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SUMMARY

SELECTED ADMINISTRATIVE FACTORS AND RELATED PROCEDURE
IN THE UTILIZATION OF TEACHER AIDES

(Development of Administrative Guidelines for Teacher Aide Programs

Adviser:

and their Relationship with Practices and Opinions
in Selected Schoels of Missouri)

Ivan R. Bearden, Ed. D.
University of Missouri-Columbia, 1970

Dr. Frank Heagerty

Purpose of the Study: The purpose nf this study was to:

1.

£SBwWw N

ascertain major administrative problems that are posed by use
of teacher aides

develop guidelines which will serve to assist administrators
in dealing with these problems

ascertain relationship of the practices of teacher aide programs
in selected schools of Missouri with these developed guidelines

determine tha relationships of opinions of individuals in charge
of teacher aide programs in selected schools with developed
developed guidelines.

Procedure: The method of procedure may be summarized as follows:

1.
2.
3.

A review of literature and conferences with individuals were
conducted to determine significance of the investigation.

Data from authorities in public¢ school administration and
personnel were used to determine administrative problem areas.

Research and related literature in the field of teacher aides
were consulted in establishing guidelines around administra-
tive problem areas.

Research techriques used for collection of data inciuded use
of the questionnaire to determine administrative practices of
teacher aide programs, and the interview guide to secure the
opinions of persunnel in charge of teacher aide programs.

Schools selected were determined by a random sampling of those.
Missouri school districts reporting use of teacher aides to
area directors of the Elementary Secondary Education Act,
Title I, for the 1968-69 school year.
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6. Questionnaire and interview guide were administered in one
session to the individual in charge of the teacher aide
progran.

7. Data from questionnaires were compiled and a comparison was
made to determine the agreement or disagreement between
developed guideline areas and current administrative
practices of the teacher aide program.

8. Data from interviews were compiled and a comparison was made
to determine agreement or disagreement between aeveloped
guidelines and opinions of individuals in charge of the
teacher aide programs.

Findings:

1. The following major administrative problem areas were determined
from research and related literature: 1) philosophy; 2) job
classification; 3) duties; 4) qualifications; 5) recruitment;
6) selection; 7) pre-service, in-service training; 8} relation-
ships; 2) legal; 10) evaluation.

2. Guidelines for administration of teacher aide programs were
established under each of the major problem areas with detail
data of each guideline being determined from research and
related literature.

3. Both practices and opinions in the administration of teacher
aide programs agreed with the ten major problem areas.

4, The developed guidelines ware not fully utilized in current
practices of the teacher aide programs.

5. Administrators' opinions endorsed the developed guidelines for
the administration of the teacher aide program.

Conclusions:

1. Administrative practices in the area of teacher aides are not
usually in writing, indicating that they lack careful planning
and organization.

2. The classroom teacher is not fully utilized in the formulation,
implementation, and evaluation of teacher aide programs.

School administrators feel valuable services are being performed
by teacher aides, but are not certain that maximum benefits

_ are being realized.

4, Philosophy of the teacher aide program is not clearly defined.

5. School administrators feel that the title and job description
will be expanded beyond its present scope as characteristics
of the position of teacher aide is brought in closer agreement
with developed guidelines.

6. Duties most frequently performed by teacher aides are appropriate
to non-instructional personnel.

§



10.
1.

School administrators feel that as more attention is given
qualifications of teacher aides certification programs will
develop.

Recruitment procedures pose no major problem to schools since
there is an abundance of teacher aide applicants.

Selection procedure for teacher aides should be broadened to
utilize certified classroom teachers in addition to the
administration.

Legal aspects of the teacher aide program are not fully
developed.

Evaluation procedures of teacher aides are not well developed.
Teacher aides do not know how they are to be evaluated.



CHAPTER I
INTROGUCTIGN

The schools in the United States have experienced an increase
in the number enrolled in recent years resulting in a demand for an
increased number of school employees needed to work in the classroom
situation. The number of certified classroom teachers has fallen short
of the needs of the many schoals. To offset this demand Tor certified
teachers schools have reviewed the work day of the classroom ieacher to
determine the actual time spent in instiructional tasks and time spent
in non-instructional tasks.! Consequently, many efforts have been made
to train nonprofessionals for employment in the schools to assist the
classroom teacher ip the non-instructional tasks performed in the
classroom.

In a recent study it was indicated that the teacher spends 50
per cent of his time in face-to-face teaching, 30 per cent in related
instructional tasks, and 20 per cent in administrative and supportive
clerical work.2 From this view of the public school classroom comes
the support for the injection of a new position in the school; that of

the non-professional aide to assist the certified teacher in these

TRobert Rockweli and M. A. Bittner, "Rating Teachers and Aides,"
Young Children, 22:381, Septemizer, 1967.

2Research Division of the National Education Association,
Teacher Personnel Practices (Research Bulletin No. 24, Washington,
D.C.: National Educat?on Association, 1962), p. 3.
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many duties.

With each new position created in the school organization comes
a new problem for the administration of the total program. The addition
of teacher aides to the school staff helps provide the answer to the
dilemma of ever increasing needs associated with the shortage of
professionals, but it increases the demand on the school administrator
to effectively institute the workings of such a program in the local
school. As pointed out by Griffiths,3 an organization comprises a
number of people who perform a task sanctioned by the society in whici
it functions. The administration of an organization is a cycie of
events engaged in by all the members of a formal organization to direct
and control the activities of the members.

In order to obtain the proposed benefits to be derived frow the
use cf teacher aides within this framework, it is necessary that
adequate administrative provisicns be made to facilitate their use in

the school curricula.
1. THE PROBLEM

Statement of the problem. Literature is replete with examples

of teacher shoﬁtages in every subject area and all locations. Schools
are expanding rapidly and along with newer teaching methods and sophis-

~ ticated equipment, a feeling has developed on the part of many that the

3D. E. Griffiths, Administrative Theory (New York: Appleton-
Century-Crofts, 1959), p. 427.




certified classroom teacher can be relieved of many time consuming
duties by the use of lay personnel. These have been termed in the
majority of cases, teacher aides. The placement of new elements in
school organization posas many problems which are new in the field of
educational administration. Few guidelines based on research and
successful experiences are available at the present time.

The extent to which the services of these emplioyces are effec-
tively used may be determined by the factors that are inherent in the
selection and administration of their program of use. In order to
facilitate and encourage the use of the teacher aide, administrative
conditions should be examined which are directly related to their dse.
The question arises: do the public schools initiate the innovation of
teacher aides without first establishing an effective administrative
program for the proper utilization of these teacher aides?

Purpose of the study. The purpose of this study was:

1. to ascertain the major administrative problems that are posed

by the use of teacher aides

2. to develop guidelines which will serve to assist the adminis-
trator in dealing witu these problems

3. to ascertain the relationship of the practices of the teacher
aide program in selected schools of Missouri with these

developed guidelines

4. to determine the relationships of the opinions of the
individuals in charge of the teacher aide program in the
selected schools of Missouri with the developed guidelines.

More snecifically in attaining the above objectives answers to the
following questions were sought:
1. What are the major administrative problems of the teacher aide
program? :

2. What are the administrative guidelines for the administration
of the teacher aide program?
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3. UWhai relationships exist between the practices and the
developed cuidelines?

4. What relationships exist between the opinions of the individ-
uals in charge of the teacher aide program and the developed
guidelines?.

The answers to these questions provided the bases for the conclusions

= of this research.

Need for the study. Employment of teacher aides increased

sharply in the wmid-sixties. Often the circumstances under which funds
could be secured, as well as the urgency for need, required a crash
pr‘ogr‘am.4 The essential component of proper administrative prepargtion
was too often lacking in this new program of endeavor.

The tremendous impetus given to pre-school and emphasis on in-
school rewmedial training by the Gffice of Economic Gpportunity served
to alert the nation not only to the values of such a program, but also
to the severe shortage of available persons to conduct them.®

Many private and parochial schools face the same problem of
the recruitment and training'of non~-certified staff to help in the rate
of growth of their schools. A study by Vitug6 helped point in the
direction of setting administrative policies and procedures in this

area,

YRockwell and Bittner, op. cit., p. 382.

50ffice of Economic Opportunity, Auxiliary School Personnel:
Their Roles, Training, and Institutionalization (New York: Bank S:reet
College of Education, October, 1966), p. 3.

byictor C. Vitug, "A Survey of Lay Teacher Personnel Adnin-
istration in Selected American Catholic Secondary Schools" (unpublished
o Dissertation, Catholic University of America, Washington, D.C., 1965),

ERIC pp. 1-32.
' 10
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5
Studies to determine the status and potential of teacher aides
in the instruction and supervision of students provide several factors

7

relative to this phase of the program.” Teacher aides are being used

in many areas to reach into the homes of the community as an extension
of the sch001.8

A review of the literature of teacher aide programs provided in-
formation for the duties and values of the aide in the classroom. Some
suggest that certain administrative processes be included at the incep-
tion of such programs, but none have been found that develop and test
criteria governing the administration of the program in the public
schools.

The findings of this study are directed toward the identification
of adninistrative problems and development of guidelines to assist the

administrator in the selected schools in evaluating the continued growth

of the teacher aide program.

Assumptions. The following assumptions were made concerning
this study:

1. The schools that employ teacher aides in their program recognize
the value of the aide to the instruction of the student, and
the value of the aide to the school and community in serving
as an assistant to the teacher.

2, The use of teacher aides has created a new position to be filled
in the public schools.

7Edward M. Jones, "California Classified Employees Involved in
Instruction or Supervision of Pupils" (unpublished Dissertation, Uni-
versity of Southern California, lLos Angeles, 1967), pp. 10-40.

8“Teacher Stretchers, Home-Visiting Aides," Ameriéan Education,
3:27, July, 1967.
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3. The stated administrative problems of related research and
literature are common to the practices that might be found ir
the schools under study.

Limitations of the study. Certain limitations were apparent ir

this study. Among the more important of these are:

1. This study was Timited to schools from selected ARA, AA, A,
districts in the State of Missouri, who registered the employ-
ment of teacher aides to the district directors of the
Elementary Secondavy Education Act, Title I, Missouri,State
Department of Education, for the 1968-69 school year.

2. The responses from the superintendents, or their direct admin-
istrative representatives, in the school districts sampled
were assumed to represent the true practices in the districts
they represented.

3. The problem was limited to the study of administration of teach-
er aide programs as selected from research and related
Jiterature.

IT. DEFINITION OF TERMS

Certitied classroom teacher. The term “"certified classroom

teacher” is used to indicate a teacher who holds an earned degree from
an accredited institution with enough semester hours of professional
education courses to meet the minimum standards as prescribed by the

Missouri State Department of Education.

Teacher aides, sub-prefessionals, lay teachers, non-certified

personnel, paraprofessionals. These terms are used to describe the .

workers in a school who serve as assistants to the classroom teacher

———

gMissouri State Department of Education, Missouri School
Divectory (Jefferson City, Missouri: Missouri State Department of
Education, 1968-69), pp. 22-261.
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either in the area of clerical duties or instruction duties, or a

combination of both.

AAA, AA, A, classification. The classification terms designated

by the Missouri State Department of Education, according to criteria
established in Bulletin #17H, 1956, for Missouri pubiic schools, are
AAA--highest rating, AA--second highest rating, and A--third highest

rating.

Auxiliary viorker. "Auxiliary worker” is a broad classification

term for all non-professional workers in the school, but it is often

used in context with a single phase of employment such as teacher aides.

Administrative problem. "Administrative problem” is a term used

to indicate a task which faces the administrator as a result of the

teacher aide program.

13



CHAPTER 1II
RESEARCH PROCEDURE

This chapter, which is an expianation of the plan by which this
investigation was developed, is divided into five areas: (1) devel-
oping a design for the investigation; (2) determining the problem areas
and guidelines; (3) determining the techniques for collection of data;

(4) analyzing data; and {(5) summarizing procedure.
I. DEVELOPING A DESIGN FOR THE INVESTIGATION

This investigation is a descriptive study in design, which
ref1ecfs the administrative practices and the opinions of the personnel
responsible for the admini;tration of the teacher aide program in the
public schools of Missouri.

This section is presented in two divisions: (1) determining
the need for this investigation by surveying jiterature; (2) deter-

mining the sample.

Determining the need for this investigation by surveying

literature. From the review of the literature it was determined that
the teache™ aide program has increased sharply in the last decade.
Studies indicate that many districts have initiated this program
designed to implement the training of the child in the classroom.
While there has been some research on the effect of the utili-

zation of the aide, 1ittle information is available in determining the

14



effectiveness of the administration of the program. Some authorities
have approached the specific areas of paraprofessionals in the total
personnel administration, but 1ittle evidence has been found in the form
of comprehensive guidelines for the administration of this particular
progranm.

Although a review of literature provided the background for this
investigation, this method was supplemented by conferences with admin-

istrators in the field and with college professors of administration.

Determining the sample. The selection of the school districts

to be studied was conducted by a random sample. Twenty schools were
selected from a total of sixty-five districts reporting the use of
teacher aides in the 1968-62 school year. The names of these school
districts werc registered with the area dirvectors of the Elementary
and Secondary Education Act, Title I, Missouri State Department of
Education.

Randsm sampling was used in selection, after the districts had
been p]aceq“in order of listing in the Missouri School Directory,

1968-69. ",

II. DETERMINING THE ADMINISTRATIVE PROBLEMS AND GUIDELINES

A veview of related research and literature was conducted to

determine the administrative problems which are comcerned with the use

. WMissouri State Department of Education, Missouri School
Directory, Jefferson City, 1968-69.

. 1d
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of teacher aides. Research revealed some ten major problem areas.
Around each administrative problem was developed a set of guide-

lines as described bv research and by authorities in the field of

teacher aides. These guidelines were ranked in the order of frequency

of 1isting by the authorities. The division of this section will be

concerned with: (1) determining administrative problems; (2) developing

administrative guidelines.

Determining administrative probiems. Data were collected from

ten authorities in the field of public school administration and public
school personnel. The following areas concerning the administration of
the school personnel program were listed and selected by frequency of

listing by these authorities:

1. philosophy

2. job classification

3. duties

4. qualifications

5. recruitment

6. selection

7. 'pre-service, in-service development
8. relationships

9. legal

10. evaluation.

Develcping Administrative Guidelines. Research and related

literature in the specific area of teacher aides were consulted. The
following guidelines were established under each major problem area
with the detail data of each guideline being determined by frequency or

rank of crder as revealed in research and related literature:

I. Philosophy
A.. The basic purposes of the teacher aide program are set
forth in a written philosophy.

16 ————



I1.

B.

Job

n

The basic purposes of the teacher aide program are

determined.

These purposes include:

1. giving direction to the teacher aide program

making the most effective use of certified teachers

reducing the number of certified teachers needed in

the instructional program

4. distinguishing between certified and non-certified
personnel.

The philosophy undergirding the teacher aide program is

developed by personnel who are affected.

Personnel that are used in the deveiopment of a

philosophy include:

2.
3.

school board

combination of personnel.

The philosophy is derived from various sources.

Sources that are available i1 che development of a

philosophy for the teacher aide program include:

1. local school personnel

2. State department guidelines

3. Federal government guidelines

4. related professional organizati<rhs

5. college or university departments of education.

Classification

Job classification is governed by a written statement.

The title given the teacher aide is determined.

The titles given these personnel include:

teacher aide

auxiliary worker

paraprofessional

sub-professional

clerical aide

instructional aide

administrative aide

lay teacher

non-certified personnel.

The classification of the teacher aide is determined.

General classifications of teacher aides include:

1. Teacher aide (general duties with relation to non-
instructional duties)

2. Teacher assistant (duties assisting with general
duties and basic educational prob1ems of instruction)

3. Associate teacher (duties that require some teacher

Judgment with instruction) -

17

1. superintendent of schools
2. central office staff

3. principal

4. teachers

5.

6.

CDG)\JOUT&MN-—'
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D. The teacher aide position is described.
Descr1pt1on if given the teacher aide position by:
i. Awritten policy that outlines that the main purpose
of these personnel is to improve instruction.
2. A job description that outlines the minimum and
maximum activities of the teacher aide.
3. A written statement that professional standards will
be supervised by professionals.
II1. Duties
A. The duties of the teacher aide are limited by a wwritten
statement.
B. The duties most frequently assigned to the teacher aide
include:
1. duplicating tests and other materials
2. helping with classroom housekeeping
3. typing class materials, test, etc.
4, setting up AV equipment and other instructional
materials
5. helping with children's clothing
6. supervising playground
7. corvecting tests, homework, workbooks, etc.
8. reading aloud and story telling
9. assisting in scheol library
10. collecting wmoney from pupils
11. supervising cafeteria
12. recording data in student files
13. keeping attendarce register and preparing attendance
reports
14, tutoring small group of students while teacher works
with other groups
15. ordering A V materials and otner supplies
16. supervising loading and unloading of buses
17. helping with discipline
18. assisting in school laboratory
19. reading and correcting student's themes
20. administering tests.
IV. Qualifications
A. Qualifications of the teacher aide are governed by a
written statement.
B. General requirements of a teacher aide are determined.
General requirements of teacher aide include:
1. good general health (including x-~ray)
2. finger prints
3. able to write and spell
4. experience in working with children
5. citizen of the United States
6. prior work experience.
C. Educational training required of a teacher aide is
determined.

18



VI.
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1. Teacher aide
high school diploma
elementary education

2. Teacher assistant
some college

3. Associate teacher
college degree.

D. Certification requirements of a teacher aide are
: determined.
1. Teacher aide
no formal classification
high school certificate for teacher clerks
2. Teacher assistant
certificate of college courses of 60 hours or lcss
3. Associate teacher
degree from coiiege.
Recruitment
A. Procedures employed in recruiting teacher aides are
governed by a written statement.
B. A systematic plan to locate qualified teacher aides is
developed.
Sources for securing names of applicants include:
1. voluntary application by candidate
2. names recommended by staff members
3. names from central office personnel
4. placement bureaus of colleges or universities
5. employment agencies. :
C. A systematic plan to attract qualified teacher aides
is developed. -
Applicants may receive notice of job vacancy from:
1. certified staff
2. newspaper
3. non-certified staff
4. radio
5. television.
Selection
A. Selection procedures are governed by a written statement.
B. The School personnel that will select the teacher aide
is designated.
The school personnel involved in the selection of the
teacher aide include:
1. central office staff
2. principal
3. teachers
4, superintendent.
C. The methods employed in selecting the teacher aide are

determined.
Selection-procedures of the teacher aide include:
1. intevview a* home
2. interview at school office
D

19
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3. use of written application
4. use of written test.

VII. Pre-Service and In-Service Development

A.
B.

Pre-service and in-service development is governed by a

written statement.

Supervision of teacher aides is determined by school

personnel.

The school personnel involved in the supervision of the

teacher aide include:

1. teacher

2. principal

3. central office staff

4. superintendent.

An orientation program for teacher aides is develq.od.

Methods used for orientation of teacher aides include:

1. welcome meeting by building principal

2. participation in regular orientation week with
teachers

3. welcome by superintendent or assistant superinten-
dent

4. orientation by department chairman or head teacher.

Both pre-service and in-service training programs for

teacher a1d9< are developed.

Pre-service programs for teacher aides include:

1. teacher aide workshops

2. dinitial series of meetings by principal

3. written guides given to teacher aides

4, coliege courses

5. Tlectures by specialists.

In-service programs for teacher aides include:

1. teachers conduct on-the-job training

2. weekly planning periods

3. periodic central office training for all aides

4. written guides given to teacher aides

5. coliege courses

lectures by specialists

O\

VIII. Re]at1onsh1ps
A.

The relationships in which a teacher aide is involved
are determined and are described by a written statement.
Personnel relations that the teacher aide will face
include:

teacher-teacher aide

pupil-teacher aide

principal-teacher aide

superintendent--teacher aide

parent-teacher aide

school board-teacher aide

communi ty-teacher aide.

~N OGP
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IX.

B. The individual to whom the teacher aide is directly
responsible is determined by a written statement.
Personnel to whom the teacher aide is directly
responsibie include;

1. teacher

2. principal -
3. assistant principal

4. department head

5. central office staff

6. superintendent.

Legal

A. Legal aspects of the teacher aide program are determined
and are included in a written policy.

B. A legal basis for establishing the teacher aide program
is determined.

The Teual bases for the teacher aide include:

1. written policies of the Tocal board

2. guidelines from State Department

3. unwritten local policies (administrative or school
board).

C. The salary payment period for the teacher aide is
established.

The payment period of the teacher aide is based on the
following:

1. hourly

2. monthly

3. yearly

4, daily.

D. The sources for funds for the teacher aide proagram are
in written form and clearly stated.

The funds for the teacher aide program come from the
following sources:

1. State

2. Federal ESEA, Title I

3. Federal ESEA, Title III

4. Federal OEO

5. Local

6. Foundations

7. Combination of funds.

E. Job benefits for the teacher aides are deterwined.

The following benefits are available to the teacher aide: -
1. a contract of employment
2. retirement
3. group insuratice
4, leave of absence
5. tenure.
F. The teacher aide's membership in organizations is

i5

determined.
The professional organization of wh1 ch the teacher aide
is a member include:
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1. local teacher organization (associate member, or
active member)

2. local teacher aide organization

3. regional or state teacher aide organization.

G. The teacher aide's involvement in disciplining children
is determined.
Sources of authority for the teacher aide to discipline
children include:
1. Tocal policy
2. administrative provision
3. state law or policy.
H. Procedure for the dismissal of teacher aides is
determined.
Reasons for the dismissal of teacher aides include:
1. non-performance of duty
2. immoral conduct
3. unethical conduct
4. insubordination
5. inadequate skills
6. uncooperative attitudes toward others
a. teachers
b. children
c. Dparents.
Evaluation
A. Procedures for evaluating teacheir aides are governed by
a written statement.
B. The school personnel that will evaluate the teacher aide
aredesignated.
School personnel involved in the evaluation of the
teacher aide include:
1. teacher
2. principal
3. assistant principal or department chairman
4. superintendent or assistant superintendent
£. central office personnel.
C. Criteria employed in the evaluation of teacher aides are
developed.
Criteria used in evaluating the teacher aide include:
1. ability to get along with pupils
2. ability of working in harmony with others
3. meral character
4. personal appearance
5. ability to perform different clerical tasks
6. ability to plan work with others
7. ability to carry out directions
8. ability to supervise pupils
9. ability in simple instructional methods.
D. The frequency for the evaluation of teacher aides are

determined.

22
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The periods of evaluation of teacher aides inciude:
1. continuing process
2. weekly evaluation
3. monthly evaluation
4, yearly evaluation.
E. Procedures for the promotion of teacher aides are
developed.
Steps in the promotion of a teacher aide include:
}. teacher aide
2. teacher assistant
3. teacher associate
4. teacher intern.
F. Procedures are developed naming how and by whom teacher
aides will be evaluated.

ITI. DETERMINING THE TECHNIQUES FOR COLLECTION OF DATA

After consideration was given to various research procedures,
the questionnaire was selected as a means of determining the administra-
tive practices. It was developed from the administrative guidelires to
secure the current practices of the teacher aide program in the public
schools of Missouri. An interview schedule was developed from the
guidelines as a technique to secure the opinion of the administrators
concerning the teacher aide program in their schools as related to
these guidelines.

Both the questionnaire and the i. .erview schedule were
subjected to a panel of specialists in school administration composed
of three pirofessors of school administration and two superintendents
of schools, for suggestions for alterations and improvement before
the instruments were used in the selected schools.

After the questionnaire and the interview schedule were final-

ized, they were administered to the individual in charge of the teacher
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aide program in one session. The interviewer delivered the gquestion-
naire which was completed by the individual in charge of the teacher
aide program in the presence of the interviewer. Following the com-
pletion of the questionnaire, the interviever admin{stered the inter-
view schedule to obtain the opinions of the interviewee as they related

to the developed guidelines.
IV. ANALYZING DATA

This section is presented in two divisions: (1) Relationships
of developed guidelines with administrative practices; (2) reiation-

ships of developed guidelines with opinions.

Relationships of developed guidelines with administrative

practices. A questionnaire was constructed to secure information about
the practices in the selected schools in relation to the developed
guide]ines._ The individual in charge of the teacher aide program in
each school supplied information for each item on the questionnaire as
it related to the current practice in his school.

A total of results for all schools sampled was tallied for each
of the ten discrete categories. The degree to which each guideline was
practiced determined the rank of that guideline for the schools sampied

as related to the frequency of practice.2

' 2Fred N. Kerlinger, Foundations of Behavioral Research, New
York: Holt, Rinehart and Winston, Inc., 1962, p. 495,

ERIC A
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A comparison of the rankings of the developed guidelines and the

ranking of the oractices as they related to the developed guidelines was
made to determine the relationship belween the devaloped guideline areas

s . " s 2
and the practices for each of the ten discrete categories.o

Relationships of the developed guidelines with opinions. To

answer the guestions on the extent of relationship of the developed
guidelines with opinions as cutlined in the first chapter of this study,
further analysis was done by obtaining the opinion of the person in
charge of the teacher aide program as to the desirability of each
developed guideline as determined by research and rclated Titerature.
The interview schedule was constructed so as to ascertain the opinion
of lhe individual in chargc of the teacher aide program.

The opinions of the individual in charye of the teacher aide
program concerning his agreement or disagreement with the guidelines
were ranked in order of frequency of occurrence fov cach of the ten
discrete ce:l’c.egories.['r A comparison to determine thc agreement or
disagreement between the opinion of the individual in charge of the
teacher aide program and the developed guideline areas was made for

each of the ten discrete categories.5

3A11en Edwards, Experimenta] Design in Psycholoqical Research,
New York: Holt, Rinehart and Winston, Inc., 196S.

erlinger, op. cit., p. 633.

5R. Liékert, "A Technique for Measurement of Attitude,"
Archives of Psychology, CXI, 1932.

20
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V. SUMMARY OF PROCEDURE

The method of procedure fiallowed by this investigation may be
summarized in the following steps:

1. A review of literature and conferences with individuals were
conducted to determine the significance of the investigation.

2. Data from authorities in public school administration and
public scheool personnel were used to determine the adminis-
trative problem areas.

3. Rescarch and related literature in the field of teacher aides
were consulted in establishing guidelines around each adminis-
trative problem area.

4. The research techniques for the collection of data were

) selected. A questionngire was developed to determine the
administrative practices of the teacher aide program, and the
interview guide was selected to secure the opinions of the
personnel in charge of the teacher aide program as they
relate to the guidelines.

5. Both the questionnaire and the interview guide were submitted
to a panel of specialists in school administration composed
of three professors of school administration and two
superintendents of schools, for suggestions for alterations
and improvement before the instruments were used in the
selected schools.

6. The schools selected for participation in this study were
deterimined by a random sampling of those districts reporting
the use of teacher aides to the area directors of the
Elementary Secondary Education Act, Title I, for the 1968-69
school year.

7. The questionnaire and interview guide were administered in one
session to the individual in charge of the teacher aide
program. The interviewer delivered the questionnaire which
was completed by the interviewee in the presence of the
interviewer. Following the completion of the questicnnaire,
the interviewer administered the interview guide to obtain
the opinions of the interviewee as they related to the
developed guidelines.

8. Data from the questionnaire were compiled and a comparison was
made to determine the agreement or disagreement between the
developed guideline areas and the current administrative
practices of the teacher aide program.

9. Data from the interview guide were compiled and a comparison
was made to determine the agreement or disagreement between
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the develeped guidelines and the opinions of the individuals

in charge of the teacher aide programs.
10. The final step was to report findings, conclusicns, and
recomnendations of this investigation.

o

e 27



CHAPTER 111
PRESENTATION OF DATA

The purpose of this chapter was to present data collected
during this investigation. The data collected were compared with the
guidelines presented in Chapter II that were developed from research,
related literature, and authorities in the field. The data collected
were divided into twe major sections: (1) data from questionnaires
completed by individuals in charge of the teacher aide pragram;

{2) data from interviews with individuals in charge of the teacher aide
program. Data are presented in a series of tables based upon the
questions contained in the questionnaire and the interview schedule.
Tables I through X represents administrative practices cencerning the
téacher aide program. Each table contains: (1) guideline questions
_Qith criteria in each developed guideline appearing in the table in the
order as ranked by research and authorities in the field; (2) the
frequency, per cent, and rank of the criteria as practiced in the
selected schools.

Tables XI through XX represents administrative opinions con-
cerning the teacher aide program. Each table contains: (1) guideline
questions with criteria in each developed guideline appearing in the
table in the order as ranked by research and authorities in the field;
(2) the frequency, per cent, and rank of the cyiteria as based upon
the opinions of the individuals in charge of the teacher aide program

in the selected schools.
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TABLE I

ADMINISTRATIVE PRACTICES COWCERNING THE
PHILOSOPHY OF THE TEACHER AIDE PROGRAM

Practice in Selfected Schocls
Developed Guidelines Freguency Per Rank
Cent

A.  Uoes your school havc a written philos-
ophy for {he teacher aide program?*

Yes 3 15 2

No 17 85

B. Does the purposc of vour teacher oide
program include any of the following?*
1. givine directicn to the teacher

—t

aide program 12 60 3
2. making the most effective use of
certified teachers 20 100 1

3. reducing the nuaber of cevtified
teachers needed in the

instructional program 1 5 4
A, distinguishing betwzen certified

and non-certified staif 14 _ 70 2
5. others 1 5 4

C. What personnel in your scheool are
responsible for developing the
philosophy of the teacher aide
program?*

1. superintendent of schools 13 65 1
2. central office staff 7 35 3
3. principal ' 11 55 2
4. teachers 6 30 4
5. school board 2 10 6
6. combination of personnel 6 30 4
D. What sources were consulted in developing
a philosophy for the teacher aide
program in your school?*
1. local school personnel 16 80 1
2. state department guidelines’ g 45 3
3. federal government guidelines 13 65 2
4, vrelated professional organizations 4 2 4
5. college or university department
of education 3 15 2
6.

-others 2 10

*Practice reported by number of schools.
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TABLE 11

ADMINISTRATIVE PRACTICES CONCERMING THE JOB CLASSIFICATION
OF THE TEACHER AIDE PROGRAM

Practice in Selected Schools

Developed Guidelines Frequency Per Rank
Cent

A. Is the Job classification of the
teacher aide pronram in your school
governed by a written policy?*

Yes 6 30 2
No 14 70 1
B.  What are the titles given the teacher
aides employed in your school?**
1. teacher aide 457 93.83 1
2. auxiliary worker 0 0
3. paraprofessional 0 0
4, sub-professional 0 0
5. clerical aide 8 1.65 3
6. instructional aide 3 .61 5
7. administrative aide 7 1.44 4
8. Tlay teacher 0 0
9. non-certified personnel 0 0
10. others 12 2.47 2
C.  Are the teacher aides divided into i
general classifications in your school?**
1. Teacher aide 425 87.26 1
2. Teacher assistant 56 11.50 2
3. Associate teacner 6 1.24 3

D. Which of the foilowing descriptive
statements are characteristic of the
teacher aide position in your school?*
1. A written policy indicating main
purpose of personnel is to
improve instruction. 17 85 1
2. A job description outlining the
minimum and maximum activities
of the teacher aide. 9 45 3
3. A written statement indicating
that professional scandards
will be supervised by
professionals. 13 65 2

*Practice reported by number of schools.
- **Practice reported by number of aides used.

30
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TABLE III

ADMINISTRATIVE PRACTICES COWNCERWING
DUTIES OF TEACHER AIDES

- Practice in Selectrd Schoels
Developed Guidelines Frequency Per Rank
Cent

A. Are the duties of the teacher aide
Timited by a written statenent?*

Yes 8 40 2

No 12 60 1

B.” Please check the duties thal are perforincd
by the teacher aides in your school.**
1. duplicating tests and other

materials 256 52.56 6
2. helping with classroom
housekeening 339 79.87 1
3. typing class materiols,
tests, etc. 196 40.24 14
4. settinc up AV equipment and other
insiructional materials 238 48.87 11
5. helping with children's clothing 252 1.74 &
. supervising playground 301 61.80 3
7. corvrecting tests, homework,
viorkbooks, etc. 377 77.41 2
8. reading aloud and story telling 266 54.62 5
9. assisting in school Tibrary 190 39.01 15
10. collecting money from pupils 288 59.13 4
11. supervising cafeteria 256 52.56 6
12. recording data in student files 223 45,79 i2
13.  keeping attendance register and
preparing attendas.ce reports 210 43.12 13

14. tutoring small group of students
while teacher works with other

groups 248 50.92 9
15. ordering A V materials and other

supplies 96 19.71 17
16. supervising loading and unloading

of buses 69 14.16 19
17. helping with discipline 239 49.07 10
18. assisting in school laboratory 59 12.1 20
19. reading and correcting students' '

themes 27 5.54 22
20. administering tests 5 1.02 24

P
¥
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TABLE III (continued)

Practice in Selected Schools
Developed Guidelines Frequency Per Rank
Cent

21. other duties
supervise student movement--

room-to-room 28 5.75 21
check supplies and equipment 17 - 3.49 23
home visits 79 16.22 18
attend Parent Teacher

Association 162 33.26 16

*Practice repcrted by number of schools.
**Practice reported by number of aides used.
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TABLE IV

ADMINISTRATIVE PRACTICES COWCERNIHG THE
QUALIFICATIONS OF TEACHER AIDES

Practice in_seiccted Schocis
Developed Guidelines Frequency Per Rank
Cent

A.  Are the qualifications of teacher aides
governed by a written statement?*

Yes 7 35 2

No 13 65

B. What are the general requirements of
the teacher aide?*
1. good general health (Including

-—

x-ray) 20 100 1
2. finger prints g 0
3. able to write and spell 18 90 2
4. experience in working with

children 7 35 5
6. citizen of the United States 12 60 3
6. prior work experience ) £d 6
7. others

able to type 12 60 3

resident of district 1 5 7

v C. What educational training is required
\ of the teacher aides in your schaol?**
' 1. high school diploma

TEACHER AIDE 381 ' 78.23 ]

TEACHER ASSISTANT

ASSOCIATE TEACHER

OTHER

2. elementary education 0 0

TEACHER AIDE

TEACHER ASSISTANT

ASSOCIATE TEACHER

OTHER

3. some college hours
TEACHER AIDE . 79 16.22 2
TEACHER ASSISTANT 18 3.69
ASSOCIATE TEACHER 9 18.48
OTHER

4. college degree 0 0

TEACHER AIDE
TEACHER ASSISTANT
ASSOCIATE TEACHER
OTHER
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TABLE IV (continued)

~ Practice in Selected Schools
Developed Guidelines Frequency Per Rank
- Cent

D. What certitication requirements for
teacher aides are in effect in your
school?** _
1. no formal certification
TEACHER AIDE 364 74.74 i
TEACHER ASSISTANT '
ASSOCIATE TEACHER
Z. certificate of high school

education
TEACHER AIDE 42 8.62 2
TEACHER ASSISTANT 2 .41

ASSOCIATE TEACHER
3. certificate of sixty-four
semester hours of college

credit
TEACHER AIDE 3
TEACHER ASSISTANT 13 2.66

ASSOCIATE TEACHER 4 .84

*Practice reported by number of schools.
- **Practice reported by number of aides used.
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TABLE ¥

AIMINISTRATIVE PRACTICES CORCERMING THE
RECRUITHMENT OF TEACHER AIDES

Practice in Sefected Schools

Developed Guidelines Frequency Per " Rank
' Cent

K. TAre the procedures for recruiting
teacher aides governed by a written

statement?*
Yes 2 10 2
No 18 a0 1

B. Whai sources does your school usc to
secure names of applicants for teacher
aide positions?**

1. voluntary application by

candidate 244 50.10 2
2. names recommended by staff

nembers 3N 67.96 1
3. names from central office

personnel 11 2.25 3
4. placement bureaus of colleges

or universities -1 .20 4
5. employment agencies 0 0

C. What methods does your school use to
give notice of vacancy of the teacher
aide position?*

1. certified staff 1 55 1
2. newspaper 7 35 2
3. non-certified staff 3 15 3
4. radio 2 10 4
5. television 0 0

6. other 1 5 5

*Practice reported by number of schools.
**Practice reported by number of aides used.

b a5
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TABLE VI

ADMINISTRATIVE PRACTICES COVERING THE
SELECTYON OF TEACHER AIDES

Practice in Selected SEBOO]S

Developed Guidelires Frequency Per Rank
Cent

A. Are the proceaures for selection of
teacher aides in your school
governed by a written statenent?*
Yes 3 15 2
No 17 85 1

B. What personnel in your school are
involved in the selection of
teacher aides?*

1. central office staff 9 45 3
2. principal 15 75 2
3. teachers 5 25 4
4. superintendent 16 80 1
5. others 3 15 5
C. What methods does your school use in
selecting the teacher aide?*
1. interview at school office 20 100 1
2. usc of written application 18 90 2
3. interview at home 1 5 4
4, use of written test 1 5 4
5. others 2 10 3

*Practice reported by number of sschools.

P
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TABLE VII

ADMINISTRATIVE PRACTICES CCHCERNING PRE-SERVICE, IN-SERVICE
TRAINING TEACHER AIDES

Practice in Selected 5Schools

Developed Guidelines Frequency Per Rank
' Cent

A. Are the pre-service, in-service
programs of the teacher aide
program governed by a written

statement?#
Yes : 4 20 2
No 16 80 1

=

¥hat personnel in your school are
involved in the supervision of
teacher aides?*

1. teacher 18 90 2
2. principal . 19 95 1
3. central office staff 6 30 3
4. superintendent 1 5 4
C. Hhat mefhods in your school are used
for orientation of the teacher
aide?*
1. welcome meeting by building
principal 19 g5 1
2. participation in regular
. orientation week with teachers 9 45 3
3. welcome by superintendent or
assistant superintendent 12 60 2
4. orientation by department
chairman or head teacher 4 20 4
5. others 1 5 5
D. What pre-service programsin your school
are used for training teacher aides?*
1. teacher aide workshops 12 60 2
2. initial series of meetings by
principal 15 75 1
3. written guides given to teacher
aides 9 45 3
4. college courses 2 10 5
5. lectures by specialists 6 30 4
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TABLE VII (continued)

Practice in Selected Schools

Developed Guidelines Frequency Per Rank
‘ ' ~ Cent
E. What in-service programs in your school '
are used for training teacher aides?*
1. teachers conduct on~the-job
training 19 95 1
2. weekly planning periods 1 5 7
3. periodic central office
training for all aides 5 25 3
4, written guides given to teacher
aides 5 25 3
5. college courses 1 5 7
6. Tlectures by specialists 8 40 2
7. others ] 5 7

*Practice reported by number of schools
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TABLE VIII

ADMINISTRATIVE PRACTICLS CORCERNING
TEACHER AIDL RELATIGHSHIPS

Practice in Sefected Scnoo1f
Daveloped Guidelines Freguency Per Rank
Cent

A Are tne relationships in which a
teacher aide is involved described
by & written statemant?*
Yes 5 25 2
No 15 75

—

B.” With vhowm do the tcacher aides in your
school come in contact?**

1. teachers 487 100 1
2. pupils 483 99.17 3
3. principal 486 99.7¢ 2
4. superintendent 146 29.97 7
5. parent 325 66.73 4
6. school board 223 45.75 6
7.  comunity 221 45.37 5
C. Ts the individual to whom the teacher

aide is directly responsible oetermwneu

by a written statement?*
Yes 7 35 2
No 13 65 1

D.” To whom will the teacher aide be directly T

responsible in your schaol?**
1. teacher 362 74.33 2
2. principal 450 92.40 1
3. assistant principal 7 1.43 5
4, department head 3 .61 6
5. central office personnel 115 23.61 3
6. superintendent 1) 7.18 4

*Practice reported by number of schools.
**Practice reported by number of aides used.

N
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TABLE IX

ADMINISTRATIVE PRACTICES CONCERNING THE LEGAL ASPECTS
OF THE TEACHER AIDE PROGRAM

Practice in Selected Schools

Developed Guidelines Frequency Per Rank
‘ - Cent

A.  Are the legal aspects of the teacher
aide program of your school included
in a written policy?* :

Yes & 20 2
No 16 80

—r

=
.

What constitutes the legal basis for
establishing the teacher aide program
in your school?*
1. written policies of the
local board . 5 25 3
2. guidelines frowm State Depariment 14 60
3. unwritten local policies
(administrative or school . ‘
board) 9 45 2
4, others _ 2 10 4

—r

C. What payment period and salary base
does your school use in paying
the teacher aides?**

1. hourly 153 31.41 2
2. monthly 29 . 5.95 4
3. yearly 6 1.25 5
4., daily 235 48.25 1
5. others 64 13.14 3
D. What sources do you use in securing

funds for the teacher aides in

your school?**
1. State :
2. Federal ESER, Title I 384 78.85 1
3. Federal ESEA, Title 11l 99 20.32 2
4. Federal OEQ 2 A1 5
5. Local 48 9.85 4
6. Foundations 0 0
7. Combination of funds 55 11.29 3
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TABLE 1% (continued)

Taciice in Sefectad sph)mis
Developed Guidelines Frequency Per Runk
Cent

E. What Job”bonefits are available to the .
teacher aides in your school?*

1. a contract of employiient 6 30 4
2. retirement 17 85 1
3. group insurance 7 35 3
4. leave of absence 8 40 2
5. tenure 0 0
6. others 3 15 5
F.7 To what professional organizaticns do the -
teaciher aides in your school helong?*
1. Tlocal teacher organization
a. associate nember 1 ) 1
b. active member .
2. local teacher aide organization 0 0
3. regional or state teacher aide
organization 0 0
G.  To tcacher aides discipiine children in - B
your school?*
Yes 4 20 2
No 16 80 1
If ves, what source of authority forms
the basis for this discipline?*
1. Tlocal policy 1 25 2
2. -adwinistrative provision 2 50 1
3. state law or policy 1 25 2
H. ~For what reasons can a teacher aide be
dismissed in your school?*
1. non-perforimance of duty 20 100 1
2. 1immoral conduct 20 100 1
3. unethical conduct 19 95 4
4. insubordination 20 100 1
5. 1iuadequate skills 18 90 6
6. uncooperative attitude toward
others: teacher, children,
parents 19 95, 4
7. others 2 10 _ 7

*Practice reported by number of schools.
**Practice reported by number of aides used.

4]-

&
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TABLE X

ADMINISTRATIVE PRACTICES COWCERNING THE EVALUATICON
OF THE TEACHER AIDE PROGRAN

Practice in Selectea Schools

Developed Guidelines Frequency Per Rank
' ' Cent

A.  Are the procedures for evaluating
teacher aides in your school governed
by a written statement?*

Yes 5 25 2
No 15 ' 75 1
B. What personnel in your school are
involved in the evaluaticii of the
teacher aide?*
1. teacher 19 g5 1
2. principal 17 85 2
3. assistant principal or
. department chairman 1 5 5
4. superintendent cr assistant
superintendent 5 25 3
5. central office personnel 5 25 3
6. others ' 1 5 5
C. What criteria are used in the evaluation
of tcacher aides in your school?*
1. ability to get along with pupils 18 %0 4
2. ‘ability of working in harmony ,
with others 18 90 4
3. moral character 20 100 1
4, personal appearance 20 100 1
5. ability to perform different . _
clerical tasks 17 85 6
6. ability to plan work with others 13 65 9
7. ability to carry out directions 20 100 1
8. ability to supervise pupils 16 80 7
9. ability in simple instructional
' me thods 14 70 g
10.

others 4 20 1




37
TABLE X (continued)

Practice in Selected Schiools
Developed Cuidelines Frequency rer lank
Cent

D. When are teacher aides evaluated in
your school?¥

1. continuing process 13 65 1
2. weekly evaluation 0 0
3. nonthly evaluation 0 0
4. yearly evaluation 12 60 2
5. others 3 15 3
E. What steps for promotion of the teacher
aide are used in your school?¥
1. teacher aide, teacher assistant,
teacher associate, teacher
intern 2 10 2
2. others 3 15 1

F. D¢ teacher aides know how and by whom
they are to be evaluated?*
Yes 20 100
No . : 0 0

*Practice reported by number of schools.

z;:; L
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TABLE XI

OPINIONS CONCERNIWG THE PHILOSOPHY
OF THE TEACHER AIDE PROGRAM

Opinions in Selected Schools

Developed Guidelines Frequency Per Rank
‘ ' ' Cent
A. Do you feel there should be a written
philosophy?
Yes ' 17 85 1
No 3 15 2
B. HWhich of the following statements do
you feel should be the purposes of
the teacher aide program.
1. giving direction to the teacher '
aide program N 55 3
2. making the most effective use of :
certified teachers 20 100 1
3. reducing the number of certifizd
teachers needed in the
instructional program 3 15 4
4. distinguishing between certified
"~ and non-certified personne) 12 60 2
5. others 2 10 5
C. In your opinion which of the following
schocl personnel should develop the
philosophy?
1. superintendent of schools 16 80 1
2. central office staff 9 45 4
3. principal 15 75 2
4. teachers 12 60 3
5. school board 7 35 5
6. combination of personnel 6 30 6
D. Which of the following do you Teel should
be sources consulted in developing a
philosophy? . .
1. local school personnel 18 20 1
2. State Department guidelines 14 70 2
3. Federal Government guidelines 1 55 3
4. related professional organizations 4 20 5
5. college or university departments
of education 7 35 4
6. others : 2 10 6

4
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TABLE XII

OPINIONS COMNCERNING THE JOB CLASSIFICATION
OF THE TEACHER AIDE PROSRAM

Upiiiions i Sclected Schools

Developed Guidelines Frequency Fer Rank
' Cent

K. Do you {eel thal thc job classification
should be governed by a written

statement?
Yes 15 75 1
No 5 25 2
B. Which of the foliowing do you feel
should be titles given the teacher
aide? :
1. teacher aide 20 100 1
2. auxiliary worker 1 10 6
3. paraprofessional 0 0
4, sub-professional 1 10 5
5. clerical aide 9 45 d
€. inctructional aide 4 20 #
7. administrative aide 3 i5 3
8. lay teacher 0 0
8. non-certified personnel 0 0
16. others 3 15 5
Y o
C. Whichk of the following do you think
should be classifications used with
the teacher aide program?
1. Teacher aide 19 95 1
\ 2. Teacher assistant 14 70 2
3. Associate teacher 7 35 3

D. Which of the following descriptive
statements do you feel should be
characteristic of the teacher
aide position?
1. A written policy indicating main
purpose of personnel is to .
improve instruction. 18 - 90 1
2. A job description outlining the
minimum and maximum activities
of the teacher aide.- 12 60 3
3. - A written statement indicating
that professional standards
will be supervised by
professionals. 16 80 2
4. others 1 5 4
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OPINIGNS CONCERNIRG THE DUTIES
OF TEACHER AIDES

o “Opinions 1n Selected Schools
Developed Guidelines Frequency Per Rank
s ‘Cent

A. Do you fee) that the duties of the
teacher aide should be limited by
a2 written statement?

Yes 14 70 1
No 6 30 2

B. Which of the foilowing duties do you feel
should be the ones that are most
frequently assigned to teacher aides?

1. duplicating tests and other

materials 19 95 1
helping with classroom i

housekeeping 13 90 3
3. typing class wmaterials,

tests, etc. 18 90 3
4. setting up A V equipment and other

instructional materials 19 95 1
5. helping with children's clothing 17 85 6
6. supervising playground 17 85 6
7. correcting tests, homework,

workbooks , etc. 18 90 3
8. reading aloud and story telling 14 70 9
9. assisting in school library 14 70 9
10. collecting money from pupils 14 70 9
11. supervising cafeteria 14 70 9
12. recording data in student files 13 65 13
13. keeping attendance register and

preparing attendance reports 12 60 14
14. tutoring small group of students

while teacher works with

other groups 15 75 8
15. ordering A V materials and other

supplies 6 30 17
16. supervising loading and unloading

of buses - 8 40 15
17. helping with discipline 7 35 - 16
18. assisting in school Taboratory 4 20 19
19. reading and correcting students'

themes 2 10 21
20. administering tests 3 15 20
21. other duties 6 30 17

E ‘3{5
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TABLE XTIV

OPINIONS CONCERNING THE QUALIFICATIONS
OF THE TEACHER AIDES

Opinions in Selectcd Schoals

Developad Guidelines TFrequency ~ Per  Rank
' ~_Cent

A. Do you feel that the qualifications of
teacher aides should be governed by a
written statement? _
Yes ' 15 75 ]
No 5 25 2

B, Which of the FoTlowing do you feel shouTld
be the yeneral requirements of the
teacher aides?

1. good general health (including

X-ray) 20 100 1
2. finger prints 0 0
3. able to write and spell 18 90 2
4. expericnce 1n working with

children 8 40 5
5. citizen of the Unitoed States 14 7 3
G. prior work experience 6 30 6
/. others

able to type 9 45 4

resident of district 1 5 7

C. Which of the following do you feel should
be the educational training required of
the teacher aides in the various
classifications?

1. high school diploma 19 95 1
TEACHER AIDE 18 90
TEACHER ASSISTANT 1 5
ASSOCIATE TEACHER

2. elementary education 0 -0

TEACHER AIDE
TEACHER ASSISTANT
ASSOCIATE TEACHER

3. some college hours 18 90 2
TEACHER AIDE 3 15
TEACHER ASSISTANT 1 55
ASSOCIATE TEACHER 4 20

4. college degree 0 0

TEACHER AIDE
TEACHER ASSISTANT
ASSOCIATE TEACHER
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TABLE XIV (continued)

“Opinions in Se'ected Schools

Developed Guidelines Frequency Per Rank
L Cent ‘

D. Which of the follcwing certification
requirements do you feel should be
required of the teacher aides in the
various classifications?

1. no formal certification 9 45 ]
TEACHER AIDE 9 45
TEACHER ASSISTANT 0 0
ASSOCIATE TEACHER 0 0 ¢
2. certificate of high schiool
education 7 35 2
TEACHER AIDE 6 30
TEACHER ASSISTANT 1 5
ASSOCIATE TEACHER 0 0
3. certificate of sixty-four
hours of c¢ollege credit 6 30 3
TEACHER AIDE 0 0
TEACHER ASSISTANT 4 20
2 10

ASSOCIATE TEACHER
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TABLE XV

OPINTONS COMCERWING THE RECRUITMENT
OF THE TEACHER AIDES

e

Opintons in Seiccted Schuols
Developed Guidelines Frequency Per Rank
Cent o
A. Do you feel that recruiting procedures
should be governed by a written
statewent?
Yes 12 60 1
No - 8 40 2
. Widch of the following do you fcel shouid T
be sources used in securing names of
applicants for teacner aide positions?
1. voluntary application by
candidate 20 100 1
2. names recomnended by staff
embers 15 75 2
3. names from central office personnel 7 35 3
A, piacement burcaus of colieges or
universities 1 5 4
5. ennloyment agencies 1 5 4
C. Which ot ihe following methods do you
feel should be used to inform
prospective teacher aides of a job
vacancy?
1. certified staff " 55 1
2. newspaper 9 45 2
3. non-certified staff 2 10 4
4. vradio 2 10 4
5. television 0 0
6. others 9 45 2
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TABLE XVI

OPINIONS CONCERNING THE SELECTIOH
OF TEACHER AIDES ‘

Opinions in Selected Schools
Developed Guidelines Frequency Per Rank
- S oo TR  Cent

A. Do you feel that selection procedures
should be governed by a written

statement?
Yes 13 65 1
No 7 35 2

B. Which of the Tollowing personnel do you

feel should be involved in the

selection of teacher aides?
1. central office staff ' 10 50 3
2. principal 15 75 2
3. teachers 9 45 4
4. superintendent 16 80 1
5. others 3 15 5

school board
C. Which of the following do you feel

should be the methods used in selecting

the teacher aide?
1. interview at school office 19 95 1
2. use of written application;

" composition 19 95 1

3. interview at home 2 10 3
4. use of writiten test 2 10 3
5. others 2 10 3

in the campus office
use a typing test
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TABLE XVII

OPINIOHS CONCERNING THE PRE-SERVICE, IN-SERVICE
TRAINING OF TEACHER RIDES

C.HRicl o the folTowing do you feel

Upinions in Sl
Developed Guidelines Frequency Per Rank

__Cent

K. Do you feel that the pre-service and

in-service programs for the teacher
aides should be ¢overned by a
written statement?

Yes 13 65 1
No 7 35 2
B. 7 VWihich of The follmang personnel do o o

you feael should be involved in the

supervision of {eacher aides?
1. teacher 19 95 1
2. principal 19 95 1
3. central office staff 5 25 3
4, superintendent 5 25 3
5. others 1 5 5

should be methods used for
orientation of the teacher aide?
1. welcome meeting by building
principal 19 95 1
2. participation in regular
orientation week with

teachers 13 65 2
3. welcome by superintendent or

assistant superintendent 12 60 3
4. orientation by department :

chairman or head teacher 4 20 4
5. others - 1 5 5

D. Which of the following do you feel
should be pre-service programs used
for training teacher aides?

1. initial series of meetings

by principal 17 : 85 1
2. teacher aide workshops 14 70 2
3. written guides given to

teacher aides 14 70 2
4. lectures by specialists 9 45 | 4
5. college courses 4 20 5
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TABLE XYII (continued)

Opinions in Selected Schools
Developed Guidelines Frequency Per Rank

Cent

E. Wnich of the folTowing do you feel
should be in-service programs
used for training teacher aides?

1. teachers conduct on-the-job

training 19 95 1
2. weekly planning periods 3 15 5
3. periodir central office training

for all aides 8 40 3
4. written guides given to teacher

aides 1 55 2
5. college courses 2 10 6
6. lectures by specialists 8 40 3
7. others 2 10 6

P TN
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TABLE XVIII

OPINIONS CONCERMING TEACHER AIDE RELATIONSHIPS

A Do you Teei {hat the relationshiips in
which a teacher aide is invelved
should be described by a written
statoment?
Yes 9 i5 2
No 11 55 1
B I which of The follewing refationships
do you Teel that the teacher aice
shoula be involved?
1. teachers 20 100 1
2. purils 20 100 1
3. principal 24 100 i
4. superintendent 9 45 5
5. parent 12 60 4
G.  scheol board 2 10 7
7. cowaunity 9 45 5
C. Do you Teel that the individual {o B
whom the teacher atde is directly
responsible should be determined by
a written statement?
Yes 17 85 1
No 3 15 2
D. To which of the following personnel do
you feel that the teacher aide should
be directly responsible?
1. teacher 12 60 2
2. principal 18 90 1
3. assistant principal 2 10 4
4. department head 1 5 6
5. central office personnel 4 20 3
6. superintendent 2 10 4
7. others 1 5 6
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TABLE XIX

OPINIONS CONCERNING THE LEGAL ASPECTS
OF THE TEACHER AIDE PROGRAM

Opinions in Selected Schools

Developed Guidelines Frequency Per ~Rank
‘ ' B ’ ' Cent

A. Do you feel that the legal aspects of
the teacher aide program should be
included in a written policy?

Yes _ 13 65 1
No 7 35 2

B. Which of the following do you feel shoula
constitute the legal basis for
establishing the teacher aide program?

1. written policies of the Tocal

board 1 55 2
2. guicelines from State Department 15 75 1
3. unwritten local policies 7 35 3
4. others . 2 10 4
C. Which of the following- do you feel should
be the salary payment period for
teacher aides?
1. hourly 10 50 1
2. monthly 6 30 2
3. .yearly 2 10 4
4. daily 4 20 3
5. others 1 5 5
D. Which of the following sources do you feel
should be used in securing funds for the
teacher aide program?
1, State 4 20 3
2. Federal ESEA, Title I 19 95 1
3. Federal ESEA, Title III 1 5 5
4. Federal OEQ 4 20 3
5. Local 12 60 2
6. Foundations 0 0
7. Combination of funds i 5 5




TABLE XIX (continued) 49

Developed Guidelines

E. Uhich of ilie foTTowine deh henefits ¢o
you feel should be cffered to the
teacher aide?

1. a contract of esployment 8 40 4
2. retirement 19 G5 1
3. group insurance 12 60 2
4. leave of absence 10 50 3
5. tenure 1 5 6
6. others 3 15 b
F. To whicn of the following protessional o
organizations do you Teel the teacher
aide shouid belong?
1. lecal teacher organization
a. associate wmambenr 1 5 3
b. active mabher
2. Tocal teacher aide organization 5 25 1
3. vregionzal or stete teacher aide
organization 3 15 2
G, Lo vou Foel that teacher atdes showtd 0
aiscipline students?
Yes 4 20 Z
1o 16 80 1
If yes, which of the following sources
of authority do you feel should form
the basis for this discipline?
1. "local policy 3 15
2. administrative provision 3 15
3. -state law or policy 0 0
H.  ¥Which of the following do you feel should
be reasons for the dismissal of
teacher aides?
1. non-performance cf duty 20 100 ]
2. dmnoral conduct 20 100 1
3. unethical conduct 20 100 1
4. insubordination 20 100 1
5. inadequate skills 20 100 1
6. uncooperative attitudes toward :
others: teacher, children,
parents : 20 100 1
7. others 3 15 7
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TABLE XX

OPINIONS CONCERNING THE EVALUATION OF THE
TEACHER AIDE PROGRAM

Opjnion§_3n Selected Schools

Developed Guidelines Frequency Per Rank
. Cent

A. Do you feel that the procedures for
evaluating teacher aides should be
governed by a written statement? '

80 1

Yes 16 ‘
No 4 20 2
B. Which of the following do you feel should
be the personnei involved in the
evaluation of teacher aides?
1. teacher 19 95 1
2. principal 19 95 1
3. assistant principal or department
chairman 1 5 5
4. superintendent or assistant
superintendent 6 30 2
5. central office personnel 5 25 3
6. others B 2 10 4
C. Which of the following do you feel should
be criteria used in the evaluation of
teacher aides? ‘
1. ability to get along with pupils 18 90 5
2. ability of working in harmony
with others 139 95 4
3. moral character 20 100 1
4. personal appearance 20 100 1
5. ability to perform different
clerical tasks 18 90 5
6. ability to plan work with others 13 65 9
7. ability to carry out directions 20 100 1
8. ability to supervise pupils 7 85 7
9. ability in simple instructional
methods 15 75 8
10. others 4 20 10




TABLE %X {continued)

Opinions in Selected Scheols
Develeped Guidelines [Frequenicy Fer Rank
Cent

D. ¥hich of the foilowing do you tcel -
should be the freaquency for the
evaluation of teacher aides?

1. continuing proccss 13 65 2
2. weekly evaluation 0 0
3. montihly evaluation 0 0
4. yearly evaluation 14 70 1
5. Others 4 20 3
E. Hhich of the following do you feel
should be steps for promotion of
teacher aides?
1. teacher aide, teacher assistant,
teacher associate 4 20 2
2. others 8 40 1
T U you think The teachc aides know Tow
and by whom they are to be evaluated?
Yes 20 100
io 0 0




CHAPTER 1V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

This chapter, the culmination of this study, is presented in
the following sections: (1) summary; (2) conclusions; (3) recommen-

dations; and (4) suggestions for further study.
I. SUMMARY

The schools in the United States have experienced an increase
in the number enrolled in recent years. This has resulted in a demand
for an increased number of school employees needed to work in the
classroom situation. The number of certified classroom teachers has
fallen short of the needs of the many schools. A feeling has developed
on the part of many that the certified classroom ieacher can be relieved
of much time consuming duties by the use of lay personnel. These have
been termed in the majority of cases, teacher aides. The placement of
new personnel in the school organization poses many problems which are
new in the field of educational administration. Few guidelines based
on research and successful experiences are available at the present
time. The purpose of this study was to determine the administrative
problems that are posed by the use of teacher aides and to develop
guidelines to assist the administrator in dealing with these problems.
Further, it was the purpose of this study to ascertain the relationship
of the administrative practices and the opinions of the individuals in

charge of the teacher aide program in selected schools of Missouri

o8
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with the developed guidelines.
From a review of the Titerature, it was detormined that the

teacher aida program has boen expanded snavply in the last decede.

m

Studies indicate that wany districts have initiated this program
designed to iwplement the training of the child in the classroom. Uhile
there has been some research on the effect of the utilizetion ot the
aide, iitt]o inforitation is available in detervinivs the effectiveness
of the adiwinistration of the program. Somc auvthorities have touched on
the specific area of paraprofessicnals in the total personnel adwinis-
tration picture but little evidenca has been found in the form of com-
prefiensive cuidelines for the administration of the teacher aide pro-
gram.

This investigation was a descriptive stucy in design which
reflects the administrative practices and the opinions of the personnel
responsible for the administration of the teacher &ide program in the
public schools of KMissouri. This study sought the answers to the

following auestions as stated in Chapter I, page 3.

Question 1: What arc the major administrative proslems of the teacher

2ide program?

Data ccllected from authorities in school administration and
school personnel resulted in the answer tc this question. The following
areas concerning the adwinistration of the school personnel program were
listed ard selected by frequency of listing by these authorities: (1)
philosophy; (2) job classification; (3) duties; (4} qualifications;

(5) recruitment; (5) selection; (7) pre-service, ia-service training;
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(8) reiationships; (9) legal; and (10) evaluation.

Question 2: What are the administrative guidelines for the administra-

tion of the teacher aide program?

Research and related literature in the specific area of teacher
aides were consulted. Guidelines were estabiished under each major pro-
blem area with detail data of each guideline being determined by fre-
quency or rank of order as revealed in research and related literature

and were validated by a panel of specialists in school administration.

Question 3: Mhat relationships exist between practices and the devel-

oped guidelines?

Question 4: What relationships exist between the opinions of the

individuals in charge of the teacher aide program and the developed

guidelines?

The answers to thése questions are summarized by using the
developed guidelines as the organizational basis for comparison of
practices with guidelines and for comparison of opinions with guide-
lines. Data used in this summary are based upon percentage and/or
ranking as presented in Chabter IV of this study.

I. Guidelines concerning the Philosophy of the Teacher Aide
Program

Guideline A. The basic purposes of the teacher aide program
are set forth in a written philosophy.

The practices revealed that the philosophy was not stated in
writing but the opinions indicated_that it should be.

Guideline B. The basic purposes of the teacher aide program
are determined. These purposes include:

i)
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1. giving direction to the teachior aide pro-
gram

. making the most eftective use of certified

teachers

reducing the number of certified teachers

needed in the instructional program

distinguishing between certitied and

non-certified personnal

W N

In prectice, 100 per cent of the schools ranked maling the most
effective usc:of teacher aides as the number one purpose of their pro-
gram, Distinguishing befveen the certitied staff and teacher aides
was rankced sccond by 70 per cent, while 60 per cent ranked as humber
thrce giving direction to the teacher aide program. The opinions
followed the seme order as the practices with both practices and
opinions ranking the purposes in a different order from the developed
guideiing.

Cuideline C. The philosophy undergirding the teacher aide
program is developed by personnel who are

affected. Personnel used in the davelopment
of a phifosophy include:

school board
combination of perscnnel

)

1. superintendent of schools
2. central office staft

3. principal

4, teachers

5

6.

The practices indicated that the personnel responsible for the
development of a philosophy ranked in the following order of use: (1)
superintendent; (2) principal; (3) central office staff; (4) teachers;
(5) combination of personnel; and (6) school boards. The opinions
stated that ‘the order shouid be: (1) superintendent; (2) principal;
(3} teachers; (4) central office staff; (5) school board; (6) combina-

tion of personnel.

61
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Guideline D. The philosophy .s derived from various sources.
Sources that are available in the developiment
of a philosophy for the teacher aide program
include: .

1. lecal school personnel

. Stote department guicelines

. Federal government guidclines

. releated professional ovganizations

. college or university departments of

education

[SaIE AN AN

In developing a philosophy the schools consuited the sources
outlined by the developed guicelines. The order end freauency of
occurrence in practice included: Tocal school personnel, 80 per cent;
federal govermnent cuidelines, 65 per cent: state department guidelines,
45 per cent: related professional organizeticns, 20 per cent; and
college and university departments of cducation, 15 per cent. The
opinions indicated that the ordar of use should follow the guidelines
with the cexception that coilege and university depariments of education
should receive preference over related professional organizations.

II. Guidelines concerning the Job Classification of the Teacher
Aide Program

Guideline A. Job classification is governed by a written
statemant.

Practices indicated that schools in 30 per cent of the cases
reported having a written statement governing the job classification of
teacher aides; opinions indicated that 75 per cent felt that the job
classification should be governed by a written statement.

Guideline B. The title given the teacher aide is determined
The titles given these personnel include:
. teacher aide
. auxiliary worker
. paraprofessional

. sub-provessional
. Cierical aide

62
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instructional aidc
adirinistrative aide

lay tcacher
non~certified personmnel.

LOoONO

Teacher side, as in the develoned guidelines, is the title most
frequently uscd for this personnel since 94 per cent of the aides
cunloyed verve aiven this title. MNone of the aices weve called auxiliary
workers, peraprofessionals, or sul-professionals; hovever, two per cent
were nanied clevical eide; 1.5 per cent, instructional aides; and .05
per cent, aawinistrative aides. The opinions stated that the title
teecher aide would be used most Treguently put indicated that additional
titles should be used. Other titles advocated by cpinions included:

instructional aide, adwinistrative aide, auxiliary aide and sub-

professionai,

Cuideline C. The ClassifTication of the teacher aide is
determined. General classiftication of tescher
aides include:

1. Teachcr aide (general duties with relation
to non-ingiructional duties)

2. Teacher assistant (assisting with general
duties and basic cducational problems of
instruction)

3. Associate Teacher (duties that require
some teacher judgment with instruction)

Practices indicated that the classification of aide followed
the developed guidelines with 87.26 per cent being classified &as
teacher aides; 11.50 per cent as teacher assistant; and 1.24 per cent
as associate teacher. The opinions stated that the teacher aide
classification would be utilized by 95 per cent; teacher assistant, by

70 per cent; and associate teacher, by 35 per cent.

63
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Guideline D. The tcacher aide position is described.
Description is given the teacher aide
position by:

T. A written policy that outlines that the
main purpose of these personnel is to
imorove instruction.

2. A job description that outlines the
minimum and maximum activities of the
teacher aidsz.

3. A written statement that professicnal
standaras will be prescrved as the
teacher aide's task will be supervised
by professicnals.

Although the descriptive principles were nol always in wiriting,
practices did indicate that the purposc of the teachers aides was to
improve instruction (85 per cent). Practices also indicated thai the
professional standards were being preserved (65 per cent) and thst a
job description outiining the minimum and maximum activities of the
teacher aide had baen developed (45 per cent). The opinions ranked
the descriptive principles in the same order; however, the opinions
agreed with the guidelines by indicating that these principles should
be in writing.

III. Guidelines concerning the Duties of Teacher Aides

Guideline A. The duties of the teacher aide are limited
by a written statement.

The duties performed in the selected schools were not limited
by a written statement. The opiniuns favored the written description
of the duties to be performed:

Guideline B. The duties most frequently assigned to the
teacher aide include:
1. duplicating tests and other materials
2. helping with classroom housekeeping
3. typing class materials, tests, etc.
4. setting up A V equipment and other
instructional materials

64
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5. helping with children's clothing

6. supervising plavoround

7. cerrecting tests, homowork, workhooks,
clc.

8. reading aloud and siery telling

9. assisting in school Tibrary

10.  collecting money from pupils

11, supervising cafeteria

12. recovding cata in student Tiles

13, keeping atiendunce reaister and prepaering
atichuance reporis

14,  tutocring swall agrous of students while
teacher works wilh other oroups

15, ordcring AV naioricls and other supplies

16.  supervising loading end vnloading of huses

17. helping with discipline

18. assisting in school leboratory

12. reading and correcting stucent's themes

20. acministering tests.

The duties perfovined in practice were cssentially the ones
included in the developed guidelines, altheough they were net rankoed in
the sawe freguency. The ten wmost Trequently performed duties as
indicated by practices inc1uaed:

helping with classroon housekeeping
correcting tests, homework, workbooks,
etc.

supervising playground

collecting money from pupils

reading aloud and story telling
duplicating tests and other materials
supervising cafeterie

helping with children's clothing
tutoring small groups of students while
teacher works with cther groups
helping with discipline.

Ny —
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Duties that received mention 6ther than the ones listed in the deveioped
guidelines include: (1) supervising student moversnt from room-to-room;
(2) checking supplies and equipment; and (3} home visitations. Opinions
indicated that the duties in the guidelines should be the ones performed
by the aides. Duties which 50 per cent or more of the respondents feilt

Q :
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should be performad by aides in their schools include:
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11.
12.

13.

14.

duplicating tests and other matarial
helping with classyroom heousekeeping
typing class materials, tests, etc.
setting up i V equipment and other
instructional materials

halping with children's clothing
supervising playgrouna .
correcting tests, homework, workbooks,
etc.

reading aloud and story telling
assisting in school Tibrary

coilecting moncy from pupils
sunervising cafeteria

recording data in student files
keeping sttendance register and preparing
attendance ieporis

tutoring smail group of students while
teacher works with other groups.

IV. Guidelines concerning the Qualification of Teacher Aides

Guideline A, Qualifications of the teacher aide are
governed by a written statcrent.

The qualifications of teacher aides in practice were governed

by a written statement in 35 per cent of the selected schools. Seventy-

five per cent of the respondents stated that qualifications should be

governed by a written statement.

Guideline B. General requirementsof a teacher aide are
determined. General requirements of teacher
aides include:

1.

(o2 NS IR R OL N V)

good- genaral hecalth (including x-ray)
finger prints

able to write and spell

experience in working with children
citizen of the United States

prior work experience.

Practices ranked requirement of good general health in 100 per

cent of the responses as the number one general reguirement for teacher

aides. Other general requirements did not necessarily follow the

ERIC
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developed guidelines in order of practice. These include: abl2 to reod
and spell, 90 per cent; citizen of the United States, 60 per cent; able
to type, 60 per cent; cxperience in working with cihiildren, 35 per cent;
and pricy work experience, 25 per cent.  The opinions of individuals
in charge of the teacher aide program ranked the cencral requircrients
in the following order: good general health, able to write and spell,
citizen of the United States, ability to type, experience in working
with children, and prior work experience. The requirement for finger
printing tescher aides was the only requirement not renked in practice
or opinien.

Guideline C. Educational training required of a tcacher
aide is determined,
1. Teacher aide--hich scicol ciploma,
elementary ccucation
2. Teacher Assistant--scme college
3. Associate teacher--college degree.

The educational training requived of the tescher aides in the
selected schools was: teacher aide--78.23 per cent, high school
aiploma; 16.23 per cent, some college hours; teacher assistant-~3.459
per cent, some college hours; associate teacher--1.85 per cent, 60 or
more college hours. In the opinion of 95 per cent of the respondents
teacher aides should have a high school education. Sixty-five per cent
felt that some college training should be required for certain teacher
aides, teacher assistants, and associate teachers.

Guideline D. Certification requirements of a teacher aide
are determined.
1. Teacher aide

no formal certification
high school certificate for teacher clerks

-

iy,



62

2. Teacher assistant
certificate of college courses of G0 hours
or less

3. Associaie teacher
degree Trom college.

No formal certification was vrequirea of 74.74 per cent of the
aides erployed. The certification patterins in practice followed the
requiremant for ecucational training as outlined in Guideline IV, C
above. Opinions concerning the certification that should be required
indicated thalt: 45 per cent favored no forwal certification, 35 per
cent favored certification requiring a high school education and 20 per
cent Tavored & certification procedure requiring 60 college semcster
hours for teacher assistants and associale teachers. In the opinions
expressed, the continued use of teacher aides would require more efforts

toward the development of certification requirements of teacheyr aides.

V. Guidelines concerning the Recruitment procedures of Teacher
Aides

Guideline A. Procecdures employed in recruiting teacher
. aides are governed by a written statement.

Ten per cent had in actual practice written statements governing
recruitment procedures. Sixty per cent reported that they felt proce-
dures for recruitment should be governed by a written statement.

Guideline B. A systematic plan to tocate qualified teacher
aides is developed. Sources for securing
names of applicants include:

1. voluntary application by candidate

. hames recommended by staff members

. names from central office personnel

. placement burcaus of colleges or

universities

. employment agencies.

(4] 2N

Practices revealed the use of three of the above named sources

68
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for securing nemas of teachcr aide applicants; however, these did not
agrce in rank with the guidelines. The sources used in practice
included: names reconmended by staff members, voluntary application
by cendidates, and names from central office staff. The opinions
concerning the sources to securc nanes of spplicants agreed with the
guidelines, but Timited use to be given placeient bureaus of colleves
and universities and employment agencies was indicated.

Guidelina C. A systamatic plan to attract qualified tcacher
aides is developea. Applicants may receive
notice of job vacancy Trom:

. certified staff
. newspaper
. non-certificd staf

. radgio
. television

~h

GT W N~

The practices used in giving netice of juo vacancy followed the
order of ihe developed gquidelines. The usc of television was excluded
and 40 per cent reported an additional method, "word-of-mouth." The
opinions followed the guidelines in the same manner as the practices.
It was concluded by the respondents that applicants were plentiful and
the methods being employed were satisfactory.

VI. Guidelines governing the Selection procedures of Teacher
-Aides

Guideline A. Selection procedures are governed by a written
statement.

Limited use in practice and opinion was recorded concerning the
writing of procedures governing the selection of teacher aides. In
practice, 15 per cent utilized written procedures while the opinion of
65 pef cent indicated that the procedures should be in writing.

O
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Guideline B. The school |:rsonncl that will select the
teacher aide is designated. The school
personnel involved in the selection of the
teacher aice include:

central office steff
2, principal
3. teachers
4. superintendent

The personnel involved in the selection of teacher aides
deviated in rank from the developed guidelines. The order and per cent
of freguenhcy includad: sunerintendent, 80 per cent; principal, 75 per
cent; central office staff, 45 per cent; and teachers, 25 per cent.
Opinions indicatcd these would renmain in the same order of use as
currently practiced by the scheols.

Guideline C. The methods employed in selecting the teacher
aide are deternined. Selection procedures
nf the teacher aide inciude:

'. intervicw at school office
2. use of written application
3. intervicw at home

4. use of written test.

Both the practices and opinions concerning the methods used in
the selection of teacher aides were in the same rank order as the
developed guidelines. A local campus interview was an additional
method proposed by the respondents.

VII. Guidelines concerning the Pre-service, In-service training
of Tz2acher Aides

Guideline A. Pre-service and in-service development is
: governed by a written statement.

It was revealed in practice that 20 per cent of the responding
schools have written statements governing the pre-service, in-service
program. To assist in the cirection of this program, sixty-five per .

~cent of the responses indicated that these programs shoulid be governed
Q _
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by a written statement.

Guidaline B. Supervision of teacher aides is determined by
school personnel. The achoeol personngl in-
volved in the supervision of the teacher
aide include:

1. teacher
2. principal

~

3, central office staff
4. superirntendent

The practices deviated from the cuidelings by Tisting the
princinal as nomber one and the tcacher as number two in nawing the
personnel to he invoived in the supervision of teacher aides. The
opinions agreea with the guidelines in placing them as teacher number
one and principel as number two.

Guiacline C.  An orientation program Tor teacher aides is
developed. iethods used for orientation of
teacher aides include:

1. welcoms meeting by Luilding principal

2. perticipation in recutsr orientation
week vith teach.vs

3. welccwz by superintendent or assistant
superintendent

4. orientation by department chairinan or
head teacher.

The procedure for orientation in practice included the procedures
outlined in the developed giidelines although they did not agree with
the rank as far as order and frequency were concerned. These included:
welcome by building principal, 95 per cent; welcome by superintendent,
60 per cent; participation in regular orientation week with teachers,
45 per cent; and orientation by department chairman or head teacher,
20 per cent. The opinions of the respondents accepted the developed
guidelines in orientation of the teacher aide by placing them in the
same order of rank as the guidelines.

. ~'f‘=f'«‘:71
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Guideline D. Both pre-service and in-service training
programs tor teacher aides are develoned.
Pre-service programs for teacher aides
includge:
1. teacher gide workshops

. initial series of meetings by principal

. written guides given to teaciner aides

. college courses

. lecture by specialisis.

T WN

The practices for pre-service differed slightly to the developed
guidelines. The Tollowing ranks and per cent of practices wers: reported:

1. initial series of mzotings by principals.
75 per cent

teacher aide worksheps, 60 per cent
written guides given to the teacher aides,
&5 per cent

. lectures hv specialists, 30 per cent

. college courses, 10 per cent.

O wmn

The opinions of the respondents stated that the pre-service
training should be conducted in the manner and order as directed by
the guidelines.

Guideline E. In-service programs for teacher aides include:
. teachers conduct on-the~job trairing
. weekly planning periods
. periodic central office training for all
aides
written guides given to teacher aides

college courses
. lectures by specialists.

oy 01> N =t =

The practices for in-service training did not follow the rank
of the developed guidelines. Teachers conducted on-the-job training in
95 per cent of the responding schools. The remaining order of use of
in-service training programs were lectures by specialists, 40 per cent;
periodic central office training, 30 per cent; written guides, 30 per
cent; and weekly planning periods, college courses, and local personnel

workshops, 5 per cent. The opinions &lso differed from the developed
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guidelines listing as the major in-service programs; teachers conducting
on-the-job training, written guides given to teacher aides, periodic
central office training, and college courses. The other items of the
guidelines were included but did not agree with the guideline ranking.

VIII. Guidelines concerning Teacher Aide Relationships
Guideline A. The relationships in which a teacher aide is
involved are determined and are described by
a written statement.

Oniy twenty-five per cent of the schools reported that the
relationships involving the teacher aide were described by a written
statement, and the opinion of the majority interviewed, 55 per cent,

did not think it necessary to describe in a written statement the
relationships in which a teacher aide would be involved.
Guideline K. Personnel with whom the teacher aide will come

in contact include:
1. teachers

2. pupils

3. principal

4. superincendent
5. parent

6. school board
7. community

The practices indicated that the teacher aides would work with
all of the personnel stated in the guidelines but not in the same order
or freguency as stated. Practices ranked the order as: teachers,
principal, pupils, parents, community, school board, and superintendent.
The opinions of the respondents were in closer agreement with the guide-
lines as they ranked the personnel with whom the aide would work in the
following order: teachers, pupils, principal, parent, superintendent,

community, and school board.
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Guideline C. The indivicual to whom the teacher aide is
directly responsible is determined by a
written statement. Personnel to whom the
teacher aide is directly responsible include:

teacher

principal

assistant principal

department head

central office staff

superintendent

OO R WM —

In practice, 35 per cent of the schools had a written statement
naming the personnel to whom the teacher aide would be directly respon-
sible while 85 per cent stated that it should be in writing. The
responding schools differed in the rank of the individuals to whom the
teacher aide was directly responsible. Ranked as number one (92.40 per
cent) with the direct responsibility of the aides was the principal.
Teachers had 74.33 per cent of the aides reporting to them, while 24
per cent reported directly to central office staff. Superintendents
asked that 7 per cent of the aides report directly to them; assistant
principals 1.43 per cent; and department heads less than one per cent.
In the opinion of the respondents the order of responsibility should be:
principal, teacher, central office staff, superintendent and assistant
superintendent, and department head.

IX. Guidelines concerning the Legal Aspects of the Teacher Aide
Program

Guide]ine A. Llegal aspects of the teiacher aide program are
determined and are included in a written policy.

The legal aspects of the teacher ajde program were recorded in
writing in 20 per cent of the schools. Opinions expressed by 65 per

cent stated that these policies should be in writing.
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Guideline B. A legal basis for establishing the tesacher
aide program is determined. The legal bases
for the teacher aide include:
1. written policies of the local board
2. guidelines from State Department
3. unwritten local policies (administrative
or school board).

Practices included all the legal bases named in the guidelines
but in the following order and frequency: guidelines from State Depart-
ment, 60 per cent; written board policies, 25 per cent; unwritten
policies, 45 per cent. The opinions reported the order and frequency
as: guidelines from State Department, 75 per cent; written policies,

55 per cent; and unwritten policies, 35 per cent.
Guideline C. The salary payment period for the teacher

aide is established. The payment period of
the teacher aide is based on the following:

1. hourly
2. monthly
3. yearly
4, daily.

The salary base and payment period used in the teacher aide
program were diverse. - The practices related to the guidelines but the
rank of use was different. The order of payment periods was as follows:
daily, hourly, weekly, monthly, and yearly. The opinicns agreed with
the guidelines with one exception ranking thz daily basis over the

yearly basis.

Guideline D. The sources for funds for the teacher aide
program are in written form and clearly strted.
The funds for the teacher aide program come
from the following sources:

state

Federal ESEA, Title I

Federal ESEA, Title III

Federal OEO

local

Ol W N~
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6. foundations
7. combination of funds.

The source of funds for the teacher aide program did not agree
in practice with the developed guidelines. Two sources were excluded,
state and foundation funds, while the Federal ESEA, Title I served as a
major source supplying funds for 78.85 per cent of the teacher aides.
The opinions of the respondents ranked ESEA, Title I as the number one
source, but stated that more funds should be received from local and
state sources in the future operation of the teacher aide programs.
Guideline E. Job benefits for the teacher aides are
determined. The following benefits are
availabie to the teacher aides:
1. a contract of employment
2, retirement
3. group insurance
4, leave of absence
5. tenure
The job benefits afforded the teacher aides were not practiced
in the same ranked order as the developed guidelines. Ranked as number
one was retirement being offered in 85 per cent of the schools; leave
of absence as number two, 40 per cent; group insurance number three,
35 per cent; contract of empioyment numbér four, 30 per cent; with
tenure not being offered as a job benefit. The job benefits aiso
deviated in rank of opinion from those of the developed guidelines. The
opinions of the respondents ranked the job benefits as: retirement,
group insurance, leave of absence, contract of employment, and tenure.
Guideline F. The tisacher aide's membership in organizations
is determined. The professional organization
of which the teacher aide is a member inciude:

1. Tlocal teacher organization (associate
member or active member)

46
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2. local teacher aide organization
3. regional or state teacher aide
organization.

Teacher aides do not belong to any professional orgari.zations.
One of the selected schools reported that the teacher aides attended
faculty meetings and were classified as associate members. In the
opinidn of the majority interviewed, 55 per cent, a professional
organization was not essential for the teacher aides.

Guideline G. The teacher aide's involvement in disciplining
children is determined. Sources of authority
for the teacher aide to discipline children
include:

1. local policy
2. administrative provision
3. state law or policy

Teacher aides in 20 per cent of the schools were permitted
Timited discipiinary authority. This authority was reported given by
administrative provision, local policy, and state policy. Disciplinary
authority should not be given to teacher aides in the opinion of 80 per

cent of the individuals interviewed.

Guideline H. Procedure for the dismissal of teacher aides
is determined. Reasons for the dismissal of
teacher aides include:

1. non-performance of duty

immoral conduct

unethical conduct

insubordination

inadequate skills

uncooperative attitudes toward others

(teachers, children, parents).

ST wrno

The reasons for dismissal of teacher aides followed closely the
developed guidelines in practice since each guideline was reported
used in 90 pe cent or more of 7ne selected schools. Each individual

interviewed or 100 per cent were of the opinion that all items listed

e
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should be reasons for dismissal.
X. Guidelines for the Evaluation of Teacher Aides.

Guideline A. Procedures for evaluating teacher aides are
governed by a written statement.

Although the procedures for evaluating teacher aides were governed by
a written statement in only 25 per cent of the selected schools, 80 per
cent expressed the opinion of a need for a written statement.

Guideline B. The school personnel that will evaluate the

teacher aide is designated., School personnel
involved in the evaluation of the teacher aide

include:

1. teacher

2. principal

3. assistant principal or department chairman
4. superintendent or assistant superintendent
5. central office personnel.

The selected schools followed in practice and opinion the order
of the developed guidelines in the use of school personnel in the
evaluation of teacher aides.

Guideline C. Criteria employed in the evaluation of teacher
aides are developed. Criteria used in eval-
uating the teacher aide include:

ability to get along with pupils

ability of working in harmony with others

moral character

personal appearance

ability to perform different clerical

tasks

ability to plan work with others

. ability to carry out directions

ability to supervise pupils.

(ool S N o)) B wWwr —-

Criteria used in the evaluation of the teacher aide that
received 100 per cent ranking were: ability to carry out directions,
personal appearance, and moral character. Others in order of rank were:
ability to get along with pupils, ability of working in harmony with

ERIC L8
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others, ability to perform clerical tasks, ability to supervise pupils,
ability in simpie instructional methods, and ability to plan work with
others. The opinions of the respondents agreed with the order indi-
cated by practices.

Guirdeline D. The frequency for the evaluation of teacher
aides are determined. The periods of evalu-
ation of teacher aides include:

1. continuing process
2. weekly evaluation

3. monthly evaluation
4. yeariy evaluation.

Sixty-five per cent of the schools conducted evaluation of the
aides on a continuing basis. Sixty per cent used a yearly evaluation
process. None of the schools used a weelly or monthly evaluation, but
15 per cent evaluated the aides either semi-annually, quarterly, or by
periodic informal conferences. The opinion of the respondents suggested
that yearly and continuing evaluation be utilized along with the addi-
tiona! methods of semi-annual, quarterly, and informal conferences.

Guideline E. Procedures for the promotion of teacher aides
are developed. Steps in the promotion of a
teacher aide include:

1. teacher aide
2. teacher assistant
3. associate teacher

Promotion policies and procedures were not firmly established
in the selected schools. Promotion from teacher aide to teacher
assistant to associate teacher was used in 10 per cent of the schools.
Fifteen per cent used a promotion procedure from teacher aide to the
secretarial staff. The opinions reported that 20 per cent of the

schod]s would use the guideline suggestion while 40 per cent would
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employ the use of salary promotion and teacher aide to secretarial
staff. |

Guideline F. Procedures are developed naming how and by
whom teacher aides will be evaluated.

In practice, 100 per cent agreed with this guideline but 25 per
cent stated that the procedure for the "how" needed to be better commu-
nicated with the aide. The opinions expressed the same response with
the feeling that more work needed to be done in letting the aides know

how they are to be evaluated.
IT. CONCLUSIONS

An examination of the data in this study seems to warrant the

following conclusions:

| Administrative practices in the area of teacher aides are not
uéua]]y in writing. This indicates that they lack careful planning
and organization. |

The classroom teacher is not fully utilized by the administration
in the formulation, implementation, and evaluation of the teacher aide
program.

School administrators feel that valuable services are being
performed by teacher aides but are not certain that maximum benefits are
being realized. . |
| The philosophy of the teacher aide program is not clearly
defined.

- School administrators feel that the title and job descriptinn

will be expanded beyond its present scope as the characteristics of the

80«
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position of teacher aide is brought in closer agreement with the
deveioped guidelines.

Duties most frequently performed by teacher aides are appropriate
to non-instructional personnel.

School administrators feel that as more attention is given the
qualification of the teacher aides a prograri of certification will
develop.

Recruitment procedures pose no major problem to the schools since
there is an abundance of teacher aide applicants.

School administrators feel that the selection procedure for
choosing teacher aides should be broadened to utilize certified class~
room teachers in addition to the administration.

The -legal aspects of the teacher aide program are not fully
developed.

The evaluation procedures of teacher aides are not well

developed. Teacher aides do not know how they are to be evaluated.
IIT. RECOMMENDATIONS

From consideration of data collected for this investigation and
from conclusions reached, the following recommendations are made:

The developed guidelines should serve as a guide to admini-
strators in the establishment and further implementation of teacher aide
programs. | |

The administrative structure of the teacher aide program should
be formU]ated‘jn'writing for the initiation and successful continuation

of the program.

8
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The teacher aides should be directly responsible to the class-
room teacher with whom they are working.

The duties to be performed should be clearly stated in writing
for the understanding of both the teacher aide and the classroom
teacher.

Qualifications and certification for teacher aides should be
developed.

The department of education in Missouri colleges and universi-
ties should establish a program of leadership in: (1) the administra-
tion of the teacher aide program; (2) the training of certified staff
in the utilization of teacher aides; and (3) the training of teacher
aides for the performance of duties.

A periodic evaluation process sihould be designed to include a
plan to effectively communicate to the aide how the quality of per-

formance is determined.
IV. SUGGESTIONS FOR FURTHER STuDY

It is recommended that consideration be given to further
studies concerning the teacher aide program.

A study may be conducted to define the teacher role and the
teacher aide role to permit thz effective performance of duties by the
’ aide in: (1) non-ihstructiona] tasks; (2) instructional related tasks;
(3) a position serving two or more classroom teachers; and (4) a position
serving a single classroom teacher. '

It is suggested that a study be done to assist in the planning

82
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and administration of the specific problem areas of philosophy,
evaluation, and the training, classification, and certification of
teacher aides.

A later study designed to be a follow-up of this study could
be conducted to determine if the practices in the Missouri Schools
follow the patterns of the guidelines developed from research and
related Titerature as presented in this study.

A study might be conducted based on the concept of developing
guidelines to serve State Departments of Education in establishing the
effective administration of teacher aide programs on a state wide

basis.
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ARPPENDIX A

QUESTIONNAIRE USED TO SURVEY THE ADMINISTRATIVE PRACTICES
OF THE TEACHER AIDE PROGRAM IN SELECTED SCHOOLS

School System

Person Responding Position

* * k * k k % %

The following are questions that concern the administrator who has the
major respondibility for the teacher aide program. Would you please
check the appropriate choice for each question that best represents the
current practice in your schootl.

The questions are listed under ten major administrative categories.
CURRENT TEACHER AIDE PRACTICES
I. PHILOSOPHY

A. Does your school have a written philosophy for the teacher
AIDE PROGRAM?

yes
no

B. Does the purpose of your teacher aide program include any of
the following? (please check the ones that apply to your

school)
1. giving direction to the teacher aide program
2. making the most effective use of certified teachers
3. reducing the number of certified teachers needed in
the instructional program
-4, distinguishing between certified and non-certified

personnel -
3, other, (spec1fy)

C. What personnel in your schuol are responsible for developing the
philosophy of the teacher aide program?

_1. superintendent .of schools ‘
2. central office staff - (position)
3. principal

87
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_4. teachers
5. school board
6. combination of personnel, (specify)

D. What sources were consulted in developing a philosophy for the
teacher aide program in youir school?

1ocal school personnel

State Department guidelines

Federal Government guidelines

related professional organizations

college or university departments of education
other, (specify)

II. JOB CLASSIFICATION

A. Is the job classification of the teacher aide program in your
school governed by a written policy? .

_._Yyes
no

B. What are the titles given the teacher aides employed in your
school? (give the number of aides employed under each)

TITLE NUMBER OF AIDES

teacher aide
auxiliary worker
paraprofessional
sub-professional
clerical aide
instructional aide
administrative aide
lay teacher
non-certified personnel
others, (specify)

ol

e

I-—l

C. Are the teacher aides divided into gerieral classifications in
your school? (give the number of aides employed under each

class)
NUMBER OF AIDES
1. Teacher aide (general duties
with relation to non-instructional
duties) : -
2. Teacher assistant (duties assisting

with general duties and basic
educational problems)
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NUMBER OF AIDES
3. Associate teacher (duties that
require some teacher judgment)
4, Others, (specify)

D. Which of the following descriptive statements are characteristic
of the teacher aide position in your school?

1. Awritten policy which indicates that the main purpose
of these personnel is to improve instruction.

2. A job description outlining the minimum and maximum
activities of the teacher aide.

_____3. Awritten statement indicating that profess1ona1
standards will be preserved as the teacher aide's tasks
will be supervised by professionals.

| 4. Others, (specify)
DUTIES
A. Are the duties of the teacher aide iimited by a written
statement?
yes
ne
B. Please check the duties that are performed by the teacher aides

L L L

in your school. (give the number of aides performing each duty)
DUTIES “NUMBER OF AIDES

duplicating tests and other materials
r:e1ping with classroom housekeeping
typing class materials, tests, etc.

.setting up A V -equipment and other
instructional materials

. - helping with children's clothing

.. supervising playground

correcting tests, homework,

workbooks, etc.

reading aloud and story telling

. assisting in school library

collecting money from pupils

. supervising cafeteria

recording data in student files
keeping attendance register and
preparing attendance reports

tutoring small group of students

while teacher works with other groups

.

.

L T T
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DUTIES NUMBER OF AIDES
15. ordering A V materials and other
supplies
16. supervising loading and unloading
of buses

17. helping with discipline

18. assisting in school laboratory

19. reading and correcting students'
themes

20. administering tests

21. other duties include

i
P ]
B
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IV. QUALIFICATIONS

A. Are the qualifications of teacher aides governed by a written
statement?

yes
no
B. What are the general requirements of the teacher aide?

good general health (including X-ray)
finger prints

able to write and spell

experience in working with children
citizen of the United States

prior work experience

other, (specify)

e # o o o o o

C. What educational training is required of the teacher aides in
your school? (give the number of aides in each class)

NUMBER OF AIDES
TEACHER TEACHER ASSOCIATE
AIDE ASSISTANT TEACHER  OTHER
1. high school

diploma

2. elementary

education
3. some college
__4

hours
college degree

— Se—
— ———
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D. What certification requirements for teacher aides are in effect
in your school? (give the number of aides in each class)
NUMBER OF AIDES
TEACHER TEACHER ASSOCIATE
AIDE ASSISTANT TEACHER OTHER
1. no formal
certification
2. certificate of
high school
education
3. certificate of
sixty-four
semester hours
of college credit
RECRUITMENT
A. Are the procedures for recruiting teacher aides governed by a
written statement?
yes
no
B. What sources does your school use to secure names of applicants
for teacher aide positions? (give the number of aides secured
from each source)
‘ ’ NUMBER OF AIDES
1. voluntary application by candidate
2. names recommended by staff members
3. names from central office personnel
4, placement bureaus of colleges or
universities
5. employment agencies
C. What methcds does your school use to give notice of vacancy of

the teacher aide position?

certified staff
newspaper
non-certified staff
radio

television
other, (specify)

L
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VI.

VII.

SELECTION

A.

Are the procedures for selection of teacher aides in your
school governed by a written statement?

ES

L

What personnel in your schoo] are 1nvo]ved 1n the selection
of teacher aides?

1. central office staff, (position)
2. principal

3. teachers

4, superintendent

5. others, (specify) (position)

What methods does your school use in selecting the teacher
aide?

interview at school office
use of written application
interview af; home

use of written test

other, (specify)

L

PRE-SERVICE, IN-SERVICE

A.

Are the pre-service, in-service programs of the teacher aide
program governed by a written statement?

yes
no

What personnel in your school are involved in the supervision
of teacher aides?

1. teacher

2. principal

3. central office staff, (position)
4. superintendent

5. others, (specify) (position)

What methods in your school are used for orientation of the
teacher a1de?

welcome meeting by building principal

participation in regular orientation week with teachers
welcome by superintendent or assistant superintendent
orientation by department chairman or head teacher

IJJJH
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D. What pre-service programs in your school are used for training
teacher aides?

teacher aide workshops

initial series of meetings by principal
written guides given to teacher aides
college courses

lectures by specialists

others, (specify)

AL

E. What in-service programs in your school are used for training
teacher aides?

1. teachers conduct on-the-job training
2. weekly planning periods
3. periodic central office training for all aides
4., written guides given to teacher aides
5. college courses
. 6. Tlectures by specialists
7. other, (specify)

VIII. RELATIONSHIPS

A. Are the relationships in which a teacher aide is involved
described by a written statement? :

yes
no

B. With whom will the teacher aides in your school come in contact?
(give the number of aides that come in contact with the
following individuals)

NUMBER OF AIDES

1. teachers
2. pupils
3. principal
4. superintendent
5. parent
6. school poard
7. community
8. other, (specify)

C. Is the individual to whom the teacher aide is directly
responsible determined by a written statement?

L
__no
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D. To whom will the teacher aide be directly responsible in your
school? (give the number of aides that will be directly
responsible to the following individuals)

NUMBER OF AIDES
teacher
principal :
assistant principal
department head
central office personnel
superintendent
other, (specify)

L

——
B

IX. LEGAL

A. Are the legal aspects of the teacher aide program of your
school included in a written policy?

: _yes
no

B. What constitutes the legal basis for establishing the
teacher aide program in your school?

written policies of the local board

guidelines from State Department

unwritten local policies (administrative or school
board)

other, (Specify)

C. What payment period and salary base does your school use in
paying the teacher aides?
AMOUNT NUMBER OF AIDES
hourly
monthly
yearly
. daily
. other, (specify)

L
11
I

D. What sources do you use in securing funds for the teacher

‘ aides in your school? ' : '
: , NUMBER OF AIDES

State
Federal ESEA, Title I
Federal ESEA, Title III
Federal OEQ
Local
Foundations
Combination of funds,

L

[T
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E. What job benefits are available to the teacher aides in vour
school? ’

1. a contract of employment

2. retirement

group insurance
4, Tleave of absence
5. tenure
6. other, (specify)

F. To what professional organizations do the teacher aides in your
school belong?
NUMBER OF AIDES

1. local teacher organization
a. associate member
b. active member
2. local teacher aide organization
3. regional or state teacher aide
organization- o
4. others, (specify)
G. Do teacher aides discipline children in your school?
yes
no

If yes, what source of authority forms the basis for this
discipline?

local policy
administrative provision
state law or policy

others, (specify)

H. For what reasons can a teacher aide be dismissed in your school?

non-performance of duty

immoral conduct

unethical conduct

inrsubordination

inadequate skills

uncooperative attitudes toward others: teacher,

children, parents
. others, zspecify}

'~4 loJuJ¢JanJ-a

X. EVALUATION

A. Are the procedures for evaluating teacher aides in your school
governed by a written statement?

___yes
no
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B. What personnel in your school are involved in the evaluation
of the teacher aide?

teacher
principal
assistant principal or department chairman
superintendent or assistant superintendent

central office personnel, (position)
others, (specify) -

L

C. What criteria are used in the evaluation of teacher aides in
your school? (ctieck those that apply)

ability to get along with pupils

ability of working in harmony with others
moral character

personal appearance

ability to perform different clerical tasks
ability to plan work with others

no periodic evaluation given

ability to carry out directions

ability to supervise pupils

ability in simple instructional methods
others, (specify)

S

D. When are teacher aides evaluated in your school?

1. continuing process
weekly evaluation
monthly evaluation
yearly evaluation
others, (specify)

1. teacher aide, teacher assistant,
teacher associate, teacher intern
2. others, (specify)

1

F. Do teacher aides know how and by whom they are to be evaluated?

—JEs
no

6



