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A system that can be maintained or updated with the minimum

cost and effort and allows the users Lo enjoy the advantages

of modern information systems.

The manual system contains much that would be applicable and transferrable

to a modern responsive inlormtlon syst.em. However, for the reasons stated

above, the rnnual system should Je considered ror int,,,rim use only, to bc

replaced as soon as possible by one or lh- rystems set forth in the "three

alternatives," a paper scparately prepared and delivered to WOE.

This study was conductad under the overall supe,vision of Dr. Leonard

A. Lecht, Director of the Center for Priority Analy: is. are Eatland,

Deputy Director of the Center, provided many valuable insights during the

preparation of the final report.

The authors wish to thank Mrs. Iris Garfield and Mr. Bill Smith and

others in U30 whose cooperation and thoughtful comnents facilitated the

conduct of this study.

44u-e-er
Arnold Kot%.'
Principal Investigator
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I. Foreword



F oreword

E!-IAP Users Vanua].

The 1:::!1,P Users 1.:7tnu-0. descr-Ibes a pfcliminary information classification

system focu:.in- qm.nt!tt.ive eduoatiosal 1-:!r:7onnel descriptions, developed

as a product of Lhe j): .L tkiv-atia.! E.2.npower Project being con-

durted by the I L.nnin Association (EPA) 'or the U. S. Office of

Education. A m'::.»- t;bjec:;ive of this systtm is to provide staff members of

WOE with a catalog of da,a and studies availabl- or use In policy planning,
decision risking, program monitoring and other acti ities necessary to the

prow" -ion of services for the improvement of educational personnel through-

out the United States.

Many new demands and programs arc being placed upon the educational
establishment by Congress, local legislators and the public. Programs such

as those for raising the level of performance of tie disadvantaged, for

racial balance, for the handicapped, for the preschool child, for drug con-

trol, and for the environment, all require respns;ve actions by school lead-

ership, teachers and support personnel. Additional burdens are thrown upon

school personnel in an environment in which bud[-,et-3 are limited and acceler-

ated change in multiple fields of human endeavor atTect the children's value

systems, their discipline, their motivation, and their work performance. In

this environment, WOE required sharp focus upon information sources concern-
ing the education professions that could display relevant data and rosearches

completed on educational personnel. The latter rearesent a major and highly

important component of the input resources into the educational process which

is most important in determining the manner in which all educational resources
and institutions respond to the needs of target populations.

The structural make-up of the educational system in the United States
complicates the problem of information collection and analysis. As of 1971,

there were over 17,00') school districts throughout the country in fifty U.S.
states and their counties and a total public and nonpublic kindergarten,
elementary and secondary enrollment of 51,000,000.1/ There has been a tre-

mendous outpouring of information on all phases of education. In the United

States alone, there are 50,000 documents and 14,000 journal articles covering
researches and reports of all types released annuelly.3./

1/ U.S. Department of Commerce, National Bureau of Standards, U.S. Metrth
Study, July, 1971, Appendix IV, p. 111.

Burchinal, Lee G., "ERIC, the National Education Documentation Retrieval
System of the United States", )2ulletin No. 17C of the International Bureau
of Education, MSC:), Paris, 1971.



Charting logical pathways through this mountain of educational material is
therefore a prime objective of EI4AP if potential users are to be aided in
keepini; current with significant studies containing pertinent quantitative
information on educational personnel.. Ouch materials should help them an-

swer such questions as: That are the trajor issues in the educational pro-

fessions today? Who are the educational 2rsonnel? What motivates indi-
viduals to ocrve as educational personnel? Who trains them? Where? How?

How Lany? Are there any f;uidelines used to ensure that the right individuals/

numbers are beinG trained? For what educational areas/skills/responsbilitics?
Who does their hiring? When they are hired, do they undergo any training?
Who assigns them? How? How could they best be assigned? When assigned, do
they perform their assigned functions efficiently? Who ensures this objective?
What types of factors affect their performance? Who rates them on their per-
formance? How? If they are not performing, what types of training should be

given to them? What factors cause teachers to leave education? If they leave
education,whcre do they go? What factors make them return?

These are but a few of the myriad of questions that face the managers of
personnel development programs if they are to provide services which are
geared to the needs of educational manpower all over the country. The selec-
tion of initial areas of search for the identification of data and data stud-
ies was geared to expressed management needs of personnel of the Bureau of
Educational Personnel Development in the U.S. Office of Education in terms of
important issues and high priority areas of concern. In addition, a review
of Congressional hearings and of current literature suggested high priority
concerns. Major Federal, state and local programs, planned educational per-
sonnel development programs and their data needs suggested other issues.
From this analysis, thirty major categories were selected as most significant
for the education personnel information sources classification system.

Areas such as early childhood education, teacher negotiations and unions,
training, education of the disadvantaged, use of paraprofessionals in education,
civil rights and school staff racial balance, personnel career patterns, innova-
tion and experimentation, educational leadership, public and teacher attitudes
towards education are some examples of concerns expressed by the OE program

managers as vital to design and planning of responsive programs. A list of the
30 categories appears on p. 7. The search for relevant materials was further
guided by the distinction between qualitative and quantitative characteristics
of the reports with priority of choice given to researches and studies that
present analyses backed by substantial research findings. Evaluation reports
for example, that contain statements,"the early childhood education program
raised the participant's reading level by an overall improvement of 25% in
their Iowa 71cading Test Scores and was judged as successful by 95% of the prin-
cipals and teachers in whose schools the program was introduced' would be pre-
ferably chosen over reports that merely state, "the early childhood education
program was judged as successful by the participants': or such similar qualita-
tive authors' opinions. This focus on relevant studies containing quantitative
information and research data was expressed as a prime need of USOE. However,
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some studies with no relevant research statistics were included provided
these show trends, discuss timely issues, or serve as valuable secondary
sources of educational research data. At this point, it should be noted
that EYAP is the first cut at an endeavor showing how salient information
studies on educational manpower ct)uld be identified and pinpointed as po-
tential sources of program trend :11formation.

The description that follows sets forth a vinual systcm resulting froa
a first cut feasibility :tudy to determine the value of establishing an
educational personnel information sources rysteg on a manual basis. Another
task required suggesting alternative ways for maintaining and updating the
system, including the feasibility of computerizing the information system.
The tremendous volume of documents and journal articles both existing on
educational manpower and forthcoming annually, tmde it apparent that a manual
system would not be adequate to tweet the needs of the U.S. Office of Education.
NPA's findings, elsewhere reported, and called to USOE's attention, leads to
the firm conclusion that, the existing magnitude and annual volume of data re-
quires the development of a computerized system cf data collection facilitating
the efficient retrieval and storage of educational manpower statistics needed
by the U.S. Office of Education for planning and programming purposes.

An automatic data processing system for storage and retrieval will best
accomplish the objectives of EMU which are to achieve:

A system that is specially geared to guide the users in
searching significant data sources which will be helpful
in decision making and the planning, programming and
administering of educational personnel development programs.

A system that will identify data availabilities, current
and prospective, and will facilitate analysis and display
of the data and which will permit a reliable gauge of the
directions, quality and significance of past, on-going and
future studies of educational manpower in relation to needs.

Development of techniques that allow its users to search
existing systems and cull material for the charting of
new avenues for research and coordination of manpower re-
search efforts throughout the country.

A system that draws upon the best features of established
systems (such as those of NOES, Belmont, ERIC) and tailors
these to the needs of the users without being constrained by
standard, established or conventional library or information
systems or practices, and by building upon them rather than
duplicating them.



A system that can be maintained or updated with the minimum
cost and effort, and allows Lhe users to enjoy the advantages
of modern information systems.

The manual system contains much that would be applicable and transferrable
to a modern re:Tonsive information system. However, for the reasons stated
above, the manual system should be considered f:sr interim use only, to be re-
placed as soon as possible by one of the, fwstems set forth in the "three
alternatives': a paper separately prepared and delivered to WOE.

Arnold Kotz
Principal Investigator
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Criteria fo ct:ion of E11AP i;ntrcs

'.1!;

t; 7.: :1 ` I,. ..h: I vr 1'1
1%;ll::(211L.

:`,11-)U1: i II 1) f: ".i and.
1.!..);1 0:

/t)..i to.; 1 1.; . ; r:

I "1 :;;;:rvir;.!. ()the,:
. " Y. 1.. c 21 is 1")111(1 :

Adm-. 11 !:: 'C:

School Administrators
Suueri ntcndeni,s

Principals
Other

Department Heads
Education v'1 Planners

Instructional Staff _

Techers (all types)
Paraprofessionals
Other

Punil Personnel Services

Guidance Personnel or Coun.:clors
Health Personnel or 1.Torkers
Social Work Personnel

School Psychological Personnel
Speech and Hearing Specialists
Speech Pa.thology Personnel

Other Personnel

1.1

Supervisors
Curriculum Designers
New Professionals
Teacher Trainers
Educational Special t s

Consultants
Media Specialists

Partpcofessionals
Educa Personn,!1

Pros' fe-q i onals

Professional Personnel
Mucation Students

The inclusion of the groups under each mli n type of staff is open to (As-
cussions, for instance, classifying paraporfessionals under instructional
staff when they also may perform non-instruetIonal support duties in theclassroom. Paraprofessionals are therefore also shown under other personnel.
Some general terms lacking precision. such as, "Educational Personnel" and
"Professional Persons" were used to reflect descriptors used in the current
literature.
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the educational process

and develtm:cnt of 1:::1.AP are concerwid with educational

ei-a...ntar:: and ncoonkLvj public and private
ILtico.

1) :,ov: rtceno::, and (3)
n--)ri.i.az,:ri, an ad,' "na.I_ (., tcai s e(1, rin me:1 y,

a t,h,' i nel 11, 1 on of ra.1,-ri throu!:h
nc futx,r0 Ly z.!:; of concern in
,, A nnendix I). '.11In rr.) 1 ; on educat 7 en-t1 i)rsonnel is
nncr:rrtandin that the u) i mate purpx en aft: end pro-

1,=nce of the pupil:; who are the tarGet populations of

There are an inWal 30 priority areas of concern in E?IAP, called
CATEGORY AREAS. The Cl tegory Area titles are designed to show the educational
personnel croup itself (ex., CA 020, Pupil Personnel Services); a standard
practice or c u'rent is-uc in personnel de velop::.en (ex., CA O( , Perfornanee);
and an educaonal pro:ram area showing education' 1. personnel developaent activ-
ities (cx., Ck 016, Early Childhood Education). The categorl,,:s were selected
to be responvive to management needs of the U.S. Office of Lducation and are
not necessarily mutually exclusive.

A list of the Category Areas follows with their assigned three-digit
accession numbers, 001 through n. Thus the second abst::act in the third
category area, supply and derand, would have CA 003 002 as its accession
number. Scope notes (SN) are provided to delineate each Category Area.
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E11A1' CATEGORY AREA6

CA 001 Recruitment

CA 002 Selection

CA 003 Supply and Demand

CA 00h Accreditation/Certification

CA 005 Utilization/Staffing

CA 006 Performance

CA 007 Training, Preservice

CA 008 Training, Inservice

CA 009 Working Conditions, Earnings, Incentives, Fringe Benefits

,1

CA 010 Career Patterns

CA 011 Support Professional Roles

CA G12 Civil Rights

CA 013 Education of the Disadvantaged

CA 014 Vocational Education

CA 015 Bilingual Education

CA 016 Early Childhood EZacation

CA 017 Educational Leadership

CA 018 Paraprofessionals

CA 019 Instructional Areas

CA 020 Pupil Personnel Services

CA 021 Special Education

CA 022 Public and Teacher Attitudes Towards Education

CA 023 Teacher Associations/Unions

CA 024 Legislation

CA 025 Teacher Characteristics

CA 026 Educational Technology

CA 027 Future Societal Needs/Trends/Plans

CA 028 Major Discipline Issues

CA 029 Community Relations



EMAP Category Areas and Their Scope Notes

-A OOi Recruitment

SN Trends and prvetices in the efCorts of school systems to make
available job opensng information to individuals through edu-
cational institutions, training sources, and other pertinent
channels, to encourage the best qualiCied of these individuals
to enter the school systems.

CA 002 Selection

SN Standards and practices involved in educational personnel hiring;
trees of criteria set by school personnel administrators in the
selection of teachers and other educational personnel.

CA 003 Supply and Demand

SN Indicators of personnel availability for ( mployment (number
currently employed and number available for future employment)
and indicators of the number needed to fill job openings aris-
ing from normal employment growth and replacement needs (retire-
ment, death, etc.).

CA oolt Accreditation/Certification

Accreditation
SN The type of recognition (e.g. professional, regional, or state)

held by an educational institution (e.g. a public school system,
a secondary school, etc.) granting credits earned by staff mem-
bers for certification purposes.

Certification
SN The general process by which the state (or an agency or organi-

zation authorized by the sZ.ste) provides a credential (certifi-
cate or license) to an individual authorizing him to perform
services for the educational system.

CA 005 Utilization/Differentiated Staffing

Utilization
SN Strategies in the assignment of teacher resources and other per-

sonnel with the objective of achieving the most efficient per-
formance for the best pupil learning outcomes.

Differentiated Staffing
SN A division and extension of the role of the teacher through the

creation of a hierarchy with job responsibilities that are com-
mensurate with the range of pay. Its principal objective is to
place superior teaching talent at the disposal of more students
and to offer superior teachers full professional careers as
classroom teachers.



CA 006 Performance

Measuremnt of educational nersonnel accountabjlity in the
achievent o fin-.1 educational objc:tstives and output3 such as
teacher on pupil learnin or pupil nersonnelPt:LCf
contrjbuLion to the uprovement. of IwItruction, or contribution
of vocation 1.1 education to pupil plac-ment in jobs or related
job3 for whjeh trained.

CA 007 TraininG, 1'1'c:service

SN Includes systematized activities promoted, directed or approved
by a school system or school that contribute to the professional
or occupational growth and competence of educational personnel
prior to their time of service in the :school system or school.
Among these activities are: workshops, institutes, conferences,
lectures, demonstrations, staff meetings, school visits, courses
for college credit, sabbatical and tmel leaves.

CA 008 Training, Inservice

SN Includes systematized activities promoted, directed or approved
by a school system or school that contribute to the professional
or occupational growth and competence of educational personnel
prior to their time of service in the school system or school.
Among these activities are: workshops, institutes, conferences,
lectures, demonstrations, staff meetings, school visits, courses
for college credit, sabbatical c.-d travel leaves.

CA 009 Working Conditions, Earnings, Incentives, Fringe Benefits

SN Includes regular personnel salaries, salary schedules and other
remunerative allowances; may include types of income from sources
other than eucational employment of the personnel groups con-
cerned, also trends and practices of school systems for recogniz-
ing and compensating school personnel meritous performance; in-
cludes provisions for the encouragement of personnel seeking and
engaging in professional growth.

CA 010 Career Patterns

SN Descriptions of personnel employment profiles and standard pro-
cedures involved in the administration of personnel such as
tenure, turnover, mobility, termination and dismissal.

CA 011 Support Professional Roles

SN Includes staff Lathers providing services supporting instruction
such as supervisors, educational specialists, and media specialists.



CA 012 C; Aril Eic11t2

inwilved 3n the ;whieverPn:. of racial balance and
inte(-ra:;on lac ::o12oD1 ;,afet-mtfClinr of com:ti-
lut,l'_,mA (.jIleatP)n.1.1 particuP.rly fxming
up'm Lhe f:Latus min)rity teachers
anl pro;:10:;

CA OL3 ducat. ,n ,-)f the Di::auvantacgd

SN Starr me:abe:'s in programs-providing sc:rvices to 'Individuals
identified as suffering from ecolt)mie, intellectual, cultural
and social handicaps, i.e.,as members of families receiving
incomes below poverty levels, minority groups, low intelligence,
etc.

CA 014 Vocatlonal Education

SN Occupational skill training, i.e.lthe educational content and
process through which one learns to become a competent worker;
includes educational personnel in voectional education program
offerings such as agriculture, office occupations, trade and
industrial occupations, technical occupations, gainful home
economics and health and distributive occupations.

CA 015 Bilingual Education

SN Personnel in programs geared to the provision of instructional
services that bridge cultural and language gaps between minority
groups and the larger society, i.e.,the personnel skilled in
bilingual education methods such as using minority groupsIlczn-
guages as well as the regular medium of instruction within the
school program.

CA 016 Early Childhood Education

SN Staff members in charge of educational experiences provided by
the school at the preprimary and primary levels, i.e.,training,
types of personnel needed for innovative services and programs.

CA 0l'( Educational Leadership

SN Personnel groups charged with responsibilities of administrative
and evaluative services within the school system and the creation
of healthy climates of change within the system. Includes school
superintendents and principals.

CA 018 Paraprofessionals

SN Staff members performing assigned activities of a teaching or
nonteaching nature which are not classified as fully professional
duties but which assist a staff member to perform professional
educational teaching or other professional educational assignments.

- 10 -
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CA 019 Instructional Areas

SN Includes new jnstructimal fields of priority interest in such
areas vx, environmental health jnstruction and new career programs;
also the fields of Ilst,?.aeLIon In reL;ular academic prL,;rams,
such as mthematics and the social and life sciences.

CA 020 Pupil Personnel Services

SN Educational personnel charged with the. provision of services such
as guidance services, health services, school psychological ser-
vices, audioloL:y services, speech pathology, and school social
work services which are concerned with the total welfare of pupils.
Some of these personnel groups arc: guidance counselors, speech
and hearing specialists, school psychologists, social workers and
health workers.

CA 021 Special Education

SN The provision of services which are different from or in addition
to those provided in the usual school program and are provided for
exceptional pupils by specially qualified personnel. Exceptional
children are identified as such on the basis of (a) physical han-
dicap, (b) emotional and/or social handicap, and (e) measurable
exceptionality in some mental ability, i.e.)mentally gifted and
mentally retarded. Some exceptional children may have more than
one type of exceptionality. Special education may be provided in
special classes on a full-time or part-time basis, outside thp
,schoql plant or in other appropriate settings.

CA 022 Public and Teacher Attitudes Towards Education

SN Opinion levels of the public and teaching personnel regarding the
entire range of education, its policies, standards, practices,
programs and personnel.

CA 023 Teacher Associations/Unions

SN Formal groups organized expressly by teaching personnel for the
improvement of education and their employment conditions. In-
cludes analyses of working conditions, professional status of
teachers, other relevant issues in teacher union-school board
negotiations.

CA 024 Legislation

SN Laws and regulations passed by Federal, state and local legisla-
ture and boards affecting educational personnel development and
employment.

11



CA 025 Teacher Characteristics

SN Personnel descriptions useful for administration and evaluation

purposes such as educational preparat,on, experience, certifica-

tion status, type of assignment, teaching load, mrital status,

age and sex. .

CA 026 Educational Technology

SN Impact of new technological developments on education; personnel

specializing in providing services using these technologies in the
classroom such as television teachers and those skilled in computer-

assisted instruction.

CA 027 Future Societal Needs/Trends

SN Includes planning and research with respect to future develop-
ments in education affecting educational personnel such as future

plans and priorities of education in the 1980's or the year 2000,

the new programs/approaches of education and the types of personnel,

facilities and equipment needed to implement these plans.

CA 028 Major Discipline Issues

SN Assessment of the types of disciplinary practices and classroom
control; the role of administrators in maintaining discipline;
problems and methods in the maintenance of effective discipline.

CA 029 Community Relations

SN Interpersonal relations between educational personnel groups and
the community; identification of more effective channels of com-
munication and cooperation for the improvement of the educational

system; community control.

CA 030 Innovation/'Experimentation

SN Educational innovations and experiments are collected c , 'scribed

in the abstracts Gathered together under this category, .,,th par-
ticular note being made of the role of educational personnel re-

lated thereto. Also concerned with the dissemination of results
and the introduction of change into educational systems and processes.

-12 -
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III. Instructions to ]MAP



EMAP in its initial form has been designed as a manual system.
It provides three indexes to guide the user into the system, i.e.)
subAfft, anthor/insiitAtion, and title, the last two in card file
fonn. Its abstracts also in card fonn, are numerically filed by
Category Area and are available for browsing in folders. This
latter feature pennits ready access to summaries of operating and
research reports grouped by areas of major pr(grtm interest.

1tAP's Browsing Feature

This feature is presented as a shortcut or time saving device for
the user as a first seep into EJAP.

Instructions:

1. Proceed to the abstract file and check the Category Area
File Tabs. Determine the area of your interest and pull
out all the abstracts filed under that area. See instruc
tions for reading the abstracts and codes, p.14 20.

2. For searching other material that may contain relevant in
formation but that has been assigned to other areas as its
major focus, check the coordinated Subject Index. For using
this index, see instructions, p.21.

The EUAP Accession Number

All MAP abstracts carry two sets of accession numbers. As each
material or educational report meets the set criteria for inclusion in
}1AP, it is assigned a sequential number indicating its order of inclu
sion in EUIP, and a sixdigit category area number: The first three
digits for indicating category area and the last three digits for the
sequential order of their inclusion into the category area. See Figure 1.

Figure 1. The EMAP Accession Number

Sequential Number Category Area Number

100

100th abstract
In MAP

CA 021

1
1 057

1
Category Special 57th abstract in
Area Education the category area

"Special Education"



The OUP Abstract

All materials inclueo.d in 1.1A1' app.v.r on ildividnaI abstracts. Each

abstract or resumi: offers the se informations

An accession number showin the

classificotion of the iinIterial

by its sequential ordur of In
clusion into 1:.U0' and by it ;.

type of focus upon educatiwal
personnel by major category area

A. statistical format which pre
dents the types of quantitative
:mfonmation available on the
oducational personnel group un
der focus.

A brief summary of the report's
objectives, scope, methodology,
and significant highlights.

An evaluation of the material's
scope, methodology, significance,
and recency.

A section identifying the mate
rial and indicating where a copy
of the document may be obtained.

(See following attached form and
instructions for reading the
abstract codes, page 18.)
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The EMAP Abstract Card Codes

Codes for each type of personnel group and its accnpanying statistical
information were developed for the statistical format on the EMAP Category
Area Entry Form, for considerations of apace, brevity, and abstracting speed.
Where possible the most popularly used abbreviations were chosen to designate
included terms or in most casesIthe first one of two letters of the terms
were used. The codes ore presented consecutively by each column of the for-mat. See Figure 2.

Figure 2.

EMAP Category Entry Form
Statistical Format

Educational Personnel Statistics
(1)

Group
--7M
Subject

(3)
Ed.Level

(1-1)

Ty ye of

Data

(5)
Axea

(6)

Tine
Period

(I)
Table

.*

(c)",

Pass:

.

.

.

.

.

.

.
.

.

.

Column 1 "Group" - The educational personnel group referred to in the
abstracted report

Column 2 "Subject" - A short description or a further clarification
of the statistics available for the above group

Column 3 "Educational Level" - A classification of the statistics by
education level such as nursery, kin-
dergarten, elementary, or secondary

Column 4 "Type of Data" - Characteristics of the statistics in terms of
the form of prescntation, i.e. whether these be
actual frequency counts from a population or a
sample survey, orporportions, percentages "
ratios

Column 5 "Area" - Type of geographic coverage,vbether these be national,
state or local statistics

Column 6 "Time Period" - The date of the data collection

Column 7 "Table" - Numbers of the tables in the report containing the statistics

Column 8 "Page" - Pages in the report containing the statistics
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Column Term Code Tenn Code

Local School L Sch Nevada NevU S Census Bureau Alabama Alu New Hampshire N II
Standard Abbreviations Alaska Alus New Jersey N J
with some exceptions Arizona Ariz New Mexico N M

Arkansas Ark New York N Y
California Cu North Caroliffa N C
Colorado Colo North Dakota N D
Connecticut Conn Ohio Oh
Delaware Del Oklahoma Okl
Florida Fla Oregon Ore
Georgia Ga Pennsylvania Pa
Hawaii Ha Rhode Island R I
Idaho Id South Carolina S C
Illinois Ill South Dakota S D
Indiana Ind Texas Texas
Iowa Iowa Tennessee Tenn
Kansas 'cans Utai.. Uh
Kentucky Kj Vermont Vt
Louisiana La Virginia Va
Maine Me Washington Wash
Maryland Md West Virginia W Va
Massachusetts Mass Wisconsin Wis

--------1.------------AA0-----iin
/----------Y-----V°
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The IMP Indexing System

The Subject Index _

The 3::,:Ar index 'vas designed to provide as much information as possible

on each abstract included and to alloy cross-indexing between the category

areas and educational personnel groups. The index in its present form is

a catalog of all included materials and studies showing each entry by seven

to eight descriptors. See Appendix 3

The choice between a card file subject index or a catalog format was

decided in favor of the latter since it yields the following advantages:

--serves as a master list of all catalog materials and yields

a running count of the total current number of materials

within the file
--shows all studies by type of educational personnel

--shows all studies classified by category areas, subcategories,

and additional key words (for further discussion see p.26 )

--shows all studies by type of geographic coverage, i.e/national,

state and local
--shows all studies by educational level
--shows studies by program and instructional area
--shows the type of each of the studies, i.e.jevaluatiou, survey,

guide
--shows the date of the data within each of the studies

--allows the user to browse through the index and combine several

descriptors and narrow down the choice of materials related to

his search. For example, by checking across a page of the index,*

the user can select all national surveys on teachers of the dis-

advantaged containing data not earlier than 1967.

1141AP Subject Index Summary

Recognizing that the above - mentioned type of search may be-tedious

since the user may have to check the whole index log, a summary of the

cross-indexing by type of personnel crossed against the category areas

and key words is provided. This summary appears together with the

Coordinated Subject Index and classifies on the right side, all abstracts

showing data by type of personnel group in alphabetical order -- teachers,

administrators, supervisors, paraprofessionals. etc. On the left side,

abstracts are classified by category area in numerical order. For

purposes of clarification, the abstract numbers listed on the left side

of the index are further classified by major focus studies, minor focus

studies, and studies with other relevant information. To exemplify

this classification system with regard to recruitment, major focus stud-

ies would zero in on recruitment, minor focus studies would contain

substantial information on recruitment, although they would focus pri-

marily on other subject, i.e.)selection with related information on

recruitment techniques. Only accession numbers appear in this summary.
Numbers that match across both sides of the index summary contain in-

formation on both the personnel group and the category area classification.

See Appendix 2.



Sample Searches

Search A Guidance Counselor Preparation and Training

1. Check guidance counselors under Guid_C on the left side of the Subject
Index Sulu:nary,

2. Check Tr,iniTri_preserviee, and Training_, inservice on the right
si de of the Sum.uary,

3. Note the numbers canmon to both sides of the Subject Index Summary
under each of the above tenns. Nwners that are camnon to both
sides of the index will always be relevant to the particular search.
Nuubers that appear only on one side or another may or may not be
relevant,

4. Use these numbers to find the materials in the abstract file.

Search B Training of Guidance Counselors, national studies only, data
not earlier than 1967

1. Use the sequential number of the accession numbers noted down in
Search A to check the descriptprs of these materials on the Coordin
ated Subject Index. Scan the "geographic areahand the "date of
data" columns,

2. Eliminate the accession numbers of materials that do not answer the
criteria of Search B.

3. Proceed to the Abstract File and use the remaining accession numbers
to find the desired abstracts.
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The l.MitP Title Index

Figure 3

Sample Title Index Entry

Sequential
Nuiube

242

OCCUPATIONAL MANPOIMI.

TRAINING NEEDS

CA 003 002

Title of
/Document

Category
//Area Number

Rules for the Title Index

Titles beginning with articles such as "The", "A", "An" are filed
alphabetically according to the first major word in the title immedi
ately following the article

"The Performance Contract in Gary" is filed under P for "Performance"

"A Study of Head Start" is filed under S for "Study"

2. Articles within titles are considered in alphabetization

"A Study in Child Care" precedes "A Study of Head Start"

3. Prepositions are assigned equal weight in alphabetization

"To meet the Challenge of the Handicapped Child" would be filed under T

4. Titles beginning with numbers unless these are specifically spelled out
are filed alphabetically according to the first word immediately follow
ing the number

"1968-1969 Annual Report" would be filed under A for "Annual"

"One hundred and twentyeighth Annual Report" would be filed under p
for "One"



5. Orranizational titles such us API', NUA or other similar abbreviations

and anvp;ram:; arc filed alphabeticall) as spelled-out titles

"APT NEW for Differentiated Staffing;" would b! filed under A,with

suecoedinr letter:; in the title "AWerican Federation of Teachers" used

accordinfOy In the alphobetization.

The Author/Institution Indek

Figure 4

Sample Author/Institution Index Entry

Author[

Institu-
tion

Sequential
Number

242

Bureau of Labor Statistics

Occupational Manpower Training Needs

Title of
Document

CA 003 002

Rules for the Index

Category
Area

1/Number

1. Materials are filed by author's surname and subsequently by his first
and second names if needed.

2. Institutional Titles beginning with articles such as "The" are filed
alphabetically according to the first major word in the title immediately

following the article.

"The National Association of Secondary School Principals" would be filed
under N for "National",

3. Agencies considered part of larger organizations are filed by their title
and secondarily, by the larger organization,

"ERS Reporter, American Association of School Administration" would be
filed under E for ISIS and subsequently by the other letters in the agency

name,



4. Authors connected with organizations, colleges and universities are
indexed according to their iiwnes followed by their university or
assoc iatic n.

5. State depc.rtment or annual reports attributing authorship to super
intendents are filed under the name of the state department.

6. To deal with variaAons in organizational title such as New York State
University or University of the State of New Yorklall material carrying
this authorship would be indexed wider "State University of New York"
or under S.

7. Agencies under the Office of Education are filed under OE and alpha
betized by bureau or agency except LACES which is filed under N,

8. Documents from the Senate and House of Representatives, mostly com
mittee reportsiare filed under "U.S. Congress" and alphabetized by
Committee title.



IMAP Categories, Subcategories and Keywords

The choice of standard, useful index entries for the MAP Coordinated
Subject Index Log (see Colunn "category, subcategory, Ivy word" Appendix 2)
involved considerations. Eur instance, problems in the standardization of
educational terminology have still to he resolved at the current time as
can be noted in the increasing limber of materials developed in .this area.
Various groups have attempted to achieve both uniformity in educational
terminology and indexing utility; however, the need still exists for an
inclusive, up-to-date source on standard educational manpower terminology
in line with EMAP's objectives. In this respect, 12IAP draws from available
sources such as OE handbooks of educational terminology, other major infor-
mation indexing systems, the growing body of general manpower terminologies
and educational litereture to help delineate the scope of the category areas
and afford the user a sharper focus on IMAP information.

To derive a hierarchical classification and description of the material
contents appearing on each abstract entry for inclusion into EMAP, each ma-
terial is indexed by category area and Ty sub-categories in the subject column
of the EllikP Coordinated Index Log.

Efforts were exerted to achieve brevity and uniformity in describing
the contents of the selected reports and studies by using the following
developed list which was accordingly expanded when new material undergoing
indexing could not be described by the existing categories or subcategories.

,CA 001 Recruitment

Trends
Practices
Standards
Sources
Policies

CA 002 Selection

Trends
Standards
Practices
Policies

CA 003 Supply and Demand

Components (elements of ,,,nnly and demand, i.e.,
new teachers, number for replacement and
new hires)

By geographic area (national, regional, etc.)
By instructional field (mathematics, vocational
education)
By type of personnel (teachers, pupil personnel
staff)

1

By educational level (elementary, secondary, etc.)



CA 004 Accreditation/Certification

Standards/requirements
Status
Eligibility
Personnel classification
Trends

CA 005 Utilization/Differentiatc;(1 Staffing

Trends
Practices
Staffing model programs
Impact
Status

CA 006 Performance

By type of educational personnel
By educational level/program area

Trends in measurements
Model programs

Student performance
Educational outcomes

CA 007. Training, Preservice

By type of personnel
New programs/innovations
By type of skill/proficiency

Costs
Issues
Methods
Needs

Instructional area

CA 008 Training, Inservice

By type of personnel
New programs/innovations
By type of instructional area
By type of skill/proficiency

Costs
Issues
Methods
Needs

CA 009 Earnings

By instructional area
By geographic area
By type of personnel
Salary schedules
Salary levels
Merit pay

Earnings from other om-invmanf.



CA 010 Career Patterns

Mobility
Tenure
Turnover
Promotion
Other components

CA 011 Support Professional Holes

Supervisors
Curriculum designers
Media specialists

Training

Roles/new responsibilities
New professionals
Status

CA 012 Civil Rights

Racial balance
Racial integration

Personnel characteristics by race
Racial discrimination

Historical development /trends
Classroom climate

CA 013 Education of the Disadvantaged

Educational personnel
By type of disadvantage'

Training and selecn of personnel
Programs/innovations
Issues
Problems

Programs/personnel needs

CA 014 Vocational Education

Types of personnel
By type of instructional area (agriculture,

distributive education, etc.)
New programs/innovations
Issues
Problems

Educational level
Training
Planning

Supply and demand



CA 015 Bilingual Education

Educational personnel
By type of minority group

Progrumsbnnovations
Training
Status
Educational level
General coverage

CA 016 Early Childhood Ldncation

Type of personnel

Progrwns/approaches (Head Start, etc.)
Educational level (nursery/icindergarten, etc.)

Personnel needs (supply and demand)
Program needs/costs
Status
Trendb
Training

CA 017 Educational Leadership

Administration
Administrative personnel

School superintendents
Principals
Assistant principals
Department heads

Administrative qualifications
Administrative characteristics
Administrative background
Administrative leadership
Administrative attitudes
Administrative costs

Decision-making patterns
Evaluation
Selection and retention
Status

CA 018 Paraprofessionals

By types of paraprofessionals
Career ladder concepts
Recruitment
Selection
Training
Sources
Status
Earnings
Role/dutiee

Utilization by educational level



CA 019

Environmental health teachers
Other environmental health personnel

By type of program
By educational 10101

Other educational progrNms
Natural science
Social science
Humanities and languages

CA 020 Pupil Personnel Services

Type of personnel
By educational service responsibility
By educational level
In new programs/innovations

Training
Status
Expansion of services

CA 021 Special Education

Educational personnel
By type of program
By educational level

Training
New progrwns/innovations
Utilization
Status

CA 022 Public and Teacher Attitude

By types of attitudes
By types of population
By types of educational personnel
By geographic area
By time pericd

CA 023 Teacher Associations/Unions

Membership
Negotiation issues
Negotiation activities
Teacher strikes
Work stoppages
Policies/Union activities
Leadership

30



CA 024 Legislation

Laws and regulations
Affecting school personnel
By type of personnel
By type of program/area
By educational level
By geographic area
New and proposed legislation

CA 025 Teacher Characteristics

General coverage
Types of educational personnel byi

Educational preparation
Experience
Certification status
Type of assignment
Teaching load
Marital status
Age
Sex
Earnings

Trends

CA 026 Educational Technology

Programs
Educational personnel

Television teachers
Computerassisted instruction
Utilization
New developments

CA 027 Future Societal Needs/Trends

Trends
Educational planning

By instructional field
By level
By type of program
By type of target population

Conceptual developments
Educational issues

CA 028 Major Discipline Issues

Discipline
Trends
Practices
Community attitudes
School attitudes

Teacher behavior
Pupil behavior
Classroom control

/



CA 029 Community Relations

Type of institutions/groups
Type of services rendered
Trends
Practices

Cooperation 1 evA s (between school community)

CA 030 Innovation/ Expc ri rac ritat fon

Innovations
Experiments
Educational change

Change agents
Acceptance of change
Issues in change
Processes of change



VI. Appendices



Appcndix J

GUIDELli FOR ABS1PACTOn

Choice of Itcrialf: for Inclu,.!)n Into thr. rs..,o, Catalm,

1. The materials !:hou d inclae num'eric.0 data formats (tables, graphs,
charts, etc.). The focus of our abstracts is primarily quantitative.

2. The materials which do not contain any of the above should at leas':
have estimates which are incorporated in the text.

3. Materials which do not show any of the above but may also be
included should s ow trends, new dew.lopmen,:s, future areas of
interest, priorities, etc.

4. Most important, the.quantitative and qualitative des,;riptors 'should
concern educational personnel. Where pupil population or ocner
subjects (schools, programs, training, salaries, etc.) are being
abstracted, they should be related to educational manpower and
this should clearly be indicated in the material. The educational

,

manpower that we have identified in our plojeet include the following:

teachers, admir!--trators and 1ministrative personnel,
supervisors and curriculum designe,-s, new professionals,
pupil personnel snffs such as guidance counselors,
social workers, school psyc.lologists, speech and
hearing specialists: health workers, other personnel
Such as paraprofessionals, in preschool, elementary
and secondary private and public school systems.

5.- Choose materials that ha,e nrtional implications or that are
nationwide in scope, or if they are smaller studies such as
State or local studies, assure that they have sound methodology
after checking size of sample, reliability or indicate whether
based on expert opinion or other inputs.

6. The materials should be recent, the date of the data should be
after 1962, unless some prior nationwide or significant ones
have not been duplicated. These should be noted down for further
verification to check whether they have been updated.
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Appendix 4

MAJOR DATA COLLECT.EON SYCTEIti;
To be anai:olea

(Initial

I. MOE

A. ELSEGIS
B. Staffing Study - Forms x, y, z
C. Joint Federal/State Task. Force on Evaluation
D. ERIC
E. Office of Planning and Evaluation
F. Vac Ed
G. Handicapped
H. Others

II. Census

III. Labor (BLS - Manpower Administration)

IV. NSF

V. Library of Congress

VI. Civil Rights (H.E.W. and Justice)

VII. Interior

VIII. Research Coordinating Units

IX. Department of Agriculture

X. DOD

XI. VA

XII. NEA

XIII. ACL

XIV. Association of Junior Colleges

XV. Various Research Labs

XVI. State

XVII. Local

XVIII. .Universities

XIX. Professional Associations (Physicists, Chemists, Economists, etc.)

w 1.44^...."4111An
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