :week on this task.

Of the samplereporting, about three-fourths (74.49%) averaged at least 31 minutes per day on this task.
The elementary teachers were shown to spend more day per week than the secondary teachers on this

task, but the secondary teachers appeared to spend more time per day.

Perforining Monitorial or Managerial Duties. About one-half of the sample reported (47.88%) spending
no time and over one-third (38.96%) reported that they spent at least five days per week on performing
monitorial or managerial duties such as hall duty, lunchroom duty, playground duty, bus duty, etc., through-
out the year. Table XII, page 14, shows the distribution of the average time involvement of the 38.96%
spending at least five days per week on this task.

Of the sample reporting, about one-fourth (22.12%) averaged between 16 minutes to one hour each day
performing monitorial or managerial duties.

The percent of secondary teachers reporting not performing monitorial duties was much greater than
the percent of elementary teachers. The elementary teachers were shown to spend more days per week and
more time per day than secondary teachers perfOrming monitorial or managerial duties.

Receiving and Sending Messages and Announcements More than one-third of the sample (37-71%)
reported that they spent no time on receiving and sending messages and announcements by the public .address
system, notes by pupils, etc., and 35.25% reported working on this _task at least five days per week through-
out the year. Table XII, page 14, shows the distribution of the average time involvement of the 35.25%
spending at least five days per week on this task.

Of the sample reporting, over one-half (56.62%) averaged between me minute to 15 minutes per day
in doing these tasks.

Clerical Duties Which Occur Monthly With the Attendance and Accounting Activities. The clerical
duties which occur monthly with attendance and accounting activities are shown in Table XIII, page 16.

Computing Attendance Totals. Approximately three-fourths of the sample (73.97%) reported spending
between one to three days each month on computing attendance totals. Table XIV, page 17, shows the dis-
tribution of the average time involvement of the 73.97% reported spending one to three days each month on
this task.

Of the sample reporting, over one-half (53.92%) avenged between 16 minutes to one hour each day in
doing this task.

The elementary teachers were shown to be spending more days per month and time per day on computing
attendance totals than secondary teachers.

Preparing Attendance Reports. More than one -half of the sample (68.75%) reported spending one to
three days each month on preparing attendance reports. Table XIV, page 17, shows the distribution of the
average time involvement of the 68.75% reported spending one to three days each month on this task.

Of the sample reporting, about one-half (49.51%) averaged between one minute to 30 minutes each day
in doing this task.

Elementary teachers continued to perform more clerical dutk,s than secondary teachers in preparing
attendance reports.

Updating F ilth, Testing, and Related Records. About one-half of the sample reported spending no
time (45.74%), and about one-half reported spending one to three days each month (47.65%) in updating
health, testing, and related records. Table XIV, page 17, shows the time involvement of the 47.65% reported
spading one to three days each month on this task.

Of the sample reporting, about one-third (33.57%) averaged between one minute to 33 minutes each day
in doing this task.
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Approximately three times the percent of secondary teachers (73.00%) as compared with elementary
teachers (27 61%) reported not spending any time each mouth in updating health, testing, and !elated
records. This means that about three times the percent of elementacy teachers were working on those tasks
each month than secondary teachers.

Clerks! Duties Which Occur at the Cloise of Each Marking Period. The clerical duties which occur
at the close of each marking period are shown in Table XV, page 19.

ComptLting Students' Grades. More than three-fourths of the sample 83.77%) reported spending one
to five days at the close of each marling period in computing students' grades. Table XVI, page 20,
shows the distribution of the average time involvement of the 83.77% reported speeding one to five days
at the close of each marking period computing students' grades.

Of the sample reporting, over three-fourths (77.69%) averaged between 31 minutes to over two hours
each day this task was done.

Copying Attendance information on Report Cards. Over three-fourths of the sample (7&55%) reported
spending one to five days at the close of each marking period on copying attendance information or leport.
cards. Table XVI, page 20, shows the distribution of the average time involvement of the 78.55% reported
spending one to five days at the close of each marking period on this task.

Of the sample reporting, more than one-half (56.76%) averaged between 16 minutes to one hour each day
this task was done.

The elementary teachers were shown to spend more time at the close of each marking period with ),,he
clerical task of copying attendance information on report cards than secondary teachers.

Recording Grades for Report Cards. Over three-fourths of the sample (83.42%) reported spending one
'a, five days at the close of each marking period on recording grades for report cards. Table XVI, page 20,
shows the distribution of the average time involvement of the 83.42% reported spending one to five days at
the close of each marking period recording grades for report cards.

Of the sample reporting, over one-half (57.62%) averaged between 31 minutes to two hours each day this
task was done.

Recording Grades for School Records. About ore -third of the sample (33.91%) reported not spending
any time tu...3 over ofiehalf (59.13%) reported spending one to five days at the close of each marking period
on recording grades for school records. Table XVI, page 20, shows the distribution of the average time
involvement of the 59.13% reported spending one to five days at the close of each marking period recording
grades for school records.

Of the sample reporting, about one-half (5e.32%) averaged between 16 miniltes to two hours each day
this task was done.

Making Spedal Listings. More than one-third of the sample (38.55%) reported not spending any time
Ton-king special listings, till& over one-half of the sample (56.58%) reported spending one to five days At the
close of each marking period on making special listings of honor ions, failure lists, etc. Table XVI, page
20, shows the distribution of the average time involvement of the 56.58% reported spending one to five
.days at the close of each marking period making special listings.

C the sample reporting, about one-third (33.74%) averaged one to 15 minutes each day this task was done.
`'le secondary teachers were shown to spend more time making special listings at the close of each

'marking period than elementary teachers.

Prepsing Analyses of Grades of Pupils Taught. Approximately one-half of the sample reported not
.spending .any time ir. preparing analyses of grades of their pupils (42.38 %), and about one-half (50.90%)
.reported spending one to five days at the close of each marking period on this task. Table XVI, page 29,
.shows the ,distribution of the average time involvement of the 50.90% reported spending one to five days at
.the close of marking period preparing analyses of grades of pupils taught.

.Of Abe .temple reporting, about one-third (31.71%) averaged between 16 to 60 minutes each day this
:tagk was done.

wriung *Comments on Reports and Recor(L. About three - fourths of the sample (71.83%) reported
alpending.Dae.to ilve day:, at the close of each marking period on writing comments on reports and records.
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Table XVI, page 20, shows the distribution of the average time involvement of the 71.83% reported
spending one to five days at the close of each rn9Aring period writing comments on reports and records.

Of the sample reporting, about one-half (15.79%) averaged between 31 minutes to over two hours each
day this task was done.

The elementary teachers were shown to spend more time than secondary teachers at writing comments
on reports and records at the close of each marking period.

Cheddng on Return of Signed Report Cads. Over three-fourths of the sample (77.16%) reported
spending one to five days at the close of each marking period checking on returns of signed report cards.
Table XVI, page 20, shows the distribution of the average time involvement of the 77.16% reported
spending one to five days at the close of each masking period checking on the return of signed report cards.

Over one -half o; the sample (65.86%) averaged between one to 16 minutes each day this task was done.
The elementary teachers were shown to spend more time than secondary teachers on this task.

Lost Report Cards. More than one-half of the sample (69.16%) reported not using their
time at the close of each marking period to rewrite lost report cards, while about one-third (28.99%) spent one
to five days.

Of the sample reporting, abed one-fourth (24.93%) averaged between one to 15 minutes each day this task
was done.

Clerical Duties Which Are Performed Periodically. The clerical duties performed periodically are
shown in Table XVII, pages 2243.

Miffing Activity I3.sts. Approximately one-half of the sample (49.04%) reported not spending any
time in making activity lists. Of the teachers reporting that they used some of their time in making activity
lists, about one-third (33.10%) stated that they worked one to five times periodically during the year for
this task. Table LV III, pages 24-25, shows the distribution of the average time involvement of the 33.10%
reported spending one to five days periodically during the year making activity lists.

About one-half (46.49%) reported that they spent one to five days each time they worked on this task,
and about one-third (37.68%) averaged one to 30 minutes each day they worked on activity lists.

The elementary teachers were shown to be involved with making activity lists periodically during the
year more than the secondary teachers.

Counting Money. Over one-third of the sample reported that they counted money one to five days each
year (34.09%) and over 10 times each year (33.50%). Table XVIII, pages 24-25, shows the distribution of
the average time involvement of the 34.09% reported spending one to five days periodically and the 33.50%
reported. spending over ten days periodically during the year counting money.

Over one-half (64.52%) spent one to five days each time they counted money, and about three-fouths
(71.19%) reported they averaged one to 30 minutes each day they counted money.

Acaamting for ?Jolley. About one-third of the sample (33.62%) reported not spending ally time in
making money reports. Of the sample spending time in accounting for money, over one-third (39.07%)
reported doing this one to five times a year; over one-half (56.81%) reported accounting for money une
to five days each time; and over one-half (58.03%) reported an average of one to 30 minutes each day they
counted money.

Table XVIII, pages 24-25, shows the distribution of the average time involvement of the 39.07% reported
spending one to five days periodically during the year accounting for money.

Accounting for Pupil Insurroce. Approximately three-fourths (72.93%) of the sample reported account-
ing for pupil insurance one to five times a year. Table XVIII, pages 9A-25, shows the distribution of the
average time involvement of the 72.93% reported spending one to five days periodically during the year
accounting for pupil insurance.

Of the sample reporting, about two-thirds (66.20%) spent one to five days each time they accounted for
pupil insurance, and about two-thirds (68.01%) reported they averaged from one to 30 minutes each day they
accounted for pupil insurance.

Preparhig Student Fligiblitty Reports. About two-thirds of the sample (68.31%) reported not spending
any time in preparing student eligibility reports. About one-fourth, however, spent one to five times each
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year in preparing student eligibility reports (26.96%), about one-third reported spending one to 'five 'days
each time this task was done (28.99%), and about one-fifth (22.43%) reported spending an average of .one to
30 minutes each day to do this task. . ,

Preparing, Distributing, and Collecting Standardized Tests. Approximately two-thirds of the sample
(67.36%) reported spending one to five times each year in administering standardized tests, and abput two-
thirds (65.74%) reported spending one to five days each time this task was done. There was no distinct
average time per day for doing this task. Table XVIII, pages 24-25, shows the distribution of the average
time involvement of the 67.36% reported spending one to five days periodically during the year preparing
and adminietering standardized testa.

The elementary teachers were shown to be involved more than secondary teachers with the clerical
tasks of preparing, distributing, and collecting standardized test& This could be due in part that morelests
are administered at the elementary level wider the state testing program than at the secondary level.

Scoring and Converting Scores of Standardized Tests. More than one-half of the sample (59.01 %)
reportel not using any of their time for scoring and converting scores of standarized tests. Over one-third
of UK sample (38.32%) reported that they did this task one to five times each year. Table XVIII, pages 24-25,
61: dire 'le distribution of the average time involvement of the 38.32% reported spending one to five days
periodically during the year scoring and converting scores of standardized tests.

Over one-third (37.22%) spent one to five days each time they worked on converting scores of stand-
ardized tests.

About twice the percent of secondary teachers (86.36%) than elementary teachers (40.83%) reported
not using their time for working with standardized test scores. This means that the elementary teachers
used more time on this clerical task than secondary teachers.

Recording Standardized Test Results. About one-half of the e...e.aple (42.84%) reported not wing any
of their time to record standardized test results. More than one-half (55.02%), however, reported that they
recorded standardized test results one to five times each year, and over one-half (55.02%) spent one to five
days each time they worked on this task. About one-third (31.48%) reported that they averaged between
16 to 60 minutes each day they recorded standardized test results.

Table XVIII, pages 24-25, shows the distribution of the average time involvement of the 55.02% reported
spending one to five days periodically during the year recording standardized test results.

Approximately four times the percent of secondary teachers (76.20%) as compa.ed to elementary teachers
(20.66%) reported not using any time on this task. This means that elementary teachers used much more
time on the clerical task of recording standardized tee'. results than secondary teachers. This may be ex-
plained in part by (1) the state testing program includes 11 tests at the elementary level and seven at the
secondary level; and (2) at the secondary level guidance personnel take the major respor ibilities in admin-
istering standardized tests while at the elementary level the teacherscarry out this task.

Preparing Smmnaries on Standardized Test Results. About two-thirds of the sample (62.55%) reported
that they did not prepare summaries on standardized test results, while over one-third (35.83%) worked on
this task one to five times each year. More than one-third (35.83%) reported spending one to five days
each time they worked on this task.

Elementary teachers were shown to assume much more of the work involved with preparing summaries
on standardized test results than secondary teache.rs.

Requesting Replacement of Textbooks. More than one-half of the sample (58.78%) reported that they
did not make requests in replacing textbooks. Over one-third (38.44%) made requests for the replacement
of textbooks one to five days each year. Table XVIII, pages 24-25, shows the distribution of the average
time involvement of the 38.44% reported spending one to five days periodically during the year requestmg
the replacement of textbooks.

Over one-third (39.83%) reported spending one to five days each time on this task. Approximately one-
third (27.13%) also reported that they averaged between one to 15 minute5 each day they performed
this task.

Preparing Student Roisters. Over one-half of the sample (51.19%) reported that they did not prepare
student rosters. About one-half (42.03%) prepared student rosters one to five times each year.- Table
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XVIII, pages 24-25, shows the distribution of the average time involvement of the 42.03% reported spending
one to five days periodically preparing student rosters.

Approximately one-half (46.44%) reported that they spent one to five days each time they worked on
student roster& More than one-third (35.13%) reported that they averaged one to 30 minutes each day
they repared student rosters.

Complying with Requests for Information about Pupils. Slightly more than one-half of the sample
(52.12%) reported complying with requests for information about their pupils between one to five times each
year. Table XVIII, pages 24-25, shows the distribution of the average time involvement of the 52.12%
reported spending one to five days periodically during the year complying with requests for information
about pupils.

More than two-thirds (75.25%) reported that they worked one to five days each time on this task. Over
two-thirds (63.70%) reported that they spent from one minute to 30 minutes each day they worked on
this task.

Assisting Principal with Office Duties. The vast majority of the sample (84.87%) reported not using
any of their time in assisting their principal with his office duties.

Completing Qu-tionnaires. About two-thirds of the sample (66.38%) reported completing question-
naires one to five times each year. Table XVIII, pages 24-25, shows the distribution of the average time in-
volvement of the 66.38% reported spending one to five days periodically during the year completing
questionnaires.

More than two-thirds (76.41%) reported spending one to five days each time on this task. More than
two-thirds (69.27%) reported that they averaged from one minute to one hour each day they worked on com-
pleting questionnaires.

Accounting for Funds Being Collected in Fund-Raising Activities. SCHOOL; More than one-half of the
sample (57.28%) reported not spending any time in fund-raising activities for the school. Over one-third
(34.48%) reported that they worked with fund-raising r etivities for the school one to five times each year.
Table XVIII, pages 24-25, shows the distribution of the average time involvement of the 34.48% reported
spending one to five days periodically during the year accounting for funds being collected for fund-raising
activities associated with school.

Over one-third (36.12%) spent one to five days each time they worked on these activities. Over one-
fifth (22.20%) reported averaging one to 15 minutes each day that they worked on fund-raising activities
for the school.

Cuss: Over two-thirds of the sample (; :.87%) reported not uging any of their time in accounting for
funds being collected in fund-raising activities for classes. About one-fourth of the sample (25.22%)
accounted for funds being collected in fund-raising class activities one to five times each year. Over one-
fourth (26.73%) reported that they spent one to five days each time that they worked on this activity, and
more than one-fourth (27.19%) reported that they averaged one to 30 minutes each day they worked on
this task.

PTA: Over two-thirds of the sample (70.72%) teported that they did not work with PTA fund-raising
activities. More than one-fourth (27.13%) reported that they helped in PTA fund-raising activities one to
five times each year. About one-fourth (25.91%) reported that they worked one to five days each time in
accounting for funds being collected for PTA fund-raising activities. About one-fourth (25.69%) reported
that they worked an average of one to 30 minutes each day on this activity.

The elementary teachers were also shown to be involved more with the fund-raising activities of the
PTA than secondary teachers.

Performing Monitorial or Managerial Duties, if Assigned for Less Than the Full Year. About one-third
of the sample (32.41%) reported that they did not perform monitorial or managerial duties assigned for less
than a full year. More than one-half (57.59%) reported that they were assigned monitorial duties for less
than a full year from one to over ten times Table XVIII, pages 24-25, shows the distribution of the average
time involvement of the 57.59% reported spending from one time to over ten times periodically during the
year performing monitorial or managerial duties.
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Over one-half (55.31%) reported that they spent one to five days each time on these duties. About.
one-half (43.70%) reported %orking en average of 16 to 60 minutes each day they performed these duties.

Requesting and/or Ordering Teaching Materials. Approximately two-thirds of the sample (61.57%)
reported requesting and/or ordering teaching materials one to five times each year. Table XVIII, pages 24-25,
shows the distribution of the average time involvement of the 61.57% reported spending one to five days
periodically during the year requesting and/or. ordering teaching materials.

The vast majority (81.10%) spent one to five days each time on this task. About two-thirds (60.46%)
reported that they averaged one minute to 30 minutes each day they performed these duties.

Clerical Duties Performed Only at the End of Year.- -The clerical duties performed only at the end o!`
the school year are spawn in Table XIX, page 29.

Preparing Teacher's Annual Report. About one-fifth of sample (20.29%) reporter: that they do not..
prepare the Virginia Teacher's Register at the end of the year. Over eiree-fourths of the sample (75.83%)
spent one to five days working on the Virginia Teacher's Register. Table XX, page 30, shows the dis-
tribution of the average time involvement of the 75.83% reported sp ending one to in ... days at the end of the
year preparing the Virginia Teacher's Register.

More than two-thirds (69.51%) reported that they averaged from 31 minutes to over two hours each
day they worked on this task.

A greater percent of the elementary teachers used their time at the end of the year worleing on the Vir-
ginia Teacher's Register than did secondary teachers.

Preparing End-of-Year Student Rosters. Less than one-third of the sample (30.09%) reported that
they did not prepare end-of-year student rosters. Over two-thirds of the sample (67.60%) worked on end-
of-year student rosters one to five days after school closed. Table XX, page 30, shows the distribution
of the average time involvement of the 67.60% reported spending one to five days at the end of the year pre-
paring end-of-year student rosters.

About one-half (48.82%) reported that they workeu an average of 31 minutes to over two hours each day
at this task.

The elementary teachers were shown to have spent more time on preparing student rosters at the end
of the year than secondary teachers.

Recording Grades on Permanent Records. More than three fourths of the sample (79.71%) reported
spending one to five days recording grades on permanent records after school closed. Table XX, page 30,
shows .e distribution of the average time involvement of the 79.71% reported spending one to five days at
the end of the year recording grades on permanent records.

Over three-fourths (75.36%) reported that they worked an average of 31 minutes to over two hours each
day at this task.

Once again, the elementary teachers (97.88%) spent more time at the end of the year with clerical duties
than secondary 'teachers (66.47%).

Accounting for Textbooks. Approximately three-fourths of the sample (74.96%) reported spending
one to five days after school closed accounting for textbooks. Table XX, page 30, shows the distribution
of the average time involvement of the 74.96% reported spending one to five days at the end of the year
accounting for textbooks.

Of the sample reporting, over one-half (52.58%) averaged from 31 minutes to over two hours each day
they worked on accounting for textbooks.

The vast majority of elementary teachers (89.86%) were shown to spend more time accounting for text-
books at the end of the year than secondary teachers (61.25%).

Inventory Teaching Materials. The vast majority of the sample (84.70%) reported that they had spent
one to five days at the end of the school year taking inventory of teaching materials. Table XX, page 30,
shows the distribution of the average time involvement of the 84.70% reported spending one to five days at
the end of the year taking inv entory of teaching materials.

Of the sample reporting, nearly one-half (48.70%) reported averaging between 16 to 60 minute each
day they worked on this task.
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Preparing Student Rankings. Over one -half of the sample (52.12%) reported not spending any time atthe end of the school year preparing student ranking- However, close to one-half (45.74%) spent one to fivedays on this task. Table XX, page 30, shows the distribution of the average time involvement of the45.74% reported spending one to five days at the end of the year preparing student rankings.Of the sample working on this task, approximately one-third (28.29%) reported that they averaged from16 to 60 minutes each day they prepared student rankings at the end of the year.More than one-half of the elementary teachers (59.27%) worked on preparing student rankiny: at theend of the year as compared with secondary teachers (30.77%).
Upesting Permanent Records. Approximately three-fourths of the sample (71.36%) spent one to fivedays at the end of the year updating permanent records. Table XX, page 30, shows the distribution ofthe average time involvement of the 71.36% reported spending one to five days at the end of the year updatingpermanent records.
Of the Wimple reporting, about two-thirds (64.02%) reported that they averaged 31 minutes to overtwo hours on thia task.
Almost all of the elementary teachers (95.95%) reported spending time updating permanent recordsat the end of the year, while approximately one-half of the secondary teachers (54.72%) were involved.
Receiving and Acounting for lacks and Lockers. Over three-fourths of the sample (77.74%) reportednot spending any time at the end of the year receiving and accounting for locks and lockers. Over one-fifth(21.80%) reported spending one to five days on this task. Table XX, page 30, shows the distributionof the average time involvement of the 21.80% reported spending one to five days at the end of the yearreceiving and accounting for locks and lockers.
Approximately one-half of the secondary teachers (43.54%) spent time on the clerical task of receivingand accounting for locks and lockers at the end of the year, while only 8.11% of the elementary teachers reportedspending time on this task at the end of the year.
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SECTION III

SIDFIMARY, FINDINGS, CONCLUSIONS AND RECOMMENDATIONS

Stant Aim

This was a descriptive study which attempted to reveal how teachers in the State of Virginia spent their
time in relation to instructional and non-instructional duties.

A questionnaire was developed by the staff of the Division of Educational Research to denote the
amounts fa: time teachers give to various activities involved in teaching.

The teacher sample consisted of ;499 teachers, of which 1,725 were finally processed for analyses in the
study. The sample was truly representative of the actual teacher population asmeasured by several indices.

FINDINGS AND CONCLUSIONS

Selected Characteristics of the Simple. The Teacher. The findings of this study revealed that most
teachers were married women holding bachelor degrees. They have taught for approximately 13 years,
having about 10 years of experience in the school division in which they are currently employed, and earned
an annual salary of $5,732.69.

Instructional Responsibilities. Length of Instructional Day. The majority of the teachers were required

to be on duty at sehraol by 8:13 a.m. and were permitted to leave by 3:16 p.m. This means that they were
contracted for Bevan hours and three minutes per day, a 35 hour and 15 minute work week.

The day for most elementary pupils began at 8:32 a.m. and ended at 2:52 p.m. for a school day of six
hours and 20 minutes. The difference between the assigned day for most teachers and the assigned day of
their pupils was one hour and twelve minutes.

Most elementary teachers had an average time of 9.40 minutes free or unassigned per day.
The typical elementary teacher was assigned 7.42 hours of work each day or 38.50 hours per week.
The typical secondary teacher was assigned teaching duties for 24 periods per week with about 52 minutes

in each period. This indicated that most secondary teachers taught about five classes a day. Most of the
secondary teachers were assigned two study hall periods per week, and between three and four conference

or planning periods per week. There were very few assigned counseling periods for the secondary teachers.
The typical instructional day of a secondary teacher was shown to consist of 5.32 hours for teaching,

.05 of an hour for counseling, .42 of an hour for study hall, .61 of an hour for conference or planning time,
and about. 14 minutes for homerooma total of assigned duties of 6.42 hours per day or 32.10 hours per week.

Out-of-Chas Instructional Duties. Most teachers spent about 10 hours per week Gatside of the regularly

scheduled teaching day in personal study and instructional planning. This means that the normal teaching
day was extended for at lest two hours each day in order for the teacher to be prepared for classroom
instruction.

Professional review and evaluation of pupils' work consumed about 30 minutes of the teacher? time
per day beyond the normal contracted day. Responsibilities involved in working with individual pupils or
groups of pupils, parents, and other colleauos did not require much out-of-class time. Sponsorship or super-
vision of pupil organizations and activities without additional pay or reduced teaching loads lid not constitute

a significant part of the teachers' nut-of-class instructional activities.
It can be concluded that the teacher was spending two to three hours beyond the scheduled teaching

day in preparation for classroom instructional duties.

NonProfessionul or Clerical Duties. The study disclosed that most teachers spent about one day during
the pre-school session on clerical tasks assoziated with pupil reports, accounting, record:, and textbooks These
/andings indicated that the pm-school sessions were in mlved to a certain degree witt. clerical duties of which
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the teachers could be relieved, thus leaving them time for in-service and other activities more closely associated
-with instruction.

Clerical duties related to instruction; e.g., evaluating pupil performance, and clerical duties not related
to instruction; e.g., recording and reporting attendance, were found to require about two hours a day of the

'elementary teachers' time and about one and one-half hours a day of the secondary teachers' time. The
nature of these clerical duties was such that about one hour of the regular school day was required to performthem.

The clerical duties performed daily rhich were not related to instruction could be effectively carried outby other means, thus relieving the teach er for instructional duties.
It was found that most teachers spent about four hours per month on clerical tasks associated with pupil

-accounting and cumulative records, Some of this time was essential for the teachers to become more familiar
with their pupils; viz., working on cumulative folders, while other tasks; viz., pupil accounting, should not
take up the teachers' time during the school day.

This study showed that most teachers spent one to five days or about 15 hours at the e.ad of each marking
period (four to six times a year) on clerical tasks associated with determining pupil grades, copying grades
on report cards and cumulative records. Such tasks as computing studsnts' grades, filling in report cards,
making special listings, and checking on lost report cards could be carried out by means other than teachers.
On the other hand, it is important that the teachers write comments on report cards, analyze student gades,
and other edm related to evaluating student perfornee.

It was revealed that most teachers spent about 25 hours during the year collecting and accounting for
money. While the nature of these clerical tasks involved the teacher, it is a conclusion of this study that
-consideration be given to the most efficient procedures in collecting and accounting for money and the wisest
use of the teacher's time.

The majority of the elementary teachers was found to spend about 50 hours during the year on activities
relating to administering and recording standardized tests. The testing program at the elementary level was
=conducted during the school day with the teacher at the center of the activity. These teachers were also re-
uired to enter the results in the pupils' records. Such tasks could be performed by other means, thus relieving
the elementary teachers for a few days to prepare for instruction.

This study showed that most teachers spent about 12 hours during the year requesting and irdering
teaching materials, Since the selection of teaching materials is misted ti.1 instractiou, teachers should be
involved in this activity.

It was found that most elementary teachers spent about seven hours at the end of the year preparing the
final report of the Virginia Teacher's Register. The elementary teachers also reported spending 36 hours
working on pupil rosters and cumulative records and about five hours accounting for textbooks. With the
exception of working on cumulative records, which should mist teachers in evaluating their year's work,
the remaining clerical duties could be performed by other means.

Taking inventory of teaching materials was revealed to take up about five hours of the teacher's time
at the end of the year. Such an activity does not =tribute to the professional responsibilities of the teacher.

The study showed that about all of the elementary teachers and more than one-half of the secondary
teachers spent five hours at the end of the year updating permanent records.

Summary of Conclusions. Although this study reported that there was considerable range in the amounts
of time the teachers spent on responsibilities (instructional and non-instructional) other than teaching, it
can be concluded that most public school teachers in Virginia spent about nine to 10 hours a day on prep-
aration for teaching, teaching, evaluating pupils' work, and on clerical duties. As reported in the findings,
the nine to 10 hour school day for most teachers included about tven hours which they were required to spend
at Rehm.' and from two to three additional hours which most teachers spent outside of the regular school day

Of the scheduled seven hour school day, most teachers spent about Are hour 6n clerical duties during the

in personal study, planning for instruction, professional review, evaluation of pupilb' work, and clerical duties.

regular school day.
The teacher's time for instructional preparation and time to teach was interrupted by non-instructional

duties which occurred daily, monthly, periodically, and at the end of the school year. Teachers could be
relieved of duties not related to instruction and thus provide an uninterrupted opportunity and adequate
time to teach and inspire learning.
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RECOM2.211NDATION8

In line with the State Board of Education's policy for providing "adequate time to teach and adequate
time to learn," and in keeping with the findings of this study, it is urged that local school authorities eve
careful consideration to the following recommendations:

I. That clerical assistance and teacher aides be provided and efficiently used in order that teal hors
will be relieved of such duties as preparing student rosters, typing and duplicating teaching materials
and tests, and making duplicate sets of pupil records.

Although it is recognized that some school systems are already doing much to relieve teacheza of
non-instructional duties, local school authorities should give careful consideration and exert eve :y effk.rt
to relieve teachers of duties which can be done with less expense and more efficiency by persons em-
ployed to perform these tasks.

2. That centralised pupil accounting systems be established in schools wherever practical. This
wr Id eliminate many of the detailed clerical tasks now performed by teachers such as keeping teachers'
retosters, copying information onto permanent records, and recording and . porting attendance.

3. That policies governing the use of teacher time for all non-instructional duties be reassessed

The Division of Educational Research of the Department wiii identify school divisions which have
inaugurated plans for relieving teachers of many non-instructional duties. Information col such practices
will be communicated to division superintendents and the State Board of Education.
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APPENDIX A

STATE BOARD OF EDUCATION
Richmond 23216

QUESTIONNAIRE ON THE USE OF TEACHER TIME

This questionnaire on the use of teacher time, prepared for a study requested by the State Board of Educa-
tion, seeks information about the use of the teacher's time, both in whool and outside of school. It is hoped
that this information can be used as a basis for suggestions that may increase the amount of time available to
teachers for instructional activities and decrease the amount of time required for non-professional or clerical
duties.

You can help by filling in this questionnaire, which will be held in strictest confidence. Your response is
particularly important, since the questionnaire is being sent on a sampling basis to a small number of teachers
in Virginia.

A. INFORMATION ABOUT YOU

1. Please indicate your sex and marital status. Check ONE.

Man, unmarried
Man, married

0 Man, widowed, divorced, or separated
0 Woman, unmarried
0 Woman, married
0 Woman, widowed, divorced, or separated

2. What is your age (nearest birthday)?

3. What is the highest college degree you hold? Do not report honorary degrees. Check ONE.
0 No degree
0 Bachelor's degree
0 Master's degree
0 Doctor's degree

4. Counting the present school year, what is the total number of school years of full-time teaching
experience you have had? Years

5. Counting the present year, what is the number of year of full-time teaching experience you have
had in the school system where you are now teaching? Years

6. What is your contrt- 'up for the 1965-1966 school session?

B. (INFORMATION ABGOT YOUR SCHOOL AND TEACHING ASSIGNMENT

1. How many regular or full-time classroom teachers are there in the school in which you teach?
Teachers

2. What GRADES are included in the school in which you teach? Encircle ALL the grades included.
B 1 2 3 4 5 6 7 8 9 10 11 12
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3. In what GRADES are you teaching? Plc ss encircle ALL the grades in which you are teaching
this year.

1 2 3 4 5 0 7 8 9 10 11 12

4. How is your present *reaching assignment classified? Check ONE.

Elementary teacher
Junior high teacher
Junior-senior high teacher
Senior high teacher
Combination elementary-secondary teacher
Junior-college teacher
Other (please explain)

C. INFORMATION ABOUT nit, LENGTH OF YOUR INSTRUCTIONAL DAY

1. Report the exact time (e.g., 8:15 a.m.) when you are required to be on duty at school.

2. Report the exact time (e.g., 3:15 p.m.) when you are permitted to leave school.

M

p.m.

3. ELEmENTART SCHOOL TEACHERS. -

1. Report the exact time when the school day begins ,for your pupils. a m.

2. Report the exact time when the school day ends for your pupas.

3. Repoli the number of minutes per day you have free or unassigned during your pupils'
instructional day (estimate lunch on a pro-rated basis if you are expected to eat with
your children part of the time) minutes

p m

4. SECONDARY SCHOOL TEACHERS: The following questions pertain to duties assigned or contracted by
your employer.

1. How many class periods per week are you assigned teaching duties? periods

}2. How many class periods per week are you assigned counseling duties? periods

3. How many class periods per week are you assigned study hall or other
supervising duties? periods

4. How many class periods per week are you assigned conference and
planning ( "fee ") periods? periods

5. What is the length, in minutes, of the average period in your school? minutes i

6. What is the length, in minutes, of your homeroom? minutes

7. What is your responsibility for regular nods and other activities which require time beyond

If

the school day and for which you receive extra pay?
Activity (specific)

Number of days/year in which you are involved
Number of hours per day
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D. INFORMATION ABOUT YOUR OUT-OF-CLASS INSTRUCTIONAL DUTIES

This section is designed to obtain information about the time you vend in out-of-class instructional dutieswhich occur throughout the school year. Your estimate of the average number of minutes per week shouldrepresent your best thinking about the time required by each of the indicated activities during a typical weekduring the year.. Include the time spent on these activities doming a typicalweekend. Rclude the CLERICALaspects of these duties; they will be included in the next part of this questionnaire. Please check (V) appropriateblocks.

Average Time/ , k

Minutes Hours
01

30 1
1- 13160

1

- 2 13 1415
1

List
No. Hrs.
Over 5

1. Personal study and planning fur instruction
2. Professional planning involved in preparing learning materials, such as

visual aids, bulletin boards, laboratory materials, and seatwork3. Professional review and evaluation of homework,. classwork, tests, and
other materiali prepared by pupils. Do not include copying or averaging
grades

4. Sponsorship or supervision of pupil organizations and activities (exclude
sports and others for which you receive extra pay or reduced teachingloads)

5. Working with individual pupils and small groups of pupils outside of class6. Conferences with parents, associates, resource people
7. Faculty meetinItz, department or grade meetings, curriculum committee

meetings, and other similar meetings
8. Home visits and meetings with parent groups (PTA, room mothers, etc.) .9. Additional assignments not clerical in nature; your clerical duties are

surveyed in the next section.
1

2.

0
0900

0000

000000000000
0 00000000

000000000000

E. INFORMATION ABOUT YOUR NON-PROFESSIONAL OR CLERICAL DUTIES

This section seeks to identify the amount of time you spend on various clerical duties which occur (1) at thebeginning of the school year, (2) at various times during the year, and (3) at the end of the year in the sequenceof their occurrence. It may be advisable for you to read through the entire section before making entries in theblank spaces, since a particular activity may be listed under more than one category. Time required for clericalduties should be entered only once. The completed section should reflect all clerical duties which are part ofyour job.

Please estimate the number of days and the average number of minutes per day that are required to do eachof the following jobs. Include the time designated by your contract and time beyond the normal contractedday. This applies only to the days which you do these things. Please check (V) appropriate blocks.
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Clerical Deffes Performed During Pre - School
or Early Session Only

Pre-School or Early Session

Number of Days I Average lime/Day
Each Year (Minutes)

011)213141
O

5-
ve i

01
15
111630 -13160

120
-161- I Over

120
I 1

1. Preparing student rosters 0 0 0 0 0 0 0 0 0 0
2. Placing names on report cards 0 0 0 0 0 0 0 0 0 0 0
3. Issuing textbooks 0 0 0 0 0 0 0 0 0 0 0
4. Seeping textbook records 0 0 0 0 0 0 0 0 0 0
5. Filling in Teacher's Register 0 0 0 0 0 0 00 0 0 .0 0
6. Locating permanent records 0 0 0 0 0 00 0 0 0 0
7. Making activity lists 0 0 0 0 0 0 00 0 0 0 0

*8. Collecting money, feed, dues, and insurance 0 0 0 0 0 0 00 0 0 0 0
9. Issuing and accounting for locks and lockers 0 0 0 0 0 0 00 0 0 0 0

10. Other (specify) 0 0 0 0 0 0 00 0 0 0 0
11. 0 0 0 0 0 0 0 0 0 0 0

Clerical Duties Which Are Performed
Weekly Throughout the Year

NUniber of Days Average Time/Day
Each Week (Minutes)

01234 5-J0 1- 16- 31-1 61- Over
I Ove 15 1 30 1 30 , 120 120

Weekly (Include Work on Weekends)

1. Recording attendance 000000 0 0 0 0
2. Reporting attendance 00000 0 0 0 0 0 0
3. Recording grades in grade book 000000 0 0 0 0 0
4. Assigning and recording grades 000000 0 0 0 0 0
5. Duplicating teaching aids and tests 0000 E 0 0 0 0 0
6. Clerical work involved in preparing learning materials

such as visual aids, bulletin boards, laboratory materials,
and seatwork 000000 0 0 0 0 0

7. Clerical work involved in correcting homework, class-
work, tests, and other materials prepared by pupils . . . .000000 0 0 0 0 0

8. Performing monitorial or managerial duties (hall duty,
lunchroom duty, playground duty, bus duty, etc.). See
later section if these assignments do not occur each week
in the year 000000 0

9. Receiving and sending messages and announcements

10.

(public address system, notes by pupils, etc.) 00000
Other (specify) 00000 0 0

0
0
0

0
0

0
0

0
0

11. 000000 0 0 0 0 000000012. 0 0 0 0 0

oThis item was omitted from the analysis .ionducted in the study because the sample misunderstood its meaning.
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i

Clerical Dulles Which Occur Monthly With the
Attendance and Accounting Activities

Monthly (or 23-day periods)

Number of Days I Average liune/Day
Each Month (Minutes)

1 1- I 4- 1 7- Over 0 i 1- 1 16-1 31-1 61- I Ov er
3 1 6 1 10 10 1 15 30 1 60 120 15,f)

1. Computing attendance totals 00
2. Preparing attendance reports 00
3. 'Cfp-dating health, testing, and related records 00'0
4. Other (specify) 00
5 00
6 D O D D

o

9
0
0

00 000 o0000 000 o00 o 0

Clerical Duties Which Or Azur At the Close of

Each Marking Period

Number of Days
Each Marking

Perkid
______ Weeks

Average Time
(Minutes)
Per Day

Job Is Done

Six Weeks (If not using six weeks marking period indicate
number of marking periods per year )

0 1 15- 1 16 I 01v0e r

011-
16-

1020120 1

ver
15

1

1 ?1 1 60 1

1.
2.
3.

Computing students' grades
Copying attendance information on report cards
Recording grades for report cards

000000000000
4. Recording grades for school records 0000
5. Making special listings (honor roll, failure lists, etc.). 0000
6. Preparing analysis of grades of pupils taught 0000
7. Writing comments on reports and records 0000
8. Checking on return of signed report cards 0000
9. Rewriting lost report cards 0000

10. Other (specify) 0000
11. 0000
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Clerical Duties Which Are
Performed Periodically Times/Year

0 1- II 6-
10 1

Over
5 0

Number of
Days Each Time

01 1- I I6- Over
I 5 I 10 10

Average 'he/Dag
Minutes)

01 1- I 16- 31- 61- I Over
15 30 61) 120,120

Periodically

1. Making activity lists
2. Counting money
3. Accounting for money (reporl,$)
4. Accounting f o r pupil insurance . . . . .

5. Preparing student eligibility reports
6. Preparing, distributing, collEcting

standardized tests
7. Scoring and converting scores of stand-

ardized tests
8. Record;ng standardized test results . .

9. Preparing summaries on standardized
test results

10. Requesting replacement of textbooks
11. Preparing student rosters (other than

during pre-school or early session) .

12. Complying with requests for informa-
tion about pupils 1 e

13. Assisting principal with office duties. .

14. Completing questionnaires
15. Accounting for funds being collected in

fund-raising activities:
a. School
b. Class
c. PTA
6. Other

16. Performing monitorial or managerial
duties (hall duty, lunchroom duty, play-
ground duty, bus duty, etc.), if assigned
for less than the full year

17. Requesting and/or ordering teaching
materials

18. Other (specify)
19
20.
21
22.

OD
O 0
O 0
O D

000000
0

00
000000

0
O 000 0O 000

n 0

O 00 00000 0 0
O 00 00000O 00 00000
O 00 00000 0O 00 00000
O 00 00000 0
O 00 00000 0 0O 00 00000 0 00 00000 0 0
O 00 00000 0 0O 00 E:0000 0 0O 00 00000 0 0O OD 00000 0 0

0000 00000 0 0
0000 0000 0 00000 0000 0 00000 0000 0 0O 00 0000 0000 0 0O 00 0000 0000 0 0000 000D 0000 0 0
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Clerical Duties Which Are Pe?formed Only
At End of Year

End of Year

1. Preparing Teacher's Annual Repor., ( Virginia Teacher's
Register, pp. 33 and 34)

2. Preparing end-of-year student rosters
3. Recordiag grades Ga permanent records
4. Accounting for textbooks
5. Inventorying teaching materials
6. Preparing student rankings
7. Up-dating permanent records
8. Receiving and accounting for locks and lockers
9. Other (specify)

10.

11.

Number of
Days

Each Year

0 1 1- J 6- Over 0 I
5 I 10 1 10 1

Average Ilme/Day
(Pirmutes)

1- I 16-
15 1 30

31- I 61- I Over
60 1 120 1 120

O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000O 000000000

Your ,nooperation in filling in this questionnaire is sincerely appreciated. Should you wish to add some
comment in connection with this questionnaire, we shall welcome it on an attached sheet of paper.

RETURN TO:

Division of EducE.donal Research
State Department of Education
1103 East Main Street
Richmond, Virginia 23216
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