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TO IDENTIFY THE AMOUNTS OF TIME WHICH TEACHERS GIVE TO
THEIR INSTRUCTIONAL AND NONINSTRUCTIONAL CUTIES, A
GUSSTIONNAIRE WAS SENT TO A RANDOM SAMFLE OF 3,594 CLASSROOM
TEACHERS, OF WHOM 1,725 RETURNED USABLE REFLIES. MOST SFENT
ABOUT 8 TO 9 HOURS A DAY (INCLUDING 2 TO 3 HOURS OUTSIDE oF
THE SCHOOL LAY) ON TEACHING, FREFARATION FOR TEACHING, AND
CYALUATING FUFILS. CLERICAL CUTIES NOT RELATED TO INSTRUCTION
REQUIRED ABOUT 1 HOUR CURING THE SCHOOL DAY. NONINSTRUCTIONAL
CUTIES RECURRING DAILY, MONTHLY, FERIODICALLY, AND AT THE END
OF THE SCHOOL YEAR INCLUDE COLLECTING AND ACCOUNTING FOR
MNEY (25 HOURS A YEAR), REQUZSTING AND ORDERING TEACHING
MAFERIAL (12 HOURS), AND TAKING INVENTORY (5 HOURS) .
RECOMMENDATIONS WERE--(1) FROVISION FOR AND UTILIZATION OF
CLERICAL ASSISTANTS ANC TEACHER AIDES, (2) ESTABLISHMENT OF
CENTRALIZEDC FUFIL ACCOUNTING SYSTEMS, (3) FERIODIC
REASSESSMENT OF FOLICIES GOVERNING USE OF TEACHER TIME FOR
NONINSTRUCTIOMAL CUTIES. (FF)
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NE ‘S}, .

FOREWORD

The State Board of Educstion, in its “Policy Statement for Pubiic Schools,” adopled 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 reaseess the plan of school organization with a view of assuring that the most
efﬁcientuseismadaoftheteechers’talentsandtraining. R

In connection with this policy, the State Board in 1965 requested that a study be made to detarmine
the amount of time teachers in the public schools spend in instructional and non-inzéruckional Juties. The
survey was conducted by the Division of Edusational Research with the ¢ooperation of Division Superintend-
ents and teachers thro zhout the State.

The reco::mendations contained in the repert were approved by the State Beard at its meeting on
Octobcr 25 with the request that the results of the survey ba trensmitted to Division. Superintendents and
Chairmen of local schoo! beards throughout the State. The State Eoard urged that caveful consideration
be given to the'recommendations which are designed to provide more time for instructional planning and teach-
ing and thus help to rise the quality of publie educatica in the State.

¥Wooprow W, WILEIRSON,
. Superinisndent of Public Instrucsion




SECTION I
INTROCDUCTION

Proper utilisation of the teachers’ time is escantial for msximum effectiveness in the classroom. In
some instances, it has been reported that the kesping of uumezrous routine recards and reports has unneceszarily
burdened teachers with clerical duties and has taken time needed for instructional zesponsibifities. Some
concern has been expressed about the desirability of requiring teachars to perform many of the routine cicrical-
type duties involved in grade reporting, attendance accounting, averaging grades, duplicating fests, and
similar ¢asks not directly involved in the instructional proceszs.

The State Bosrd of Education, recognising the problems involved with non-igstructional duties, re-
quested thatastudybemadetoanalyaehowtvmhersint?xeState of Virginig spend their time in regard to
instructional and non-instructional duties,

Purrose or taE StunY

involved in teaching in the public schools of Virginia. The study included a survey to obtain information
about the time teachers spend in activities such as the following: preparation for classrcom instruction,
classroom instruction, clerical duties, monitorial duties, extra-class school activifies, parent conferences,
meetings, in-sarvice education activities, and miscellareous activitiea,

This study should provide an indication of the scope of the problem of the use of teacher time in the

PROCEDURES

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

Questionnaire Development. The siaff of the Division of Educational Research, State Department of
Education, initiated the study after reviewing other studies which were made to identify the components of
teaching assignrents and successful methods used to obtain information from teachers regarding the use of

In selecting components for the questionnaire consideration was given to: (1) the amount of time invoived
in activities whick were purely clerical in nature, as well as other basic activities of teachers, (2) questions
which could be easily understood and completed, and (3) a format which would permit automatic machine
processing of the data.

results being obtained, and the types of machine processing necesgary to analyze the data.

Experts on. sampling and questionsaire development at the Neiional Education Association offered sug-
gestions to improve (1) the eass of completing the questionnaire, (2) the percent of returns, £ (3) the
maching processing features of the data,

Sample, A random sample of teachers was obtained by selecting every eleventh teacher from the RIP
file (Report of Instructional Personnel) which was stored in the IBM 1440 computer system of the Division

1
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- } of Educational Research of the State Department of Education. A total of 3,850 persors wus randomly se-
! lected by the computer. Of these, 285 were supervisory persobnc’, not classruom teachers, end were not used
in the study. '

Superintendentsy were informed of the teachers in their divisiea selected to participate. On the basis
of some superintendents’ requeste 19 cf these teachers weve nct used in the study. (Ses Table I, page 2.}

Coltection of Deta. The remaining 3,594 teachers of ths original 3,862 were mailed a questionnaire. Of
the«e, 2,123 were returned, and 1,471 were not retmened. Thers were 26 teachers who returned their question-
naires unanswered, 16 teachers were not currently employed, 255 teachers returned their questiun.aizes
incomplete, 18 teacher: were not full-time, and 83 were in positions other than teaching, such as, libzanans,
ccunselors, ete. This lef a total of 1,725 questionnaires to be processed. (Ses Table I, page 2.)

The qusstionnaire returns were anclyzed individwally for correct procedures and response patterns.
Those questionnaires nct completely filled in oz with error-responses were returned to iudividusi teachers to
% completed or corrected. The questionnaires, whes compiet.d and corrected, were coded for machine

vn s et e e e AV maAh enbae

processing.
TABLE I
SAauPLE
CATEGORY Sums Totals
Total Selected.......... ............... 3,889
Supervisory Personnel................... 286
Superintendents’ Responses.............. 19
-305
Questionnsaires Send Out................. 3,594
Questionnaires Returned. ............... 2,123
Questionnsires Not Returned. ........... 1,471
Questionnaires Not Used
Returned unanswered............... 26
Not employed.....cc................ i6
Incorrect data...................... 255
Part-time teachers.................. 18
Librarians, counselors, ete......... .. 83
Total Not Used......covvvvvnnint., —398
Questionvaires Returned................ 2,123
Questionnaires Not Used................ 398
Number Processed........ccovveeininnnn 1,725
2
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SECTION I
ANALYSIS OF DATA

Using the data and procedures in SECTION I, INTRODUCTION » & descriptive analysis was conducted in
relation to (1) sclected characteristics of the eample, (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 Marilal Statas. Table II, vage 3, shows that the sample selected constituted approximately
one-fifth men (18.20%), most of whem were married, and approximately eight-tenths were women (81.80%),
most of whom were married. - '
Elementary Teachers. Table IT, page 3, shows that the vast majority of the elementary teachers selected 1
were women (93.53%), and only a few men were selected (6.47%). The ratio obtained in this sample of i
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 Virginis %
(92.70% t0 7.30%). Table I, page 3, also shows that most of the elementary teachers, both men and women, 1
were married. i .
TABLE II 1
SEX AND MARITAL STATUS '
Percent Percent : ..
Ele- Percent Sec- Percent Percent, '
CATEGORY Sum mentary Grend Sum  cudary Grand Sum  Grand
Total Total Total ‘Total Total
Man .
Man, Unmarried. .......... 20 1.93 1.16 53 7.60 3.07 73 4.23
Man, Married. ............. 4 4.25 2.55 191 27.72 11.07 235 13.62
Man, Widowed, Divorced or
Separated............... 3 29 17 3 4 .18 6 36
Totals...... .....ovovnina.... 67 6.47 3.88 247 35.86 14.32 314 18.20
Woman '
Woman, Unmarried......... 167 16.12 9.68 108 15.67 6.26 275 15.94
Woman, Married. . ......... 679 65.5¢4 39.38 203 42.53 16.99 972 56.35
Woman, Widowed, Divorced
or Separated............. 123 11.87 7.13 41 595 2.38 164 9.51
Totals.......ovvvvvnenn.... 969 93.53 56.17 442 64.15 25.63 1,411 81.80
Granp ToraL.................. 1,036 100.00 60.05 689 100.00 39.95 1,725 100.00
3
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Secondary Teachers. Table II, page 3, shows the ratio of women teachers to men teachersat the secondary
level was 64.15% to 35.85%. The actual ratio of women to men teachers at the secondary level during
1864-65 in the State of Virginis, was just about the same, 61.96% Yo 38.04%,. :

Table IT, page 3, gives one indication that the random sample obtained in this stucy wasa true representa-
tiou of the teacher population in Virginia. Insummary form, the ratios of women to men teachersof the sample
are compared to the astual teacher population ratio in 1964-65 in the State of Virginia as follows:

Sample Population

Elementary
Women teachers............. 93.53% 92.70%,
Menteacho™s. . .oovvinvnenn.. 6.47 7.30

Secondary ‘
Women teachers........ . 64.15 61.96
Menteachers. ........co..... 35.85 38.04

: Total
Women teschers.............. 81.80 78.93

Men teachers................. 18.20 21.07

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

TABLE III

EDUCATIONAL BACKGROUKD

SAMPLE

v’ Differ-
‘. CATEGORY Percent Percent Percent Percent Percent Popala- ence

Sum Elemen- Grand Sum Second- Grand Sum Grand tion Sample
: tary  Total ary  Total Total Percent -Popu-
_1" Total Total lation
—3 No degree. ........ 217 20.9% 12.58 13 1.89 .55 230 13.33 11.56  1.77
. Bachelor’s degree... 785 73.84 44.35 - 541 78.51 31.36 1,306 75.71 73.18  2.53
i Maste’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

060 60.08 689 100.00 39.74 1,725 100.00

~ § Grand Total........ 1,036 100.
B

; Table III, pags 4, also indicates that the sample selected for °thi._s*s%udy was representative of the t~acher
population in Virginia. The largest difference between the sample and population was 4.28%, in the master’s
degroe category and the smallest difference of .02%, occurred under the doctor’s degree category.

o ‘ Salsry. Teble IV, pege 5, shows that the mean salary of the sample was $5,732.69 for the 1965-66 school
5 gession, The actusl mean salary of the teacher population was $5,802.67 or a diiference of $69.98. This
. also indicates that the sample is truly representative of all the public school teachers in Virginia.
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TABLE IV
Sarany

Sample Mear. Population Mean  Difierence

Elementary teachers........... . $5,584.5u $5,545.00 €39.30
Secondary teachers. ............ 5,912.77 5,981.50 - 6R.73
Total. ...l - 5,732.6 . 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 schoels represented by the sample.

TABILE V
AGE, TEACHING EXPERIENCE, AND NUMBER OF TEACHERS IN SCHOOL

. Elementary Secondary Total
CATEGORY Mean Mean Mean.
I Agé....vviiinn..... . Lo...0 42.61 Years = 38.28 Yeass 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................ooiiiiia.L. 11.69 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 compoesed of 60.06% elementary teachers and 39.94% of secondary
teachers. The difference between the sample an1 teacher pepulation was 5.37%, whick indicates again that
the selected sample is representative of the population.

" TABLE VI
GRADE LEVFL AND TEAcCHING PosITIONS

Sainple

Population Difference
Sum Percent Perecat

i
.\,
S
ot

e b —

Lo 167 9:68
e 158 9.16
2 133 7.7
: - 143 . 8.29.
5 126 7.30
B 115 6.67
7. ..... e, 81 4.70
Combination Grades........ 106 6.14
Elementary Total. . ........ 1,036 60.06 54.69 5.37
Second ry Total............ €89 39.04 45.31 5.37
GRaAND TOTAL. ............ 1,725 100.00
5
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INSTRUCTIONAL RESPONSIBILITIES

Length of instructional Day. A request concerning the length of the sample’s instructions! day revealed
.that the teacher sample was required, on the average, to be on duty at school by §.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..Li= in the sample rclated that, on the average, the
school day for their pupils began at 8:32 s.m. and ended at 2:52 p.m. They also reported that their free or
unassigned time during the instructional day was an average of 9.40 minutes. (See Table VII.)

TABLE VII

LenerE or ScrOOL DAY
CATEGORY Mean
1. Exact time when you are required to be on duty at school................. ... ... .. ... 8:13 a.m.
2. Exact time when you are permitted toleaveschool. ......... ... ... oL, 3:16 p.m.
3. ELEMENTARY ScHOOL TEACHERS:
a. Exact time when the school day beg'nsfor yourpupils. . ............... ... ... .. ..., 8:32a.m.
‘b. Exact time when the school day ends for your pupils......... Teeenn. e 2:52 p.m.
¢. Average number of minutes per day you have free or unassigned <urine your pupils’
instructional day (estimated lunch on a prorated basis if you are expected to eat with
your children part of the $ime)......... ... i i 9.40
4. SECONDARY SCEOOL TEACHERS:
a. Class periods per week you are assigned teaching duties............................. 24.03
b. Class periods per week you are assigned counseling duties................cooiei.... .32
c. Class periods per week you are assigned study hall or other supervising duties. ........ 2.39
d. Class periods per week you are assigned conference and planning (“free””) periods....... 3.49
e. Length, in minutes, of the average period in yourschool............................. 52.67
f. Length, in minutes, of your homeroom.......... ... . . i 13.65

Secondary Teachers. The secondary teacher in the sample related that they were assigned an average 24.03
periods for teaching per week (see Table VII, page €). They also r~ported 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,
The average ciassroom period was 52.67 minutes and the average homeroom period was 13.65 minutes.

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

Personal Study and Planning for Imstruction. Table VIII, page 7, shows that approximately one-
Lalf (4C.25%,) of the sample spent at least an average of five hours per week in persunal study and planning
for instruction.

Professiopal Plaruing Involved in Preparing Learning Materials. Approximately on.fou..h of the
sample (24.06%,) reported spending an average of two hours per week on professional planeing involved in
preparing learning materials, such as visual aids, bulletin boards, laboratory materials, and seatwork.
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Professionsl Review and Evaluation of Homework, Classwork, Tests, and Other Miuterials Prepared by
Fapils. Over one-third (39.25%) 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 i the elemertary teachers (73.55%) who reported not having to sponsor or supervise

.pupil activities withcitv receiving extra pay or & reduced teaching load.

Working With Individual Pupils and 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 (24.419) of the teachers sampled, however, reported that they worked, on the
average, betweea 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 betwcen 31-60 minutes per week,

Faculiy Meetings, Department or Grade Meetings, Curricnlum 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, and
other similar meeotings. . B "

Hoxme Visits and Meetings With Parent Groups. Almost one-third of the sample (29.57%,) reporteu not
visiting homes or attending parent group meetings (PTA, room mothers, ete.). 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 thisendeavor. Over one-half of the teachers (57.68%) reported that they averaged
between 1-60 minutes per week on this activity.

NoN-PRrOFESSIONAL oR CLERICAL DuTIES

This section describes the amount of time spent on various clerical duties which cccurred (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. Thissection alsv indicated the time designated
by the sample’s contrects ard 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.

Prepariug Stadent 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-scheol 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 (27.429) reportad that they averaged 31-60 minutes each day in doing
thistask. 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 ware no distinet variations in the amounts of time devoted to preparing student 10sters during
the pre-school session between the clementary and secondary teachers. .

Placing Names on Report Carde. Less than one-fifth (19.25%) of the teachers sampled reported not
using the pre-school session for placing names on report cardz, While over one-half (65.519) repoted spend-
ing on2 day cn this task. Table X, page 10, shows the distribution of the average time involv:ments per
day of the 65.51% spending one day on this task during the pre-school session. .
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TABLE X
Crxzrear, Duries PerroruED During Pre-ScHOOL OR Easty Szaston Oxer:

e A SizscTEp DISTRIBUTION

; Percent Number Average Time/Day (Mirutes)

. . CATRGORY Sum of  Days/
Sample - Year ¢ 115 163y 3160 61120 Over 120

i —

ELxMaNTARY TEACEERS

j Preparing Student Rosters..605  35.07 % 1-2 (N) O 59 157 217 105 67
A - (% ©0 9.75 25.95 35.87 17.36 11.07
T Placing Names on Report
__ Cards...ccoeeveurennnns 804 46.61 1 N o 50 173 383 150 48
(%) 0 6.22 2152 47.68 18.868 5.87
Issuing Textbooks. ........ 57 33.33 1-2 (N) ¢ 38 105 190 144 a8
(%) 0 6.6 1826 33.04 25.04 17.04
Keeping Textbook Records.522 30.26  1-2 (N) O 63 153 136 112 58
‘ : _ . (%) 0 1207 29.31 25.05 21.46 11.11
Filling in Teacher's Register.644  37.33 -2 N) © 39 ‘33 172 240 160
(%) 0 62.56 6.06 2671 37.27 24.84
; Locating Permanent Ree-
| ords....... e 506 34.55 12 (N) O 238 148 115 35 47
(%) 0 39.60 24.83 19.30 8.39 7.88

SECONDARY TEACHRRS

; Preparing Student Rosters..381 22.09 -2 (N) O 42 53 118 107 61

B | . (%) © 11.02 13.9% 30.97 23.08 16.01
Placing Names on Report

g Cards....coeeeeiennnnns 327 18.96 X ™ o 25 43 128 a2 39

.. (%) © 7.65 13.15 39.14 28.13 11.93

Issuing Textbooks......... 9% 16.75 12 (N) O 24 59 95 54 57

(%) 0 8.30 2).42 32.87 18.69 18.72

Keeping Textbook Records. 242  14.03 -2 N) 9 33 76 2 37 24

- ' (% 0 13.64 31.40 20.75 15.20 9.92

2 Filling in Teacher’s Register.285  18.58  1-2 (N) O 23 22 7 98 86

’ . - - ) (%) ¢ 8.04 7.69 2692 34.27 9.58
. Locating Permanent Rec-

- OTdB. . o cvveeeeaccrannns 275 1544 12 (N) O 5 65 57 48 30

Dy (%) 0 27.271 23.64 20.73 17.45 10.91

Of the sample reporting that they used the pre-school session for placing names on repott cards, over
one-third (35.60%) reported using an average of 31-60 minutes per day for this task.

The elementary teachers contributed most of the £ime involved with thistask. Over three-fourths of the
. lementary-teachers (77.61%) feported using one day as corapsred to less than one-half of the secondary
s -teachers (47.32%) tsing one day during the pre-school session for placing names on report cards. In addi-

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

i ‘“ -worked on this task-in comparison to 33.38% of the secondary teachers averaging the same amount of time.

Issuing Textbooks. More than one-fifth of the gample (2239%) reported not using the pre-school session
-for initial tasks of issuing textbooks, while over one-half (50.03%) reported spending one to two days in prep-
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anﬁmﬁmianbgtmbookxtopupﬂa. Tab!ex,pagelo,abmtbadimibu&ondthewmgoﬁma
ivolvement per day of the 50.02 ommdingonetotwodaysdminxthame—uhoolaemimonthiatask.

Oftho-mmphmingtbepm«bodmaﬁminpmmﬁonfwimﬁngtatbmhwtwrmpﬂgoverom-
Md&oumpb(&l.zs%)mpomduingmav&zgeowlmimxtmioomtwohourseachdzyinwcnking
on this sk,

Omtwhet&epmmtdmmwhuz(&.ﬁﬁ%)mpmedmmingthepmm session for
jssuing a5 compared to the elsmentary teachers (13.13%). However, about twice the percent of
mhrytéaehm's(w.zl%)repoﬂedtbattbeymendatlmztﬁve day= during the pre-school session for
thishakinmpaﬁaontotbeaeeondary%&hem(lo.m%).

Keegleg Texibaok Records.  About one-fourth of the sample reportad not uxing the pre-achoo! session
for keeping toxtbodk records (W.ﬂ%)mﬂabeutone-mu(w%)wpomduﬁmmtomdaysfor this
task. Table X, pags 10, shows the distribution of the average time involvement per day of the 44.299,
spending one to two days during the pre-school session oa this te. k.

CI ths sample reported using the pre-school session for working on textbook records, over one-half
{61.77%) apent on the average of 16 minutes to two hours in keeping textbook recozds.

More than twice the percent of secondary teachers (43.11%) reported not using the pre-school session
for keeping textbock records than elementary teachers {17.57%). In addition, about twics the percent of
e‘..-..'wn‘..-..-ytachaa(2-3.08%)mpnrtedusingaﬁ!asﬁﬁvedaysmthist&skthaudidtheaecoud&ryteachem
(11.03%). About twice the percent of elementary teachers (14.19%) reported spending an average of 61-120
minutes sach day on this task than did the sesondary teachers (7.119).

Over one-half of the sample (65.47%) who used the pre-school session for working on the teachet’s register
averaged betweea 31 minutes to over two hours each day spent on this task,

The clementary teachers contributed mote time filling in their registers than did the secendary teachers.
About one-helf of the elementary teachers (44.50%) reported that they spent oas day during pre-school session
on this task in comparison to 28.03% of the secondary weachers. Thres-fourths of the elementary teschas
(75.00%) reporied epending an average between 31 to over 120 nminutes each day on this task compared with
48.62% of the sxconilary teachers averaging the same amount of time each day.

jermanent records, about one-half (80.43%) spent one to two days on this task. Table X, page 10, shows

the distribution of the average time involvement per day of the 50.439%, spending one to two days during
the pre-schoo! session on this task.

Of the sample using this session in locating permanent: records, over one-half (56.70%) spent an average |

of 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 nermanent records, Also, ths ele-
mentary teachers averaged more time each day on this task than did the secondary teachers.

Making Activity Lists. About one-half of .the sample (46.78%) reported not using their pre-school
sessions- for working on activity lists. However, about one-fourth of the sample (23.88%).used one day of

- this session in making activity lists. Of the sample using this session for working on activity lists, about

ene-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
(15.38%) reported spending one day during the pre-school session working on activity lists. Also, the: ele-
mentary teachers spent more time each day on this task than did secondary teachers.

Essuing and Accomnting for Locks and Lockers. The majority .of the sample (68.06%) reported not
using the pre-school session for issuing and accounting for locks and lockers. About one-fifth (23.07%),
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hmm,spentmabomdayaonthiseask. Oftheaampleus‘mgthapre-schoolaeaiomforimﬁng and
acocunting for locks and lockars, about one-fifth (22.14%) averaged between onse minute to 30 minutes per
dsw for this task. - -

Approximately three times the percent of elementary teachers (90.06%) ascompared t6 secondary teachers
(84.98%) reparted not spending any time during the pre-schoo] session issuing and accounting for locks and
lockers. The secondary teachers reported spending more time on this task.

Clerical Duties Which Are Performed Weekly Throughout the Year. The clerical duties performed
weekly thioughout the year are chown in Table X1, page 13. _

Recording Attendance. Table XTI, page 13, chows that over g0 pezcent of the sample (90.20%) spent
soma time each day throughout the year on the clerical task of recording attencance. Table XTI, page 14,
shows the distribution of the average time involvement of the 90.20% gpending at least five days per week
on the task of rcording attendance. _ ' .

Of those fesponding, sbout €0 percent (87.86%) averaged between one minute to 15 minutes per day
on this task. .

Renorting Attendance. More than three-fourths of the sample (77.80%) reported apending at least
five daze per week throughout the year on the clerical task of reporting ettendance. Table XII, page 14,
showa the distribution of the averags time involvement of the 77.80% spending at least five days per week
on the task of reporting attendance. e

Of the sample reporting, about 80 percent (80.16%) averaged b *ween one minute to 15 minutes par
day on this task. .

Recording Grades in Grade Book. 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 ‘nvolvement of the 57.39% spending.at least five days per.week on the
ca.skofrecordinggradesinthegmdebook. .

Of the sample reporting, about three-fourths (74.43%) averaged between one minute to 30 minutes per
day on this task. . ..

The elementary teachers were shown to gpend more days per week than secondary teachers for recording
grades in-their grade books.

Assigning and Recording Grades. Close to one-fourth of the gample (23.48%) reported not using any
tie assigning and recording grades, while about 40 percent (43.54%) reported using at least five days per
week throughout the yesr on this task. Table XII, page 14, shows the distribution of the aterage time
involvement: of the 43.54% spending at least five days per week 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
azsigning and recording grades. . e

" The.elementary teachers were shown to gpend more days per Week than secondary teachers agsigning
and recording grades. cia

-

| L"..g’..".:.ﬁ"-g"!.'eaehg Aids and Tests. Approximately one-half of the semple (46.50%) roported that .

they had spent one to two days each week throughout the yeaz duplicating teacher aids and tests. Table
X1I, page 14, shows the distribution of the average time involvement of the 46.50% spending one to two
dayseé.chweekonthistaskl' '
' Of the sample reporting, over one-half (55.07%) averaged between one minute to 20 minutes per day
on this task. ' ' . _
(ﬂeﬂéﬂWorkInvohedinPrepsﬁngImingMatesﬁi; SuchasVisnﬂAids,BnﬂetanoirdB.Lab-
oratory Materisls, wd Seatwotk. About one-third of the samnple (31.48%) epent five or more days per
week and about ons-fourth (43.25%) spent oné to two days pex week throughout the year on olerival work
involved in preparing learning materials, such as visual aids, bulletin boards, laboratery materials gnd seat-
work. “Table XiI, pege 14, shows the distribution of the average time involvement of the 43.25%, spending
onetotwodaysandthe3l.48%spendingatleastﬁvedaysperweekout}.\jstask. - '
, (?fmthe gample reporting, over one-half (62.42%) averaged between 16 minutes to one hour per day on

12

.,.
L
aal




‘r’ -

P T T T e T

(1) ¥4 881 €0°¢ 39°99 1298 9%'%e 02'Z VA 2 YA 14204 SR O 1 N 18301,
qr: 1e°T 172 | 80°¢S PI'PG 6L 268 ¥AX 7e°e 80°¢ 3 4K QR A/ .gncoem
89° 68" 1) ¢ 09 ov'82 O9%V'¥¢ ¥PI'28 10°Z e8'v 98°6 P91 ov'9g "~ Tt Axsyuowropy
. ' goBvsgowt Sutpuos pus JuIAROY ‘6
66°¥v 61°L WPl 89°L1 €8°2 88°AV 08'88 89° 621 8.°3 I¥'8 12: 304 22 18107,
26°¢ 06°'2a ¢8°9 19°IT  91°0T 9999 92°6Z2° 00" 141 A1 145 2 | 6e°9 11481 Axspuodog
0L°¢ YO0 80°02 2212 229 02°'9¢ 208 26 e8I 29°¢ gL'6 17 hgaoaoﬁwa%
. jsue3susw J0 BBSE:E mgo.ﬁom ‘|
2L°91 8B°'€C IR'IE IOl OV 2! 0 4 GC'19 LLL ce'clt €8°L €09 1220 AN " 1810,
81'0Z 9092 OV'6Z Q0TI %29 4 Y c3'gy 896 9v'6I 9CE€'81 8G'6 (4 B E Argpuosog
¥8°CT 01'28 ¢p'88 18°6I. 82'¢ e0'v SL°8L Mv'9 26°2 140 O 29°¢ 1411 8 NN Axreyaonasyiy
sfrdnd £q poredexd S[BLI} U
=" . 3urjooxr0d ut PRAOAUT JI0MA 32.85 ‘2
99°Q v.°8 €0°8C 64°88 G9°91 992 8Y'I€ 0OL'¥ 86°C1 L9°ST 8% QQ'L ccccccrcccerrerecess . 1810,
8L'¥ 92°2L 8€'¥C 08'62 S0°'IZ £9°2T Y221 1'% GE'IT  F0'IC 60°'€8 €9°FI "« Jaspucoog -
80°9 LA VI 68°58 L6°YIT  IE'¥ Wor 209 06°6T SBI'AT 26'ST PP rcccccccrceoree * Axejuewory
. S[BLI)BUx JuTuavs]

. . Buurvdesd uy POAIOATL IO [BOLIBID Y
88°3 8¢ 8V'6l 62°6c2 89°9Z OI'ZT 20°STI 88'€ T9°A1  QI'BC  QE'FE  QIAL "-cccccccrcrceesececes * 19303, .
84°2 158 ¢8'0c 8%9°2C IBGZ I3'ST 186 e0°¢ 86°9T 69°9¢ 2L°08 ¥@Qr cccccccecccc trreres Areproosg
ol'g Wy SO°8T 02°08 89°92 ¥2'SI  ¥P°SI Wy G8'SI 8B'6T 80°05 PSBL "o Azgjuowey

: 8989 pus spIs Surgoses Supworidneg ‘g
8e°T 26°¢ 62°9T <£9°'9z £8°'9%2 S8SF'€Z F9'€F ..69°¢ 93°01 %6°2 101 G148 - AR ‘19301,
618 a8°8 SPAL 809 €8S 26°123 19°28 ¢L'¥ 28°L1 O0B°'IT QO'BT 2B°T& " * - £18pu0seg
881 'y Ve'ST ZI°LT €6'9% Z9°%C 2008 66'2 9.°9 18°¢ 9%°6 (4408 A : Eﬁ&oﬁ :
* gapwad Jurpiooax pus 3 ‘¥
191 9e°e I'9T ©9'68 QL'VE €3'¥ 6828 9¢'y 88°'8T 8¢°'8 28°6 /25 20N teet .go.u.
091 0 4 69°6Y /892 ¥6'S ¥E°'g qL'ly S6°'9 9v°'0c LL°21 3L6 PEE rorrrreremeneeeen Axspucoag
eQ'y 19°2 6°%T I9'IP 2898 ¢€8'%F 06°89 61°¢ #8'cr 649 o6 52225 Axejusnrely
. jooq apwad ux Bvﬁw &nﬁog ‘e
o1 8%’ (A | (4 4% 9108 991 08'L2 62 . 6¢’ 0L 6g°¢ 12551 SR RAERE "[590],
W qr” P4°T  61'8 @886, 60°'9r 2018 o1 63" eL 8I'Z  @O'QL "t Ax8pundag
00° 8¢" 90°1 €6°1 64°08 €891 83°9. 62 8¢’ 89° €8°2 €8°QY "ttt Axvjusutorsy
. . 856:8% Sanxodoy 'z
mw.o MWH MW.M mm w Mm %M NM m Am.w MM ”v %. m- mm M M‘Mcm ----------------- v o0 o0 o%w.mom
. # ‘ .« Y . VY e * s 0 00 00 s 00 e 00 0 e e e D"av
%85 %89 %89 %19z &mm 86 %9L'8 %323 16 &8 WOL %8O %SV'E %9LE e oo cArequowmopy
' . _ . e0usBpPuUN})8 SUIPIcOY Y
==t s _ == === — —
021 $2A9) oﬁ...s QT.B 08-91 4] A | 0 JAQpusg ¥ g 4 1 0
s - X X90DALV))
GS:SSV .?ﬁ\cﬁﬂ. ama.@é. ) 1990, QOB 84B(T Jo Joqump . .

o .
b R

.
S 2o . [}
. . .

[ ¢ s

, UVEX §EL abommpogp.. ATIATM nmmmasnam SATLOCT g?aac
v ix @1avy T




N

og" 26'c 8¢ 688 3098 0 (%) : : .
M* ﬂﬂ M@ w M@ Qﬁ m,r mmc mwa.nm AAW A& .~0>O|m ww. m.wﬂ *N.N ............................ 8&%2 wn%nuow vg wgmb.mgé
v 91 93 89 Qg 0 ) I0AQ-T 60°OT" WAL ot SNN(Y [BLIGSTURIAT 10 [BLIOUOIN BUIULIOLD Y
8607 SE'SE M. DEAL BRI 00 Q) Tl egn eeeeeeeee e, oo win el
£q poredeig spsuoiBIY Fun0aliop WK POAIOAU] FIOA [EOHGID
13°21 0831 91’18  18'13 €081 0 (%) .
LT | A wm. o B B0 N&w WAO-Q  20°L  B3L U s[euaje]y Jutuaso] Juredord ut PAAJOAU] FHOM [2OMOL)
Yo o3, e . Y. D W&V » &1 2YIE gLg v sysuepuly Surmava] Supudosd uf POAOAUY L0, [#OHII)
mw.m MW. .—.n “M.”N . Aﬂwm.ngm MMM@N AAW AA@M . Nl.n QQ.N.N Gwm ........................ 38'._—..; mv.ﬂd Qﬁ.a wgmag@r.—w wﬂ.mﬁdnumags
MW.N Wm.v mm. w.— . MW .N.M- Mw. @” A.W AAQMH h0>i Q@. N.H *NN ............................ 8?6 “Wﬁ%kog ﬂwgd mﬂm&g
Wﬂ. m“ . WW.. m Wm.mm" ! mm.nm@ ” M&w 10AQ~G 20° 61 BZE " rrrrrrreeeeeeeacees Joog epuIY) U ROPUI) &Q%kQOQMH
M@ . W.n . WW..H Wm . Nt MM%@W “ M&W ) h0>0|m wm . Nm Ncm ..................... i i et 005“8&4 wﬂmﬁaé
ﬂu ﬂ Nﬁ @ @ﬁm c AZV h@>°l& N* . mm .— ﬁ@ ................................ AR nggsﬂ.q wﬂum.muhcgm
SHAHOVAJ, AYVANOIIY

89" 1 8 169 6628 0 %) : A
WQ @ W@ m.— Mﬂ g Mw . WWNN “ QMW Jo. >o|lm cm. @.H mmm ........................... 8&@8@5” waﬁwﬁom ﬁg wqg.mg
'qp 8L 0L 891 L8 0 sz I0A0-Q 28°83 ®8F ‘U SR [BLIeBUUBIY JO [BLIOJUOIN SurTLIoNo
91 8y %6 L6l 9T 0 OAG-E 6T FF  BoL < eeereeeeeeneneeenes. STTURTRRI o

. £q paredesd sjuLejuy Ju13aBLI0) UL POA[OAU] SIOM ao::.wﬁo
1301 ¥9°TT £6°68 90°28 OU'II O
mw.w ww.w 21 L mw.w_ 0 WAG-S WIS TeF U S[EUBIN uruty] Suvdald UL PAAIOAU] JHOM [SILBID
I g 1 mﬁcw. g 8 0 Z-1 8918 e sjeLey Surere] Sutrederd WX POATOAUT MIOM {UOLIDY)
. L4 L] . L] . w . .
MN.N Ww. . Mm.a M,—ww..umm- mw.nwm “ M&W Z-1 8.¢N 2 € 20U 38'..—,; mug %E wﬂzoga mﬂmwgmﬁﬂs

b » "y ,
.mw . ﬁ Nm. N Mm..—m.n ww..—*.w Mm..nwm AAW M&W . .—0>O|.m .—@ . Om\w wwm ............................ 830 w-mﬂh00§ Hug wqm&g
wW p Mmoo e 0 (N a0 ospgs gep Jo0g epuIp) Uf sopuID Surprooey
: 6"
Aﬂuﬂ . W@ . M@ . MW. N MMW.Q@ AAW M.w W h0>0|m N..— 4 Nm 8&. .................... rrrrrrescessceans 8g§ﬁq Mgma%&qm
3 q v €2 16 0 (N) Jon0-g %878 Q¥8 """ttt amzoﬁu Ll SOUTPHORY. BRI
021 A0 CZI-19 09-12 08-9T  QI-1 wmﬁw o_.wwdm ung _ U
(sopnuyy) Soqr/omyy, eSviony IqUIMN  JUedIS | ,
—— = st =

NOLIASTVLSI(Y ANLOWUTIAS Y ‘UVEX THL LAOHDAOUH Y, ATARIMN CENUOIUE SO TVOIHAT))

- JIX UI9V.L

14




The percent of element.ary teachers rencriing that they spent at least five days on this task (40.649%)
was over twice the percent of secondary teachers spending the saine number of days (17.719).

Clerical Work Involved in Correcting Homework, Clasawork, Testas and Other Materials Prepared by
Pupils. Over one-half of the sample (81.22%,) reported spe..Jing five or moce days each week throughout the
year on clerieal work involved in currecting homework, classwork, teclaand other materials prepared by their
pupils. Tahle XTI, 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 sample reporting, about three-fourths (74.49%) averaged at least 31 minutes per day on this task.

The elementary teachers were shuwn to spend more days per week than the secondary teachers on thls
task, but the secondary tea.chers appeared to spend more time per day.

Performing Monitorial or Managerial Duoties. 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, piayground duty, bus duty, etc., through-
out the year. Table XII, page 14, shows the distribution of the average tlme involvement of the 38.969%,
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.

|
|
i
[
l
i
! Receiving and Sending Messages and Announcements. More than one-third of the sample (3:.71%)
; reported that they spent no time on receiving and sending messages and announcements by the public .ddress
| system, notes by pupils, ete., and 35.25%, reported working on this task at least five days per week through-
cut the year. Table XII, page 14, shows the distribution of the average time invalvement of the 35.259,
l spending at least five days per week on this task.
3 Of the sample reporting, over one-half (56.62%,) averaged between we minute to 15 minutes per day
! in doing these tasks.

i

!

i

|

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

Computing Atiendance Tofals. 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 ibe dis-
tribution of the average time involvement of the 73.979, reported spending one to three days each month on
this task.

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

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

Freparing Attendance Reporis. More than one-half of the sample (68.75%) reported spendmg 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 (49.519%,) averaged between one minute to 30 mmutes esch day
in doing this task.

Eiementary feachers continued t,o perform more clerical dutn.s than secundary teachers in preparing
attendance reports.

Updating ' alth, 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 47.659, -eported
sperding one to three days each month on this task.

Of the sample reporting, about one-third (33 57%) averaged between one minute to 39 minutes each day
in doing this task.
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Approximately three times the percent of seeondary teachers (73.00%5) as compared with elementary
teachers (27 619%) reported ot spending any time each mouth in updating health, testing, and telated
records. This reeans that about three times the percent of elementary teachers were working on those tesks
each month than secondary teachers.

Cleriez! Duties Which Occur &t the Close of Each Marking Period. The clerical duties which veeur
at the close of each marking period are ghown in Tzble XV, page 19.

Cemputing Sfudents’ Gredes. Motz than three-fourths of the sample (83.779%) reported spending one
to five days at the close of each marking period in computing students’ gra.dea. Table XVI, page 20,
shows the distribution of the average time involvemert of the 83.77% reported speudmg one to five days
at the close of each marking period comnputing students’ grades.

Of the sample reporting, over three-fourths (77.69%, averaged beiween 3i minutes to uver two hours
each day this task was done.

Copying Attendance information on Report Cards. Over three-fourths of the sample {78.55%,) reported
spending one fo five days at the close of each marking period on vopyiug attendance information or ieport
cards. Table XVI, page 20, shows the distributica 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-hslf (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 veriod with ihe
clerical task of copying attendance information on report cards than secondary teachers. .

Recordiig Grades for Report Cards. Cver three-fourthe of the sample (83.42%,) reported spending ore
«w 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 timne involvement of the 83.42%, -eported 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 .ninutes to two hours each day this
task was done.

Recording Grades for School Records. About oae-third of the sampie (33.919;) reported not spending
any time avd over one-half (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
invelvement 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-helf (50.32%) averaged between 16 minutes to two hours each day
ikis task was done.

Making Special Listings. 3More than one-third of the sample (38.55%,) reported not spending any time
making special listings, vihile over one-half of the sample (56.58%,) reported spending one to five days .t the
close of esch marking period on making special listings of honor ro'ls, failure lists, etc. Table XVI, page
20, shows the distribution of the average time involvemnent of the 56.58'7 repuricd spending one to five
.days at the close of each marking period making speecial listings.

€% the sample reporting, about one-third (33.74%,) averaged one to 15 minutes each day this task was done.

The secondary teachers were shown to spend more time making special listings at the close of each
'marking period thac elementary teachers.

Prep.aing Analyses of Grades of Pupils Taught. Approximately one-half of the sample reported not
spending .ny time in preparing analyses of grades of their pupils (42.38%,), and about one-hslf (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
ke close of each marking period preparing analyses of grades of pupils taught.

.QOf .ihe gample reporting, about one-third (31.71%,) averaged between 16 to €0 minutes each day this
‘task was dane.

Wiriting Comments on Reports an¢ Records. About three-fourths of the sample (71.83%) reported
.spending cue o dve dayz at the close of each marking period ¢a writing comments on reports and records.
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Table XVI, page 20, chowe the distribution of the average time iavolvement of the 71.83%, reported
spending one to five days at the closz of each marking pericd writing comments on reports aud records.

Of the sample reporting, about one-half (45.79%,) averaged between 31 minutes to over t&o hours each
day this task was done.

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

Cheeking on Retorn of Signed Bepoct Csrds. Over three-fourths of the sample (77.16%) reported
spending ons to five days at the close of each marking period checking on returns of signed report eards.
Table XVI, page 20, skows the distribution of the average time invclvement of the 77.16% reporied
spending one to five days at the close of each mesking period checking on the return of signed report cards.

Over onc-half o the sample (85.86%) averaged between one to 16 minutes each day this task was done.

The elementary teachers were showa to spend more time than secondasy teachers on this task.

Be=ziling Zost Report Cards. More than one-half of the sample (69.16%) repcrted not using their
time at the close of each marking period to rewrite lost report cards, while about one-third (28.95%) spent one
& fve days.

Of the sample reporting, about 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 perforn.ed periodically are
ghown in Table XVII, pages 22-23.

Making Activity Lists. 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 ZTVIII, 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 pericdically 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 (34.087) 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 pericdically during the year counting money.

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

Acecunting for Money. About one-third of the sample (33.62%) reported not spending suy time in
making monsy reports. Of the sample spendiug time in accounting for money, over one-third (39.07%)
reporte¢ doing this ons to five timnes a year; over one-half (56.81%) reported acccunting 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 35.07% reported
spending one to five days periodically during the year accounting for money.

Accomnting for Pupil Insuresice. Approximately three-fourths (72.93%) of the sample reported accouat-
ing for pupil insurance one to five times a year. Table XVIII, pages 24-25, shows the distributica of the
average time involvement of the 72.93%, reported spending one to five days periodicslly during the year
accounting for pupil insurancs.

Of ihe sample reporting, about two-thirds (66.20%) spent one to five days each time they accounted for
pupil insurance, and about two-thirds (68.017) reported they averaged from one to 30 minutes each day they
accounted for pupil insarance.

Preparing Sindent Eligibility Reports. About two-thirds of the sample (88.31%) reported not spending
any time in preparing eiudent oligibility 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
e 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. Apgroximately two-thirds of the sample

(67.36%) reported spending one to five times each year in administering standardized tests, and about 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 administering standardized testa.

: The elementary teachers were shown to be involved more than secondary teachers with the clerical

i tasks of preparing, distributing, and collecting standardized tests. This could be due in part that more.tests

Ty are administered at the elementary level uader 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%)
reported not using any of their time for scoring and converting scores of standarized tests. Over one-third
of thr. samrle (38.32%) reported that they did this task one to five times each year. Table XVIII, pages 24-25,
—— 8% vis e 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 dzys each time they worked on converting scores of siand-

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 ss.aple (42.84%) reported not uging any
of their time to record standardized test results. More than one-half (55.02%), however, reported thay they
recorded standardized test results one to five times each year, and over one-half (55.02%) spent one to five

Lo days each time they worked on this task. About one-third (31.48%) reported that they averaged batween
R 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
e spending oae to five days periodically during the year recording standardized test results. :

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

Preparing Summaries 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 te fivs days
each time they workad on this task.

Elementary teachers were shown to assume much more of the work involved with preparing summaries
on standardized test regults than secondary veachers. §

i Requesting Replacement of Textbooks. More than one-hslf 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 averags
time involvement of the 38.44%, reported spending one to five days periodically during the yesr rsquesting

the replacement of textbooks. .
S 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 aversged between one to 15 minutes each day they performed
: Preparing Student Rosters,  Over one-hal{ of the sample (51.19%) reposted that they did not prepare
student rosters. About cne-half (42.03%) prepared student rosters one to five times each year.- Table
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one to five days periodically preparing studens rosters. )
Approximately one-half (46.44%) reported that they spent one to five days each time they worked on
. student rostera. More than one-third (35.13%) reported that they averaged one to 30 minutes each day
4 they prepared student rosters.

Complying with Requests for Information sbout Papils. Slightly more than one-half of the sample |

R (52.12%) reported complying with requests for information about their pupils between one to five times each |

A 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 (53.70%) reported that they spent from one minute to 30 minutes each day they worked on

g this task.
Asgisting 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 Questionnaires. 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 (76.419,) 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 questionnsaires.

Accounting for Funds Being Collected in Fund-Raising Activities. ScmooL: 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 ¢ .tivities 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
epending one to five days periodically during the year accounting for funds being collected for fund-raising
activities associated with school.

Over oae-third (36.12%,) speat one to five days each time they worked on these activities. Over one-
fifth (22.209%) reported averaging one to 15 minutes each day that they worked on fund-raising activitics
for the school. '

Crass: Over two-thirds of the sample (68.87%) reported not using any of their time in accounting for
funds being collected in fund-raising acti.ities 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 (7¢.72%) reported 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 deys 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 alse 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 Fall Year. Alout 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 involvemerit of the 57.58%, reported spending from one time to over ten times periodically during the s
year performing monitorial or managerial duties. i
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Over cne-half (55.31%) reported that they spent one to five days each time on these duties. . About.
one-half (43.70%) reported working wn 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 une 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 of
the school year are shown in Table XIX, page 29.

Preparing Teacher’s Annual Report. About one-fifth of ;e sample (20.29%) reportec that they do not-
prepare the Virginia Teacher’s Register at the end of the year. Over tiree-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 involve.nent of the 75.83%, reported spanding one to fiv.. days at the end of the
year preparing the Virginia Teacher’s Register.

More than two-thirds (69.519) 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 working on the Vir-
ginia Teacher’s Register than did secondary teachers.

Preparing End-of-Year Student Rosters. Less than one-third of the sample (30.63%;) 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 67.607; 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 eacn 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 Pennanent Records. More than three fourthe of the samyie (79.71%) reported
spending one to five days recording grades on permanent records after school closed. Table XX, page 30,
shows * ¢ distribution of the average time involvemert of the 79.719, 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 twe hours each
day at this task.

Once again, the elementary teachers (97.889) rpent more time at the enc of the year with clerical duties
than sccondary teachers (66.47%).

Accounting for Textbooks. Approximately three-fourths of the sample (74.96S;) reported spending
ope 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 (89.869) 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,
gshows 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 t¢ 60 minute: ezch
day they worked on this task.
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Preparing Student ings. Over one-ha¥f of the sample (62.12%,) reported not spending any time at
the end of the school year preparing student rakings. However, close to one-half (45.74%) spent ore to five
days on this task. Table XX, page 20, chows the distribution of the average time involvement of the
45.74% reported spending one to five days &% the end of the year preparing student rankings.

Of the sample working on this tesk, approximately one-third (28.29%) reported that they averaged from .
16 to 60 minutes each day they prepared student rankings at the end of the year. A

More than one-half of the elementsry teachers (59.27%) worked on Ppreparing student rankings at the
end of the year as compared with secoadary teachers (30.77%,).

Updating Permanent Records. Approximately three-fourths of the sample {71.36%,) spent one to five
days at the end of the year updating permanent records. Table XX, page 30, shows the distribution of
the average time involvement of the 71.36% reported spending one to five days at the end of the year updating
permmanent recards.

_ Of the sample reporting, ahout two-thirds (64.02%) veported that they averaged 31 minutes to over
two hours on thi: task,

Almost all of the elementary teachers (95.95%) reported spending time updating permanent records
at the end of the year, while approximately one-half of the secondary teachers (54.72%) were involved.

Receiving and Accnunting for Locks and Lockers. Over three-fourths of the sample (77.74%) reported
not spending any time at the end of the year receiving and accounting for logks and lockers. Over one-fifth :
(21.80%) reported spending one to five days on this task. Table XX, page 30, shows the distribution .
of the average time involvement of the 21.80% reported spending one to five days at the end of the year v
receiving and accounting for locks and lockers,

Approximately one-half of the secondary teachess (43.549) speni time on the clerical task of receiving
and accounting for lonks and lockers at the end of the year, while only 8.11% of the elementary teachers reported
spending time on this task at the end of the yesr.
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SECTION I
SUMMARY, FINDINGS, CONCLUSIONS AND RECOMMENDATIONS

SuMMARY

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

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

The teacher sample consisted of 3,209 teachers, of which 1,725 were finally processed for analyses in the
study. The sample was truly representative of the actual teacher population a3 measured by several indices.

FmnpiNGgs AND CONCLUSIONS

Selected Characteristics of the Stimple. The Teacher. The findings of this atudy revealed that most
teachers we.e 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 school by 8:13 a.m. and were permitted to leave by 3:16 p.m. This means that they were
contracted for geven hours and three minutes per day, a 35 hour and 15 mirute work week.

The day for 1008t elementary pupils began at 8:32 a.m. and ended at 2:52 p.m. for a schocl day of six
houss 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 bad 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 perinds per week, and between three and four conferense
or planning periods per week. There were very fe'r assigned counseling periods for the secondary teachers,

The typical instructional day of a secondary teacher was shown to consist of 5.32 hours for tenching,
05 of an hour sor counseling, .42 of an hour for study hall, .61 of an hour for conference or planning time,
and about, 14 pyinutes for homeroom—a total of assigned duties of 6.42 hours per day or 32.10 hours per week.

Out-of-Clsss Instructional Duties. Most teachers spent about 10 hours per week cutside of the regularly
scheduled teaching day in personal study and instructional planning. This means that the normal teaching
day wes extended for at least 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 teachers’ time !
per day beyond the normal contracted day. Responsibilities involved in working with individual pupils or
groups of pupils, parents, and other colleagues did not require much out-of-class time. Sponsorship or super-
vision of pupil crganizations and activities without additional pay or reduced t<aching loads did not constitute
a significant part of the teachers’ sut-of-class instructional activities. i
It can be concluded that the teacher was spending two to three hours beyond the scheduled teaching
day in preparation for classroom instructional duties.

Non-Professionsl or Clerieel Duties. The study disclosed that most teachers spent about one day during
the pre-school sessivn on cleical tasks assoziated with pupil reports, accounting, record., and textbooks. These
findings indicated that the pre-school sessions were it ;olved to a certain degree witk. cleric:l duties of which
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the teachers could be relieved, thus leaving them time for in-service and other activities more close.y associated g
with instruction. |

Clerical dutier related to instyection ; 8., eveluating pupil performance, and clerical duties not related P
to instruction; e.3., recording and reporting attendance, were found to require abeut two hours a day of the ?

-elementary teachers' time ard about one and one-half hours 8 day of the sccondary teschers’ time. The o
natuneofthesecleﬁmlduﬁeswassuchthatabwtonahourofthefeglﬂarschooldaywasrequired to perform
them.

The clerical duties performed daily vhich were not related to insiruction could be effectively carried out
'by other means, thus relieving the teacler for instructional duties.

It was found that most teachers gpent about four kours per month on cletical tasks associated with pupil
-accounting and eumulative records, Soms of this time was ezsential for the teachers to become more familiar
with their pupils; viz., working on cumulative folders, while other tasks; viz., pupil sccounting, should not
take up the teachers’ time during the schoot day.

This study showed that most teachera spent one to five days or about 15 hours at the ead 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 studeats’ grades, filling in report cords.
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 grades,
-and other tasks related to evalusting student periormance,

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

The msjority of the slementary 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- ;
quired to enter the resuls in the pupils’ records. Such tasks could be performed by other means, thus relieving '
the elementary tenchers for 2 few days to prepare for instruction. ‘

* This study showed that most teachers spent about 12 houss during the year requesting and ardering
teaching materials, Sirce the selectiop of teaching materials is ralated t: instruction, ieachers shouid be
involved in this activity.

*t was found that mest elementsary 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 a
exception of working on cumulative records, which should assist teachers in evaluatipg their year's work, ;
the remaining clerical duties could be performed by cther means. i

Taking inventory of teaching materials was revealed to take up about Ave hours of the teacher’s time !
at the end of the year. Such an activity does not ccntribute to the professional responsibilities of the teecher.

The study showed tha$ 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 reperted that there was considerable range in the amounts i
of time the teachers spent on responsibilities (instructional and non-instructional) other than teaching, it
can be concluded that mest public school teachers i 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 ceven hours which they were required to spend
at schesl and from two to three additional hours which most teachers gpent outside of the regular school day

[FIFTSRER SV e

in personal study, planning for instruction, professional review, evaluation of pupils’ svork, and clerical duties.

:’3 ‘Of the scheduled seven hour school day, most teachers rpent, about one hour on clerical duties during the
:}:: regular school day. »
=9 The teacher’s time for instructionai preparatior and time to teach was interrupted by non-instructional

duties which cccurred daily, monthly, periodically, snd at the end of the schooi year. Teachers could be

relieved of duties nct related to instruction and thus provide an uninterrupted opportunity and adequate i
time to teach and inspire learning.
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RECOMEENDATIONS

In line with the State Boatd of Education’s policy for providing “adequate time to teach and adequa‘e 1
time %o learn,” and in keeping with the findings of this study, it is urged that local school authorities give )
careful consideratior: to the following recommendations: |

1. That clerical assistance and teacher aides be provided and efficiently vsed in order that teachers '
will be relieved of such duties as preparing student rosters, typ’ag and duplicating teaching ma'erials

and teste, and making duplicsite sets of pupil records. |

Although it is recognized that some scheol systems are already doing much to relisve teachess of '
non-instructicnal duties, local echoul authorities should give careful consideration and exert eve:y efiust

to relieve teachers of duties which can be done with less expense and more efficiency by persons em- .

ployed to perform these tasks. f

2. That centralised pupil accuunting syztems be established in schools wherever praciical. This ,
wr 1d eliminate many of the detailed clerical tasks now performed by teachera such as keepiag teache:’ :
rexsters, copying information onto permanent records, and recording and . oorting attendance. :

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

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

STATE BOARD OF EDUCATION
Richmend 23216

QUESTIONNAIRE ON THE USE CF 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 school 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 clerieal
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 teachars
in Virginia.

A. INFORMATION ABOUT YOU

1. * Please indicate your sex and marital status. Check ONE.
O Man, unmarried
0 Man, marzied
{J Man, widowed, divorced, or separated
(0 Woman, unmarried
0 Woman, married
[J Woman, widowed, divorced, or separated

)

What is your age (nearest birthday)?

3. What is the highest college degree you hold? Do not report honorary degrees. Check ONE.

[OJ No degree

O Bachelor's degree
{J Master’s degree
[J Doctor’s degree

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

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

6. What is your contr="" ‘ary for the 1065-1966 school session?

B. INFORMATION ABOUT YOUR SCHOOL AND TEACHING ASSIGNMENT

1. How many regular or full-time elassroom 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.
K 1 2 3 4 L3 6 7 8 9 10 11 12

25




3. In what GRADES are you teaching? Plc&us-eneircleALLthegrad@inwhichyouare teaching
this year.

E 1 2 3 4 5 6 7 8 98 10 1 12

4. How is your present teaching assignment classified? Check ONE.

J Elementary teacher
[J Junior high teacher
{3 Jumior-senior high teacher

[0 Senior high teacher

{0 Combination elementary-secondary teacher
[ Junior-college teacher
{3 Other (please explain)

INFORMATION ABOUT THE LENGTH OF YOUR INSTRUCTIONAL DAY

1. Report the exuct time (e.g., 8:15 a.m.) when you are required o be on duty st school. ____a.m.
2. Report the exact time (e.g., 3:15 p.m.) when you are permitted to leave school. —_——pn.

3. ELEMENTARY ScHOOL TEACHERS:
I. 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 pupils. —  _pm.
3. Report 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
4. Seconpary ScHooL TEAcCHERs: The following quesiions pertain to duties assigned or coniracled 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 (“free”) periods? periods
5. What is the length, in minutes, of the average period in your school? minutes
‘6. What is the length, in minutes, of your homeroom? minutes

7. What is your responsibility for regular sports and other activities which require time beyond
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.
36
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4 % D. INFORMATION ABOUT YOUR OUT-OF-CLASS INSTRUCTIONAL DUTIES

Average Time;, %k

Minutes ! Hours List
31- 2,3 4'5 No. Hrs.
60

1-
30

’
n 1. Pereonal study and planning for instruction.................. ... .. OO0 Olgogo
}__:'j 2. Professional planning involved in preparing learning materials, such as
-  visual aids, bulletin boards, laboratory materials, and seatwork....... .. OO0 Oonon
L 3. Professional review aud evaluation of homework,. classwork, tests, and .
X " other materials prepared by pupils. Do not include copying or averaging
| grad%......... ....... O
‘; 4. Sponsorship or supervision of pupil organizations and activities (exclude
| sports and others for which you receive extra pay or reduced teaching
! . loads)............ O
!

O
O

nooo_

Working with individual pupils and small groups of pupils outside of class.[]
Conferences with parents, associates, resource people.................. 0
Faculty meetings, department or grade meetings, curriculum committee
Y meetings, and other similar meetings................. ... ... ... O
' Home visits and meetings with parent groups (PTA, room mothers, ete.)..]
Additional assignments not clerical in nature; your clericai duties are
surveyed in the next section.................. ... .. .. O
1. N
2. N

N oo

© ®

Uo0 ggo Oooog
o0 O oog
000 OO0 oog
o0 OO0 ogod
00 00 oogg
o0 oo oogg

- - 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 oceur (1) at the
beginning of the school year, (2) at various times during the year, and (3) at the end of the year in the sequence

<
g
.-o.l.
c‘

Please estimate the number of days and the average number of minutes per day that are required to do each
of the following jobs. Include the time designated by your contract und time beyond the normal contracted
day. This applies only to the days which you do these things. Please check (+/) appropriate blocks.

S

o ONY
DR
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Clerical Dnties Performed Daring Pre-School Number of Days|  Average Time/Day

s
- - —— —————————————— G — - *

or Early Session Only Each Year (BMfinutes) :

o|1§2|3|4 5- ol 1- | 16- | 31- | 61- ‘0ver |

i Over| 115]30| 60 | 120 | 120 f

Pre-School or Early Session

1. Preparing student rosters...................oill oooocogyoo o o 3 0
2. Placing namesonreporteards................ooonen ogooogoilog o g O O
3. Issuing textbooks..........cooiiiiiiiiiiiiilt godoogio-g g o g 0O
4. Keeping textbook record=.............ooiiiiatn, goooogiog o g g O
5. Filling in Teacher's Register......................00 ooooooiocc g g go 0O
6. Locating permanent records....:......ccoovne... ...ggoggociog g g o O
7. Making activity ists.......ooovieiiiiant, ogooooogoiog o g O |
*8, Collecting money, feed, dues, and insurance........... oooooogo'oo g g g 0O
9. Issuing and accounting for locks and lockers. ....... .Ogoogogolog g o g O

10. Other (specify).......ccoviiiiiiiiiiiiiinn gooooojoo o o o O ,

11. ooogooiogo g o g o d !

i

|

Clerical Duties Which Are Performed Number of Days Average Time/Day |

Weekly Throughout the Year Each Week (Minutes) |

o|1'2|3|4 5 | 6| 1-|16- 31- | 8- | Over ,

Over |15[30]30,120| 120 |

Weckly (Include Work on Weekends)

1. Recording atfendance......... ...t oo oogoogoogoiog g g a O !

2. Reporting attendance...............cooooiiiiiiiitt goooogo|icg g o go o ;
3. Recording grades in grade book. .................... ooooogioogo g g a O
4. Assigning and recording grades...................... oooooojoo oo g g
5. Duplicating teaching aids and tests.................. oOoOoooCcCioo oo o O

6. Clerical work involved in preparing learning materials
such as visual aids, bulletin boards, laboratory materials,
ANd BEBEWOTK . « v o eveeeeeaeeeeeeeneennnnaaaaaeeansn goooooioog o o g 0o :

7. Clerical work involved in correcting homework, class-

work, tests, and other materials prepared by pupils....O0 0 000 OO
8. Performing monitorial or managerial duties (hall duty,

lunchroom duty, playground duty, bus duty, ete.). See

later section if these assignments do not occur ezch week

O
O
O
(
O
O

T & gt o

TR T £ - A oooOoooiog g o o o
9. Receiving and sending messages and announcements
(public address aystem, notes by pupils, ete.)......... ooooCcojoo oo g 4d
10. Other (SPeCify) .. cveeeeiernriiieinii e oooooogo/gg g o g O
11. oooooojoo o o o o )
12. oOoooooioo oo o d N

*This item was omitted from the analysie conducted in the study becauss the sample misunderstood its meanirg.
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-

Clegical Duties Which Cceur Monthly With the Number of Days Average Tiine/Day
Attendance and Accounting Activities Bach Month (Minutes)
' 0 ] Over 0 ’ 1- 16-' 31- 61- Over
6 10 15} 30 120
Monthly (or 20-dsy periods)

1. Computing attendancs totals. .. ................. OO0 OO OI0CO0 O o g
2. Preparing attendance reports..................... OO0 O QO oo oo o o
3. Up-dating health, testing, and related records.. .... OO0 0 0O oo O g g o
4. Other (specify)................oillLL, o0 o000 900 oo o g
5 oo o0 gojogogoo o o
6 o o0 oo g o0 g o

Number of Days Average Time
Clerical Duties Whick Oc.our At the Close of Each Marking (Minutes)
Each Marking Period Period Per Day
— Weeks Job Is Done
Siz Weeks (If not using six weeks marking period indicate | 0] 1~ | 6- |Over] 0 l 1- 31- | 61- |Over
number of marking periods per year ) 5101} 16 15| 2 120 | 120
1. Computing students’ grades.......................... OO0 0Oi00 0o g g
2. Copying attendance information on report cards. .... ... OO 0O 0Ooiog oo g g
3. Recording grades for report cards..... e, OO 0O Ooio0g oo g g
4. Recording grades for school records................... OO 0O OO0 oo g g
5. Making special listings (honor roll, failure lists,ete.).... O O O OO0 O O O O 0O
6. Preparing analysis of grades of pupils taught........... OO 000 gog g g
7. Writing commentsonreportsandrecords.............. O O O OO0 O O O 0O
8. Checking on return of signed report cards............ .00 OgloDo o1g g o
9. Rewriting lost report eards..........ocooo ... OO0 0O Oo|l00 g ogo g O
10. Other (specify)......covvvivinini ... .00 O OO0 o g g g
11. OO00oi0o oo o g




Clerical Duties Wkhich Are Number of Average Time/Day
Performed Periodically fimes/Year | Days Each Tiire (Mirntes)
ol i~ | 6- [Over o| 8- |Over| 0 16-’31- 61- |Over
-1 5{10] 10 51301 10 15 l i20 ¢ 120

Pertodically
1. Making activity lists................ o0 0 D000 OoOio;oo9g o oo
2. Counting money.................... OO0 0 OO0 oo oo g g
3. Accounting for raoney (repor's)...... OO0 0 O|000 OO0 ogooga g
4. Accounting for pupil insurance... ... OO0 0 000 gigonnoog o o
5. Preparing student eligibilityreperss... 0 0 O O ([0 0 0O OO0 O O O O O
6. Preparing, distributing, collrcting

standardized tests .......... ....... o0 O 0000 o000 og o g
7. Scoring and converting scores of stand-
- ardized teStS .. .. ...eruurinnnnnn 000 O000 odooo o O
8. Recordingstandardizedtestresults...0 OO0 O O |00 O OO0 O O O O
9. Preparing summaries on standardized

testresults.............. ... . o0 0 0300 Oogoocoaogo g
10. Requesting replacement of textbocks. 0 O O] O |00 O O |00 O O O O
11. Preparing student rosters (other than

during preschool orearlysession)....O C O O |0 C OO0 OO0 O O O 0O
12. Complying witk requests for informa-

tion abvut pupiis................. OB O ;000 ogico oo g g
13. Assistingprincipal withofficeduties... 0 O O O OO O OIOD2 O O g O
14. Completing questionnaires........... 000 0000 OoO@do oo o o
15. Accounting for funds being collected in

fund-raising activities:

8 School.......oovviinnnnn... OO0 0 OiB0O00O OIOoOoogoog o g

b.Class......cooviiiiiiiiiiin. OO0 0 O0000 o0 gao g g

c. PPA. ... OO0 0 O0o00 9ooo0oog g g

a. Other..oooovivveennn o, g0 ¢ o000 oo oo o o
16. Performing monitorizl or managerial

duties (hall duty, lunchroom duty, play-

ground duty, bus duty, ete.), if assigned

forlessthan thefull year............. OO0 O OI0O00g oo oo g o
17. Requesting and/or ordering teaching

materials.......coeeiiiiiiiine.., o0 0 Oj0o0o0 Oopooooa o g
18. Other (specify)......:c.cevenen..... OO0 C OIO00O OIooogoog g o
19. oo 0 0000 OB-o oo o g
20. OO0 0 Oj0og oo oo g g
21. oo 0 0000 oo oogo o g
22, o0 0 0000 3900000 -
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Lt e,

f @
| |
¥ - g °
) Clerical Duties Which Are Performed Only Nuzber of Average Time/Day '
i . At End of Year Fach Yoar (Minutes) |
g 0 1-] 6- | Over Ol 1- {16~ 31- | 61- |Over i
5110] 10 15130 | 60120 | 120 i
End of Yeur
1. Preparing Teacher’s Annual Repor. (Virginia Teacher's 1
Register, pp. 33and 34) ............................. OO0 0 O, 0C 09 0 O
: 2. Preparing end-of-year student rosters.................. OO0 OO0 OO g O ,‘
. 3. Recordiug grades ¢a permanent records....... ........ O00 OO0 OO o g i
) 4. Accounting for textbooks.................... ... ... ODOD O OO0 00 C g
I 5. Iaventorying teaching materials...................... D00 OO0 Ogooc o g |
; 6. Preparing student rankings. .......................... JO0 0O 0oOiCY 0o g o i
! 7. Up-dating permanent records. ........................ O30 00 g g g g i g
i 8. Receiving and accounting for locks and lockers. . . .. ..... O00 OiooOoOog g o :
! 9. Other (specify).................ooooeiiiiiiiaLL. O00 00000 0O O 3
[ 10. . 000 D00 00O o O 1
: 11. C 00 D00 O0oog o g

[,

RS .

Your ~ooperation 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 attzched sheet of paper.

wsairedt @ Porihll bavamraiiofie s

ke i 2

RETURN TO:

Divieion of Edues.:ional Research
State Departrent of Education
1103 East Main Street
Richmond, Virginia 23216
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