DOCUMENT RESUME

ED 109 750 88 EA 007 338

TITLE Oregon Graduation Requirements: Guidelines for Pecord
Keaping Pfocedures and Sample Forms.

INSTITUTION Oregon State Dept. of Education, Salem.

SPONS AGENCY Bureau of Elementary and Secondary Education
(DHEW/OE) , Washington, D.C.

PUB DATE . 74 *

NOTE ‘ 34p.; A related document is EA 007 237

AVAILABLE FROM Documents Clerk, Oregon Department of Education, 942
- Lancaster Drives, N.F., Salem, Oregon 97310 ($1.50)
\

EDPFS PRICE ¥F-$0.76 HC-$1.95 PLUS\POSTAGE

DESCRIPTORS *Graduation Requirements; *Guidelines; *Performance
Based Education; *Recordkeeping; Records (Forms);
Secondary Education; State Programs; *Student
Feccerds

IDENTIFIERS Flementary Secondary Fducation Act Title IITI; ESER
mjtle III; *Oreqgon; Survival Competencies

. ABSTRACT

These guidelines and sample forms for record keeping
are intended to serve as a supplement to Oregon Graduation
Requirements, Administrative Guidelines (Section 1), which was

. published in September 1973. Th=2 purposes of the guidelines and

sample foktms are to outline various record-keeping procedures and to
provide sample forms that districts may adopt or adapt when
implementing the-new graduation requirements. The options presented
in the guide give districts the flexibility to develop record-keeping
procedures consistent with district needs, preferences, and :
resources. The district's record-keeping plan should assure that the
necessary information regarding credits earned, competencies
completed, and attendance requirements met by each student is readily
available when needed. The district may continue its existing
procedures for recording credits earned and attendance requirements
met by students. The task remainirg is to supplement those procedures
with a means to record the third component of the minimum graduation
requirements: minimum survival level competencies. (Author)

***********************************#***********************************

& Documents acquired by ERIC include many informal unpublished *
% materials not available from other sources. ERIC makes every effort *
* +o obta'in the best copy available. nevertheless, items of marginal *
* reproducibility are often encountered and this affects the quality *
%« of the microfiche and hardcopy reproductions ERIC makes available *
x yia the EFIC Document Reproduction Service (EDRS). EDES is not *
* responsible for the quality of the original document. Reproductions *
* *
* *

supplied by EDERS are the best that can be made from the original.
A o o ok ok ok o o ko ok ok sk ok ok ok ko ok kK R R K kR ok kR R R R Rk kR




gon,
uation
rements

re
a
|

o
redU

RECORD KEEPING PROCEDURES

AND SAMPLE FORMS

OBH

z
P )
DNM
B

L




FOREWORD

ERIC

Aruitoxt provided by Eic:

Near Colleague

The statewrde effort 1o implement
the new Minimum Scnoot Graduation
Reqguirements has been very cncout
aging  Districts have made consider
able progress inwleveloping their plans
ror meeting the new iegurrements
My wvisits with citizens sound the
otate have shown that they are ex
cited, enthustastic, an:d looking tor
ward to these new prograns for
stugents 0 Creyon

Admirustrators project mdanaygers o’
riculum speciahsts, and teachers have
requested additional informaton e
garding quidelines for the develop
ment of district record keeping prove
dures and planned course statements
The enclosed materials on record keey
ing procedures are designad 1o serve
24 supplements 1o tne guidelines oo
tished 1 September * 972

Many people have devoted therr ta!
ents and efforts toward the develop
ment of these yuidelines Hopefully
the outcome of all our efforts vt ne
to better prepare students to function
effectively with  the demands o0
chalienges that will confron® them 1
thed aduit ey

Cardiany

~ Jesse Fasold
Superintendent
Bublic Instruc tion
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OVERVIEW

RECORD KEEPING
GUIDELINES

The following guidelines and sampte
forms for record keeping are intended
to serve as a supplement to QOregon
Graduation Requirements, Admunis-
trative Guidelines (Section 1), which
was pubhshed 1n September 1973
This supplement was developed 1n
response to a number of refuests
from teachers, curriculum planners,
and admimistrators throughout the
state for clanfication and modifica-
tion of the original guidelines Its
purposes are to outhne various record
keeping procedures and to provide
sample forms which districts may
adopt or adapt when implementing
the new graduation requirements. The
options presented in the guide give
districts the flexibility to develop
record keeping procedures consistent
with district needs, preferences and
resources.

As each Oregon schootl district de-
velops 1ts own plan to meet the rew
mintmum requirements for school
graduation, 1t will also need to de
velop appropriate record keeping pro-
cedures The district’s record keeping
plan should assure that the necessary
information regarding credits earned,
competenctes completéd and attend
ance requirements met by each stu
dent 1s readity available when needed
The district may continue 1its existing
procedures for recording credits earn
ed and attendance reguirements met
by students The task remaining s to
supplement those procedures with a
means to record the third component
of minimum graduation requirements
minimum survival level competencies

The project team attemptedto design
record keeping procedures and related
forms in a manner which would help
to minimize the time required of
instructional personnel to fulfill the
record keeping aspects of the new
graduation reguirements 1t was therr
belief that the teacher’s and coun
selor’s time should not be committed
any more than s necessdry to record
keeping duties However, they felt
that 1t should be the teacher’s role to

record and report certain information
regarding a student's meeting of
course requirements, attendance rte
quirements and mimimum  survival
graduation competencies as approved
by the local district board They felt
further that counselfors should be
available to adwise students regarding
forecasting and other student con-
cerns Consequently, most record
keeping duties shpuld be performed
by others, using either a manual of
data processing approach, even if ad
dittonal clerical personnel 1s required

This book takes the record keeping
system team leader through the fol
fowing steps

1 Obtaiming a general overview
regarding trie development of a
record keeping system

2 A review of key decisions that
a district must make, revise or
reaf firm

3 A summary of the procedures
and documents that must be
developed

4 Samples of documents that
may be used

5 A statement on the impica
tions of record keeping
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RELATIONSHIP BETWEEN The folowing guidehnes have been developed to suggest practical, economi
RECORD KEEPING SYSTEMS cal, and flexible approaches which should be of assistance to districts as
AND they develop their system of record keeping consistent with their total

approach to unplementing the new graeduation requiements The major
<
GRADUATION REQUIREMENTS purpose of this guide 15 to provide information on record keeping beyond

- what was briefly presented n edtlier guidelines The chart below displays
graphically the major elements of the new graduation requirements

These elements relate to the district implementation plan toward
whirh major efforts have been directed up to this time

10 Credit 1M Credits grated for
Requirements 1.11 Required courses
fand Course 1.12 Electwve courses
Offerings) 1 13 Examination in

lieu of course work
1 14 Off campus
experience
1 15 Independent

study
——) 116 Alternative psa—

learning
experience

i 20 Performance 21 Assessment measures
Requirements n :
for Program 2.11 Planned courses
Completion (Program -_>‘ 2 12 Options to planned '
/"gods, competencies, courses
performance 2.13 Off-campus programs
indicators)
30  Attendance 31 Criteria for
Reguirements 3 11 Requiring tweive
years of planned
educational
_) experiences |
3.12 Permutting early

graduation
3 13 Requiring delayed
graduation

O
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These elements relate to the record keeping system which districts need to develop to insure that students
have progressed through the instruction program and are ehqible for either the certificate of competency
and/or the diploma,

12 Procedures
and format
for written
course plans

13 Procedures and
format for
reporting
grades 40 Transcript

Format

Certificate of
Competency
and/or
Dinloma
Format

22 Venfication
prodedures

32 Attendance
Reporting
Proceclures
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THE RECORD KEEPING
SYSTEM TEAM

LEADING THE RECORD
KEEPING SYSTEM TEAM

The record keeping system team lead
er should be aware of the crniticdl
importance of the job ahead. As soon
as a tean leader 15.4ssigned the task
of designing and implementing a Te
cord keeping system for the district,
a numbey of issues will become ap
parent, all stemming from the fact
that  “one person’s needs become
another person’s paper work " The
dishike most people feel toward paper
work becomes even worse 1f they
don’t understand 1t or see how they
directly gain by it. Some members of
the team may embrace approaches
which place institutional needs and
convenience ahead of student bene
fits. There will be others on the team
who see this as an opportunity to
gather additional valuable data be-
yond that which s actually needed at
this time by the district. Caution
should be exercised n determining
how much additional information will
be “"piggybacked’ onto the system, as
well as how soon 't will be at
tempted. Data overload at the beqin-
nming may cause the new system to
collapse of its own weight However,
the basic design of the sys’em could
allow for incorporaitng additional
data 1nthe future.

The record keeping team should con-
sult with those people who wil use
the system and those who will receive
information from 1t The team wll
find 1tself fz2ing two tasks

?.E To make decisions based upon

a number of wital planning
considerations

" 2. To develop record keeping pro-
cedures and appropriate forms
for carrying out those deci-
sions.

Data processors and others exper
ienced 0 ecord keeping are quick t>
point out the necessity for educators
to make specific major decisions re-
laung to the district record keeping
glan before they work on tmple-
mentation procedures and forms. Ed-
ucators, on the other hand, are aware
that they could make decisions which
may ultimately become too costly or
unworkable for their district record
keeping facilites. Clearly, both
groups should be represented during
the two phases of decision making
and implementation,

RECORD KEEPING
SYSTEM TEAM:

® The team leader who will co-
otdindte the group's efforts

® Administrators - who will be re-
sponsible tor managing the overall
system

#® Department chanmen - who will
be working wity teachers in terms
of developing the matenals and
procedures

® Appropriate school and cential
office record keeping personnel —
who will be involved 1n ‘keeping
school and district-wide re&ords
based on the system

& QOutside representatives

a | E.D. personnel — 1f they as-
sist your school district in re
cord keeping functions

b. Data processing specialists —
who will assist in designing the
district plan, 1t the district s
considering, an automated ap-
proach

® Counselors — whp will be guiding
students 1n terms of the records
available

® School publics - students, par-
ents, and staff, who ought to be
consulted fregarding decisions that
affect them

4




PLANNING CONSIDERATIONS

Ay the team beugins the process of
developing 1ts record keeping plan,
there dre a nutherf vital considera
tions which must 1y discussed These
matters dre 1mportant  because  the
decisions reached will influence the
finalized record keeping plan for the'
chstrict Several of these key consid
erations dre hListed below They are
descnibed brietly on the following
140es

® Required courses and electives

® [Mwimum survival graduation com
petencies

® Location ot competencies within
school program

® Method of recording competency
demonstration

® |nihal student competency status
e Level of detall to be recodded
® Resources for record keeping
® Numberning system and format

® Procedites  for updating  com
petency requiements

® Special record keeping problems

® Data processing  and or  mangd!
system ’

(

\
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Depending on the structure of the
graduation requirements task force in
the distoet the foltowing considera
tions and related decisions need to be
made by the team or secured from
others within the task force The
matertal  below  contains some 1m
portant considerations facing districts
4 they procerd 1In decision making

® Reguired Courses and Electives

The planned courses 1n the areas
of study required of all students
for graduation, as well as a wide
range of elective courses, must be
identified by the district The (ela
tionship between reguiéd courses
and electives 1s important  The
district may decide to add more
credits in required areas cf study
than s called for in the state
mimimum gradudtion requirements,
and electives may be adjusted ac
cordingly

® Minimum Survival Graduation
Competencies

The district must identify the min
ymum  survivdl level competencies
that will be requied of all stu
dents for graduation In addition,
a decision will need to be made
regarding the total nuraber of min
imum survive! graduation compet
encies cequited of each student in
e distnict  In general, (it s as
sumect that to increase the number
of competencies will increase the
complexity of the district record
keeping system. .
® Location of Competencies within
School Program

The teaching of a required mini
mum survival competency may be
assiqned to one course, to several
courses, to 4 competency center,
ur to a combination of these or
other alternatives

A number of important aspects
regarding the approprigte plice
ment of (ompetencies with.n the
system need to be considered

Wil any given competency be
located 1n only one requirad
course 1n the proygram, in more
than one, or could 1t also be
:a(quurpd N a competency ¢en
tey ?

If the dwven competency were
only n one Tdcation, would the
students have enough flexibility
in course selection to, meet dis
trigt requirements?

If the student could complete g
given competency 0 g numbe
of locations within the currl
culum, would he have a better
chance of completing compet
encies in a setting that 1S appro
priate 'Q him?

Ceuid a competency center serve
as a setting within the school
program for competency comple
ton? Might 1t serve as o backup
center, in the event that a stu
dent missed demonstration of a
competency within o class but
would not profit from repeating
the entire ,Gourse simply for the
purpose of completing one or
more minimum  survival gradud
tion competencres?

Could the C(‘)mpotoncy center
serve as 4 major ledrning drea
within  the school program, In
which all minimum survival grad
uation competencies could be
completed?
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Demonstration

It the teaching of nmumimuam sus
vival  graduation  competencies s
assigned 1o planned courses  the
distoict has at least two options
(A} g mark on g distiict checklist
form could mdiate lﬁ‘v stugent’s
demonsttation  of  competencies,
while s passing graae would ndi
cate the suceessful completion of
overall couise requirements  (8)
the student’s passing grade could
idicate successful completion of
the overall  course  requitements
and the demonstiation of speciti
competencies

if g student tads to demonstrate
competencies assigned tQ a4 coutse
m which be s enrolled, alternative
opportunities may be provided to
help  him dearn and demonstrate
that  competency, ¢, special
tutoring, 4 (ompetency  senter,
ety Appropriate torms,would be
used 10 these alternative settings for
reporting competencies achieved

Caty should be taken to assess the
relcive mernits of the two options
noted dhove

Option A:
Recording and Reporting Com
petency  Completion, ussny  «
Performance Indicator and Min
imum  Survival  Graduation
Competency Check List

If this option 1s used, the dis
trict must make o Jdecision that
g grade 1y g course will not
mdate the completion or lack
of corpletion of mimmum sur
vival graduation competendies
Each  teacher of a planned
Course  containing  mimimum
f,ompeten:‘la must check ot
each performance indicator and
related competency for each
student as he or she completes
it At the end of the course,
this information s reported to
the oftice for recording on o
transeipt and repoiting to the
student or parent

Classroom

Following the decrsion that all
competency completion  must
be recorded and reported separ
ately frorn planned  course
grades, 1t will be the teacher’s
responsibility to teach the com
petencies,  assess student com
pletion ot the competencies
through performance indicators,
and record the completion of
each performance indicator and
competency At the end ot the
course, the teacher will trans
mit  this  mformation to the
school othice on  the appro
priate reporting form A grade
tor the course also will be
transmutted, howgver, the grade
will  not retate to the com
pletion of  mimimum  survival
gradugtion competencies

LAY

6 .- !

School Office

When classroom reports dee e
cetved in the school office, the
gradey will be recorded on ap
propriate recording and report
ing torms  The data concerning
completion of pertformanie Iin
dicdtors and competencies dalso
will be recorded on approptidte
forms  The recording torm will
be the permanent record or
transcript The reporting form
will be the student report (1e
port card) The transcript vl
be filed 1n the school offrce
amd  the report form will e
forwarded to the student or the
student’s parent
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L report

Option B-

Recording and Reporting Com
petency Completion by Grade
ar-t Exception Report

Hf this option s used, the dis
trict must make a hasie decs
ston that if a student earns a
passing grade for a planned
course which contans one or
more minimum survival gradu-
ation compet-ncies, then all of
those competencies have heen
completed, and, conversely,
that any student who has not
met all mimmum survival level
competencies cannot be award-
ed a passing grade The student
who receives a failling grade n o
planned course which contains
one or mMore minmum compe
tercies, may have completed
some or all of the assigned
competencies and  this  fact
needs to be recorded as an
excention report

Classroom
Following the decision that a
passing grade N a  planned

course containinyg minimum sur
vival graduation competencies
indicates  that  those compe
tencies ncluded have been
completed, it wil be the teach
er's responsihility to teach the
competencies, assess  student
completion of the competencies

- thrgugh performance indicalors

and note thewr completion [t
will also be the teacher’s re-
sponsibility to record each stu-
dent’s grade for the course and
to transmit the grades to the
school office on the appropri
ate reporting form.

The teacher is responsible to
exceptions (re, com
petencies completed)  for stu
dents  who  recewve g
grade in the planned course
These oxceptions will be re
corded and transmitted to the
school office on the appropr
ate forms

farling

School Office

When lasstcom repotts are re
convedd in the school office, the
grdes will be recorded @noap
propriate recoidmg and report
iy torms These forms will be
4 permanent r»x'gurdz tarm
transcriptt and 3 student e
port form {report card) The
transcorpt il be filed in the
scheod o fice and  the 1eport
' s ansmittes to the

S0 student’s pat

Inttral Studenit Competency Status

The district must determne the
starting poirnt for keeping tecords
on each student’s demonstrat:on
L)f minimum ')LHVI‘Jd| (9m
petengies |t the student’s demnn
stration of o competency 'S as
signed to g partrcular grade leve!
it myay be recorded at that time
The district may prefer to record
the student’s competency at tie
time it 15 demonstrated, even if it
15 at ar varher grade level

Each district faces 3 number of
key issues which regquite specifu
decisions

Should student progress towaerd
demonstration  of  graduation
competencies be monitored prio?
to grade mine? 1f so, beginming at

--—whit-qradetst - o T

tf competency completion s re
corded prior to the ninth grade,
shoula 1t be reexamined at g
rater grade level?

Should rerord keeping o1 the
student’s imtial comnpetency stat
us begin when he or she enters
the minth grade?

- )

® Level of Detail Recorded

Reqgarding  the amount of etal
that will be reqorded  for each
student, o comprehensive district

form could hist gt required goals,
minimum gradudtion survival com
petencios, and performance indica
tors which will track rhe student’s
progress and it pe mamtained an

the student’s file  On
hand, the

the other

issuane e of 4 diploma

and or checkmark on the student’s

t

anscript may automatically inds

cate satisfactory co apletion of the
requited mimmum petformance te

quirements,
petencies  dare

as long a¢ the com
desctibed tully in

dle\ru,t tdes and i Classroom fe
cords

The team should study the aspects

mvolved 10 record keeping for .a
program  which  embraces overall
competency  development, grades

K

12 The options are

Track only survival cumpetencies
in grades @ 12

Track slt student competencies
(sutvival fevel and coutse goals)
in grades 9 12
Track gt <urveival competences
1 \jladr:: K32

Track survival competencies and
course qodls m arardes K 12 -




® Resources for Record Keeping
.. ]

The district should  consstler the
Pesoutees  avatlatle  for gecord

keeping, ndchading

Data Processing seevices avaitabile
tor the districts use

Cletical peisonnel to be assiyned
for g manual system

Budiget considerations
Panting arrangements

Plans tor orentation ot those

invoived

¢ Numbering System and Format
(\\_l/‘
The tationale  for g consistent
nambenng system to be used state
wide 15 to facilitate the interpretd
ton of records of students trans
fernng  between  districts within
the state

The following numbering system s
recoimended for the district’s hist
ot student performance
ments for program completion

require

Example

Ao 10 Personal
Deveiop

ment

Sub Atey [IR] Reading

Program Goal 1 11 Reading

SN L e dGeneial

Goua')

Competency 1111 ldentify

Muain

. ldeas

Pettormance
indicators 11111 (Perfurm

- anee In
dicators!

In addition, the numbering system
descnibed  beloa s recommended
for the distinct’s transenpt portion
ot student oerformance requae
ments tor program completion

10 Personat Dey bpment
11 Reading
Listening
Analyzing
Speaking
Writing
Computing .
Scientific technological
ProLesses
18 Hedth knowledge and
skills
19 Life long learming skills

1
1
1
1
i
1

- OO L LN

2 0 Socidl Responsibility
21 Citicen in the commun
iy, state, and nation”
22 Citizen in nteraction
~ith the envitonment
23 Citizen on streets and

highways
24 Consumer of goods and
services
30 Cuaeer Development ”

31 Career habits \
32 Career positive attituples !
33 Career mte'personullfvld !
tionships b~ —~d
; 34 Cuareer decisions
35 Compeltencies in chusen
career daied

® Procedures for Updating Compet-

ency Requirements

The distiict adopsted competencies
i eftect at the time g student 1S
initiatly emoll;}d should represent
the contractdal  performance e
quirement for that student Subse
quent changes e the distnict com
petency hist should not be retrode
tive

Each district may penodically re
view and upddate 1ts hist of mimi
mum  sutvival ()mduution compet
encies Thouyht should be given to
collecting changes over time and
implementing them not more than
once per year, on a four year
cycle This should be considered
in order to keep record keeping
complexities to 4 mIniMum

® Special Record Keeping Problems

The district’s record keeping sys
tem should inciude provisions -fQr
students who present special rec
ord keepiny problems These may
e students enrolled 1n open
entry ‘open exit courses, students
whose files contain errors, or stu
dents  transferring  (from or 1o}
other districts

It a student transters to another
school, a copy of his competency
record should be sent with him
This record should be gs detaled
_aspossble o

*Districts have differing  approaches  to
wWentifying Citizen in the Community,
State and Nation ' For the purpose of
state wide conaistency  this guitde shows
only one approath to recording this in
formation A distrt'y nternal hists could
show, these stems as a single or mult:ple
entry However at the point at whaen this
information s placed on a transcript, 1tas
sirongly  recommended  that the  format
ndluded be used fnr external inter school
communtcathion




Note on Transters

The 1ssue of how 1o reasonably deal with instate and out of state
transfer students i terms of nurimum survivat level competency status
1s curtently under study by the Oregon State Board of Education

The proposed munimum  standards currently being considered provide
that, in evaluating the transcnipts of students, the school admunistrator
shall

4 accept minth grade work wnen satisfactorily completed mn o stancard
jumor  high school on  the same  nbasis Js when completed in 4
four year high school

b accept tecqurements completed in otandard secondary schools in
other states on the same basis as 1f the requiements had been
completed in this state

¢ accept the mimmimum survival competencies compieted in a standatd
secondary school in Oregon s if those competencies had heen
earned 1n the admimistrator’s own distict,

hefore acceptance, the value of credits from 4 non
secondary

d determine
standard  secondaty  school or private  elementary o1
mstitution,

e accept credit for correspondence courses toward qrattyation requare
ments provided the correspondence work  has been taken from a
mermber of the National University Extension Association, and

f accept credit for umts of study taken in dn approved community
(ollege program a5 dapplicable to me#t the requirements for high
school graduation

However, these standdards are stil under review by the Oregor State
Board of Education

® Data

ERIC
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Processing  and/or  Manual
System
»

A data progessing center can han
dle many record keep.ng tasks,
such as printing out master com-
petency hsts, course fists, master
schedules, and tdividual student
scheduling 1t cun generate student
status reports and student record
information including student his-
tories It can process pre mnth
grade nformation on students so
that 4 “beginning balance” can be
developed for each student On
the other hand, any or all of these
functions can be done manudlly

The procedures for record keeping’
serve to implement the procedutes
that have grown out of the dec

sion making done by the district,
and either mechanical or auto-
mated systems can be used to
carry out these procedures 1f data
processing services are wanted at
any pomnt n the sustem, exper

jenced datd processing peisonnel
should be involved as soon as
possible 10 the planming and dec

ston-making stage

7
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DEVELOPING THE RECORD KEEPING SYSTEM STATEMENT
Atfter the toregoing deciaons bove been made the recont kespung system tedm leader shouhd
have secared sufficient iaformation from toac tear or e disticUs gradadbion reguirements
s lask torce to ansaer the questions listed bielowy
CHECKLIST
Iy the sy alem i Reep it LY STale 4 oandennes

I 1t compatinte with Gur current recofd xeeping procedures tas adjosted?”

Iy 4t in keeping with the decisions Made by Our overall graduation requirements
development team?’

s U within our fingncial amd statf cesources?

Are we going 1o place MINiMum survival 1 Ompetencies in

tar single course offerings?

) more tdn one course’
{¢) g competency center?
1) used as g back up?
{2} used dy a separate program feature’

(1) atdend of the above including?

G Is ot desiped o {a) trace all bO’T\DQlL‘n(QIQS 1 (b sutvivd]l competencies’

7 dsatiocated imograces ta) 9-12, () K-12 or (¢} other

8 Is i1t going 1o have a pre-ninth grade feature to
ta} (nart progress?
(b) certuty some competencres?
(1) ‘teth?

Y st going 1o rave
fg) o total of ~__unit, of graduation?
1ty umits of electives’

- {o) more than the minmum reguir o credits in the areals) of?

10 s ¢t going to hdve a4 Mmarking system that .

(@) keeps recording OF oumimum survivdl ompetendies sepdrate from letter
grades for creant?

e e - - uPs o OdSYRG-GEadbe gy proct-that- e omenae survvatbtompetencies have
Leen demonstrated and certified in the course for which the grade has
veen gchieved coupled with g system of exception reporting?

11 iyt going to rely on
ta) o manudl record keeping sysie o’
(b} g dddta processing systerm’

()« blend of the two systeims?
12 s our master st of survival competern s complete and ready for use’
13 Does the master list have a consntant numbernng system?’
14 Have we leveroned an apptoach to speoial record keeping problems?

15 Are we going 10 adopt the atate gquide posibion on apdating competenties’
Our own applfach’

® s
-
Q 10
ERIC
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BASIC ELEMENTS REQUIRED FOR DEVELOPING
A RECORD KEEPING SYSTEM

The team leader s record keeping systerm statement should enable tum tu beygin 1o establish
the tuastc elements of a record Feeping syster <Y

Depending an the overall progees, that the distoct grodudtion requoirerients twan has macte
The ey oyt G g ot Tae gradadtion e putersentsy projes U sanager 0 appropiate
team members witt be eady ot this poimnt 1o develop  adjust o1 reatfinm the p ocedures and
forms identified below

DEVELOP ADJUST REAFFIRM BASIC ELEMENTS

1 The master hst of courses
and district adopted  mm
mum grdaduation com
petencies for use hy school

: staff, students and parents

2 The assigriment of district
adopted rminimum yiaduation
competencies to appropriate
planned courses or other lo
cations in the s¢ hool program
(1e, competency center of
tutonal programm’

3 Appropriate  district forms
for teacher recording  of
grades earned and com
petencies  demonstrated by

) students

4 Appropriate district form tor
teacher reporting  of grades
earned and competencies
demonstrated by stuaents

5 Diastrict adopted stuagent tran
scnipt andicating  grades
earned, (redits awarded, com
petend les  demonstrated, at
tendance record and other
pertinent  student  informa
tion

The foregoing & tivities will lead to the production of the documents histedt bieluw

Documentation

1 Master course hst

District adopted mimmun comprtencies fist

()

3 Planned course statements

4 Grade book record form

5 District record form

& Class hst reporting torm {to bie sent to the offie e)

7 Student report (report cand providing mforniation for parents and studerts)
8  Student progress summary form

9 Transcopt {which indicates student’s credits, competencies  attendance, other informa
tion}




O
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SAMPLE MATERIALS

Using the Sample Materials

The Jistict record keeping team shoule consiter the follosang ds they select the sample
raterials Most appropiratle 1o the decision, they have made  Becord beeping s o dual process
detined as foltovs 1) recording the & U of entenog mformation on appropriate 1orms 2l
repoiting the act of tansmitting mtorimation on completed for s 1o the appropriate
location and’or person This process for the purposes of these quedelines tabes place dt the
Classtoom and schoob office level Hovever priov 1o developing d dntict record keeping
L ceninn ntnct esel decnions need 1o boase been cade The proceenes gned waggested
torms desc tibed i thay sen ion provide distiicts wath fle aitabity m terms of formuliiing g
plan based npon thear focdl needs and resou ey

RELATIONSHIP OF DOCUMENTS IN A
RECORD KEEPING SYSTEM

ldentifies all planned o stses offered by
the school Ustally contains such informa
Distiact tor as course title caurw number, tength,
room number, teacher en
Master
INO sample presenied)
List of
Planned
Courses
I tdentifies atl district adopted mmroum sure
h vival graduation «ampetencies and shows
ere they have been placed the in
struc iondl  program fe, o planned
O stinct COHIFSES, COmpetency center eh
Master {(Sees Sample 1)
Listot
MM
Survival
Grad adtion
Caompeten s
pa—
[ ldentifies the basic elements of planned
r Conirses ancindimg but o not hmited  to
Course qaals  manimum survival gradaation

. cOomMpelencaes

(Soe Sateples 2 & 30
Plhnned

{ ourse

Statement
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Learning

Activities

Assessment

Activities

Teaching
Learriing

Evaluating

Gradethcok
Record

Form

>

Classroom
Form for
Recording
Completion

of Performance
Indicators

andd L ompeternoes

Identifies the approach to instruction of
individual teachers, nw luding but not hm
ited to instructional technmiques, matenals
etc Also provides direction for developing
dssessment activities

Indicates the activities used to determine
the completion of minimum survival gradu
ation competencies (also course goals),
including such  materials as test 1tems,
scoring procecdure. time allotment, etc
-
(No samnple shown - See Guudehnes for
Planned Course Statements, Model | 1)

The process and the setting where teach
ing, learning and evaluating takes place

(No sample)

Indicates the progress cf the student as
he/she progresses toward completion of
the course goals and the minimum sufvival
graduation competencies Used to record
scores, grades, attendance, comments, etc

(No sample displayed Each district will
develop as needed)

Indicates the completion of performance
indicators apd miniMum survival gradua-
tion competencies This will usually be a
senarate sheet in the gradebook which
contains the minimum survival graduation
competencies and related pertormance in
dicators Performance indicators may be
checked off as the student completes
thern. The competencies wiil usually be
checked off and dated upon completion of
the related perfornance indicators |f a
school district prints ts gradebooks, this
form may be included as a regular part of
the book

{See Sample 4) .,
e,

14




Option A

ldentifies  the students grede for the
course and the completion of alt pe form
ance ndicatura and tacaaiunn survival grad-
N Performance udlion competencies

Inditdtor and

Grades,

Classroom  The teacher fills 10 the grade

and checks the completion of each per

formance indicdtor and miNntmum survival

Competency graduation competency, using the re:ords

Recording and ~which have been kept in the grade book,

Reporting Fora :rf\fd transmits the form to the school
ice,

Mt S avival

Gradudtion

School Office The appropriate record offi
cer receives the form and transfers the
information from 1t to the appropriate
form for each student {iIf an automated
procedure 15 used, this form would te used
by that department )

(See Sample 5)

Option B

Identifies the student’s grade for the over
all course Also identifies for the student
Gra who fails the course those MINIMLM suf-
rade

vival graduation competencies which have
Exception been completed

Recording
Classroom The teacher fills 1n the grades
and checks the appropriate exception 3t
Reporting the close of each term, using the records
Form which hav: been kept 1n the gradebook,
and transmuts the form to the school
office

and

School Office The appropriate record offi-
cer receves the form and transfers the
information fror it to the appropriate
form for each student {!f automated
procedure 1s used, this form would be used
by that departrnent )

{See Sample 6}

ldentifies the compited continuous pro
gress of the student Displays grades, com-
petencres. rredits, attendance, e€tc This s
the form used by the school office for
recording all information transmitted from
the classrooms and from which 3ll data s
transferred to 3 transcript

Student
Progress
Summary

Form {See Sample 8)

Q 15
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Transcript

Form

Student
Report

Form

Certificate
of
Cormpetency

Diwploma

ERIC

Aruitoxt provided by Eic:

ldentifies  all  necessary  information  for
cach student @ hermanent record of stu
dent progress

{See Sample 9)

ldentfies the grade and exception(s) fo
the student in the course tdken, Or the
grade an‘d completion of mintmum survival
grartiut on competencies for the student
fur each course taken. Can be filled out by
the office and/or by each teacher of a
course the student has taken (If an auto-
mated procedure s used, this form would
be produced by that department }

{See Sampie 7)

The tragnscrpt 1s a permanent record Jond
evidence of diploma awarded Subject to
chstrict policy, 1t may also be userd as a
certificate of competency

{No sample dispiayed)

Tl
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SAMPLE 1

MODEL FORMAT FOR ASSIGNING MINIMUM
SURVIVAL GRADUATION COMPETENCIES

District’s Master List of Competencies General Apphication

This master st of mimimum survival level competencies would be compiled 1n the central office, reproduced and copies sent
to the schools, Each competency should be assiyned an tdentifying course nurmber and may be accompdnied by an
abbrewviated course title

The counselors, admimistrators and staff will need ready dccess 1o this list to answer questions directed 1o them from
students, parenis, and from districts o which students have transferred

10 PERSONAL DEVELOPMENT

1.1 COMMUNICATION (1.1.1 READ, 1.1.2 LISTEN; 1.1.3 ANALYZE, 1.1.4 SPEAK, 1.15 WRITE)

-

{A district may wish to assign some competencies 1o a grade below grade 3!

. MINIMUM SURVIVAL SAMPLE PERFORMANCE
PROGRAM GOAL COMPETENCIES INDICATORS
ENG. 101
The student will be able to
1.1 1 11141 IR RN
112 Students will recognize the 1121 Illustrate how the use of 11211 Gwen opportunities to ob-
ways 1in which good histening techni good listening techniques improves serve filmed enactments of personal
ques contribute to understanding the comprehension and personal relation conflicts, the student will identify the
communication of others ships effects of inattentive histening on con
flict resolution
1.12 1.2 After listening to group
e T T T T e mee s - - . . — -¢hseusstons; the—student witdentriy —— -
instances 'n which misunderstanding
of directions or information resulted
from participant’s Inattentive histen-
ing
ENG. 101
1122 Recognize personal values Of 11221 Gwen pictures of people of
emotional reactions that interfere widely differing appearance, the stu-
with the abiity to hsten attentively der]t will explain and evaluate any
-~ inclinations he might have to hsten to
some and not to others
- [
11222 After participating in de-
hate of an emotional issue, the stu
dent will analyze how his emotions
might have interferred with compre
hending his opponent’s arguments.
I
-
17
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ENG. 207

11.3

1.1.4 Students will recogmize the
role of articulate speech in conveying
information and estanhishing satisfac
tory personai relationships

ENG 207

ENG. 107

115

1131

1141 IHustrate the importance of
using effective speaking techmques

\
114.2 Explain the re\i)uonsh»p of
appropriate vocabulary, correct usage,
and the orderly presentation of ideas

to accurate communication of in-

formation

1143 Adapt speaking style to par
ticular audiences or purposes

1151

1310
L9

11411 After wviewing films or
other enactments of common conflict
situations, the student will

{1) Explain the effects of
spoken communication
tdentfy the factors that contri
bute to poor communication

poor

(2)

114.12 After participating In
group discussior;, the student will
identyfy instances where verbal and
nonverbal blocks occurred and point
out the reasons

11421 After_ listening to formal
and nformal debates over issues of
current interest, the student will 1den-
tify the most persudasive contestant
and explain the reasens for his
choice

1.14 3.1 Given role playing assign
ments (addressing a service group,
interviewing a prospective employer,
or reporting to a group of children),
the student will modity his manner
of presentation to suit each audience

11511

Additional Applications

If a district_decides 10_chart_progress and/or_certify some_minimum _survival_level competencies prior_to the 9th grade the

master list would be shared with the appropriate members of the elemerntary or junior high staff involved

If the district decides to chart student progress from grades K-12 it wouid want to elaborate on the matenal included 1n the
master list to include those statements which accurately describe the district’s intenm expectations redarding what
constitutes satisfactory progress toward the ultimate acquisition of minimum competencies

ERIC
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SAMPLE2—3

MODEL {

PLANNED COURSE STATEMENT

Areals) of Study __

Department

Course Title ~ Course Number _

Length of Course No of Credits Grade Levells)

Prerequisitels) _ Credit by &xam Available? O Yes LiNe

Check one Alternative Learning Opportunities (Check one or rpore)
U Required [J Does Not Apply
(] selective 7] Independent Study
J Elective 3 off Campus Experience .

£] Other (Ex blain in Course Overview)

Overview

Course Godls

b
3
Minimum Survival Graduation Competencies
H
,9 re ”
\)‘ ‘ f.0

ERIC
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MODEL

PLANNED COURSE STATEMENT

_Amalsl of Gryay

[l SAMPLE 3‘“

Department B

Lo

Course Tatte
Length of Course
Prereauisitels)
Check one

— Required

—. pelective

— Elecnve

C ourse Ninmber

__No of Credits

_ Credit by £ xarm Avalable?

o Does Not Apply
' Independent Study

ST21 Campus Expenience

Grade Levells)
Yes o No

Alternative Learning Qpportunities (Check ane or mote)

Gither (E xplain in Course OQverview)

Overview

Program Goals (optionah)
|
Course Gnaly

Ainimam Survival Graduation Compet i es

Learning Activities {ootiop '

Assessment Procedures (optionall
L}
-
O

Perforromnce Indu ators

20

toptional)

[ Rand
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SAMPLE 5]
Classroom Reporting Form

Depaitment . e Areal<) of Sllldv____‘__ S

Course Title Course Number

Length of Course _No. of Credits _ _ Grade Level _

Prerequisite Credit by Exam Available? {Yes OnNo

Alternative _earning Opportunities " Independent Stud, ) Research Time [ Off-Camous
Required Selective B Elective B
Competency Comp. Comp. Comp Comp
11.11 ehaa & naals (€hana 21115 2
® s 3 ] ®
! a a a a ] a
lcouse  [P1{Pt[Piler|E et Fil § cpilPilptl §lpilpiipi|ei] E (Pl oiipy m‘g
StudentName (Grade 1], |3}a |01, 2 © y1l2]3]oti]2,3]4101112/3/4]5 /O
1 v
| |
H f 0, | ; : !
LaechMary L A VIV IV V] eV VIV VIVIVESY VIV VIV
T T
2.8aker,dm A~/ NNl NN s NIV Y VNN N
3.Cole, Eric F vV L \/*\/r\/”mi v I\/\/ / A VI~
7 T H T
4 . _ ‘T : 4 1 IR
5 . 1 I L
6. « B ’
7 ) 1
8 | — | ' L
9 ; T ’ T R
Y U S L 1 - H J e
10 ! | | i ' '
n l " !
S e ) , -
12. - I ' ' ,
| + e } ; +
13. 4’ , | ! | ‘
e e 4 . + — b= 4 +
14, | B ‘ ‘ f \
=5 [ 4 wf» + “ -r__.f%.* 4 .T 4L 4 _‘_‘ﬂ_’b—_
6. — 4 ‘- EIS »+-—A~+— - 4+ i 4 et A ————
- AN S Y UENUSRN P B [ . S S
17. M- i - =
]-87 B s ? . 1 t . T . T »T —~4— 1+ | TA‘
9 — e — l —t 4 4 T —+ 4 T T 4 I ?
e + 4+ . 4 - b +— 4
20. ‘ f =T [: )
I ! L A T R T
57 + - et + -1 3 -4-—4 4+ + 4 -4 T
JE—— - Fot o B -4 - - +
23. ‘ L [l i
—— R -t — -+ - l —“+— ——+—— +- ¢ + =t -1+ -1 -
24, I I D
e e = R S 4+ +—+— 4 - 4 - +
25 w T |
Y U, J S S— S S W hp—
26. i 1 T 7]
27. i 17 i T
28 L C ,
“20. | 1 ! T1T 177
_._30'___ _ I N U i i N I A P I U - -
22 I
O Por .
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Department

Course Title e

[swine ]

Classroom Record and Report

__Ageals) of Study _

__ Course Number

Length of Course - ~ No. of Zredits . o Grade Level o
Prerequisite Credit by Exam Availlable? dves I No
Alternsteie Learming Opportunities | Independent Study [J Researcn Time 0] fo Campus |
Required Selective - Elective ™ ~ e
I li “Min. Grad. Req. E xception Report
Comp IComp "Comp Comp 'Comp | Cunp T_Cornp Comp | Comp |
StudentName |Grade , 1.2,1,1 .1.212 1.2,1.3 1.3.t4 11.2.1.5 1.221{1222(1223(1224,
1. Aech, Mary | A ‘ l
2. Baker, Jim A ' '
IS Rcasihbch AL G - [ SR [
3. Cole, Eric C ‘
t -+ — -— +
4. Crate, Joe Foo X X X X . X X
5. Edwards, A.| F X
I CoTTrm T R S S A AN
6. Form, Cora | D
— 4+ B — - S T - ———
7. Farmer, Anny C o e N o
8 Garden, Ed A
- — UG W
9. Gross, Ray F X X X X X X X X X
10.
—_———— e —— s e - . - — - -4 - ——t—_—
1" ,
e [ N S
12 ' ] ’ ‘
. S e - L — ¢
13. , ' i ,
UG + [ — - + [ g ——
14, . )
— -+ b e e e e e e~ - JEUN U SN S —4———
15, I |
—— T + . . B — e - e
16. o | v
17. T L
—_——— e —— + - e ————— -+ -4 _—- +
18 A
- - 4 e e - B RS G GO —t
19 |
—_—— e + y - . . - b ————
20.
— — - + + * + = + - - - i Sl -
21 '
-— t t . T 13 R B b - ———t
22 , '
—_—— — . + + . . - - — - —
23. '
el ’ —— - — . . B —
_2_4:_ — — T - - “% - R P
,25 P 1 + . . -
26. ‘ !
—_ b -+ . - —_——t — 4 — = —
27 '
E-_i~ - - 4 - t N N I B S -
: — - | | ' S AR $oo— 4
29 i | ] b4
30. ) | l 1 J
23 r\r;
f~ - N




STUDENT REPORT
(Option A)

Student Name |

Year

_ Semester

SAMPLE 7

[ e
] Lompetency (ompelency Compelenw Compplency Competency | Competency |Attend
Coutse| Teacher Gr,CompIeted Completed Compteled Complemd Completed | Completed AlP
- - _— —
) i L
—_ - - - - f— — - 4+ - - — ,_1,
| 1 | | a
[ S ,JT_~, S - . S
1 — - - |
| i
L 1 | I S l

STUDENT REPORT
{Option B)

Student Name Semester

Year

o

!

| Course! Teacher I Gr. Comnleted

‘Comp!e‘lﬁd Comp'=ted

o

O

ERIC
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E xception Reports

R

— I -
Compptencyx\,ompmpn.y Competency ' Competency: Compelency]Competency

Co,nmmed Completed |Complo'ﬂd Al P

Attend

! |

. e
e A S
S —
SRS B i
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Model Format
Student Progress Record

Stuuent Name _____ __ ___ _._Counselor [ —

Clessof - . [

(Other information as decided by district. e.g., cleared for early graduation, tentative career choice, etc.)

Circle Grade Circle Competency Completed
T [
Crednt Type* Area Course  Grade Sub Area Competencies
1 R Comm. 100 ABCDFIW Read 111 1.1.2 1.3 114
Listen 1.2.1 1.2.2 1.2.3 1.24 125
1 R Comm. 200 ABCDFIW
Analyze 131 1.32 133
. R Math 10 ABCDFIW Speak 1.41 1.4.2 143 144 145 146
1 E Scrence 210 ABCDFIW Write 151 152 153 154 155
Compute 161 16.2 163 164
Science 171 1.7.2 173
{Th~ above are includéd unly for format purpose. A Health 1.8.1 1.82 18.3 184
district can enter ali courses on this form) Life Learn 1.9.1 1.9.2
Comm. 21.1 212 213 214 215 216 217
State 221 2,22 223
Nation 2.3.1 232 233
Environ. 2.4.1 24.2 243 244"
Highways 251 252 253 254 255
Goods 2.6.1 2.6.2 263 2.6.4 2.65 2.6.6 2.67
Habits 311 312 313 3.1.4
Atutudes 321 322 3.23
Pers. Rel. 3.3.1 3.3.2 33.3 3.34 335
Degisions 34.1 3.42 343 344
Career Area 3.5.1 352 353 354 355 356
Attendance
AP AP AP AP
9 o3 0oag 0oag 0oag
10 ag 00 00 00
. n r1g [N 0ag 00
’ 12 ! . 0o aag

*This sample includes ' Type’” which refers to

R - Reqguired
S - Selected
E Elective
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OREGON SECONDARY PERMANENT RECORD

Mo _Day. 19 __
_NATV\E - Last B ) Fust Middle :" ‘ﬁSexr L _::_"»?llihdqt;’__w_-:::
Parent or legal guardian__ o - - o
Address — PR ‘_,__,;:_____.

PREVIOUS SCHOOLS DATE OF
ATTENDED ENTRY WITHDRAWAL DATE OF ENTRY. —

- DATE OF WITHDRAWAL

GRADE

T R
i 9 10 o, 12
T | ABSENCES / ‘ / ' / 7 .
H | | .

STANDARDIZEUL TEST SCORES

PERFORMANCE REQUIREMENTS FOR PROGRAM COMPLETION CREDIT REQUIREMENTS
The student nas met or axceeded minimum “'sunival inye!" All Performance FOR PROGRAM COMPLETION
performance requirerents as indi.ated Sub-Areas Arpas Requirements Communication Skills 3 Uits
10 Personal Developmen: Lo
11 Readting ; N
12 Listeaing PO —_ -— Mathematics : Unit o
13 Analy 106 — - | Labcratory Science Unit -~
" [
14 Speal ng - . ! Health Education 1 Unit L
15  Wnting T L__V Physical Education 1 Unit —
; (? gﬂmouffmq ool l - . Social Science Tunmt U
Saientifi Stechnological Drooeas —
1.8 Health k nowledge and skaily o _ i | Citizenship Education 1 Unit n}
1.9 Life long leaming skaits Personal Finance 1 Unit rLJ
Career Education 1 Unit L
20 Sncial Responsitihty ———— D Electives 10unmts LI
21 Citizen 1n the commumity e Total 21 Umts [
state and nation ' .
27?2 Citizennnteracion with _ o : CLECTIVE SUMMARY
the environment — : g i U] {
RN Citizen on stre ats and highway » o 1 2 o 4 i,
24 Consurer of goods, and services I, __J [ g r b O
30 Career Development - — 6 / 8 9 10
31 Career habits —_— | : ADDITIONAL LOCAL
3.2 Career positive attitudes ———— i_] | DISTRICT REQUIREMENTS
3.3 Career interpersond’ cchtrorships - . o ' .
3.4 Career decisions i ra
3.5  Competencies in (hosen ¢ areer area - _J 1 s e !
Lompetency statements and performance inchcators are avarlable iIf requested [ i
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Mo Day 19
*7’:”5{ o Middle Sex Birthdate

School Dist. No. R % Transcnipt sent to Date

High School . _ S .. - [

Address - B QR Zip 9/ B

Principal Phone 503-

Accredited by

Other Information {summer school college classes) EXPLANATION OF GRADING SYSTEM

SYMBOLS & UNIT SYSTEM

Date diploma issued Date certificate issued

Seven semester G.P.A Rank in class of

b grade - 10th grade 11th grade 12th grade

T T l'
|

Subject "Grade © Umits Sub)ject Grade | Unats Subjedt Grade |Units Subject Grade | Units

s o -

I B

b S U S

— ‘- 4 + — - - + -+ + —_— = - -

- ——— + -+ - - + t - —— “+ - L—-vu —_ o
! 4
: | ]

. P . — - Ca- RPN S R I R - i

. + t = i =

— R [ L — —

|

S S R - A (N AN SN S
—— IR p! I S — ,iL__,‘ 4 _ - —— e} 4
[ [ . R, } S & _ P - R -

—_— - 4-- ——— - A — - -—_— e

——— = B e o S . T - - e —

DATE ACCUM |ACCUM § DATE ACCUM |ACCUM | DATE ACCUM [accum |DATE ACCUM | ACCUM
GPA JUNITS GPA  |UNITS GPA  |UNITS GPA | UNITS

Q
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THOUGHTS ON THE
IMPLICATION OF
RECORD KEEPING

1 Many educdtors have expiessed
concern regatding recording and
reporting 1n terms of minimum
competencies and letter grades in
response to some resentment to
ward bookkeeping duties, the re
cord keeping system team leader
should emphasize some key bene-
fits.

® Students will have a greater
amount of specific information
regarding those abilities repre-
sented by minimum  survival
competency dcquisition

® Puarents ¢! Fave more inform-
ation regarding student pro-
gress Parents have expressced
curiosity and concern regard
ing what their youngsters actu-
ally know and can do Al-
though minimum survival com-
petency acquisition doesn’t tell
the whole story, by any
means, 1t wiil have the effect
of Increasing community un
derstanding of the nature of
the district’s secondary pru
gram.

® Those assigned to counseling
and guiding students will have
access to more information
which will be bhelpful to the
guidance process

® The act of dealing with and
recording minimum  suivival
level competencies will act as o
reminder to tedchers reqgarding
what students have and have
not accomplished. This will aid
the teacher and student set
class, group, or individual
learning priorities for the quar
ter, semester, or yedr.

curniculum  revision
when tedachers re
their programs and
course offerings, more data
could bhe avallable regarding
student progress in the current
program.

® During
activities,
examine

® Administrators will have acc ess
to more information that will
engble them to better explan
to the community the school’s
programs.

o

This publication 1s not ¢ complete
system of forms, procedures and
timetables. District approaches to
record keeping vary considerably.
This publication does attempt to
lay out key decisions, procedures,
sample forms and formats for
consideration as the jocal district
Record Keeping System Team
builds 1ts own system

Timing 1s an 1important feature of
the distict’s record keeping 1m-
plementation effort. A district
will probably be reporting all
competency information on re-
port cards in the same fashion
and as often as reports dare given
on letter grades and attendance.
During the fall of 1974, a district
(on & one-time-only basis) might
wish to omit transmutting corn
petency information at the end of
the first nine weeks." It might
choose to begin the process of
transmitting competency informa
tion at the end of the first semes
ter. All information would be In
the class gradebook, but it might
not go forward to the office and
to parents until the end of the
first semester. This would, 1n ef-
fect, “buy tme’ for the Record
Keeping System Tedam In its 1ni
tial implementation phase. Desk
records 1n class gradebooks would
need to be set up at the start of
school, but additional time would
be created to allow for estabhish-
ing office forms and procedues
If a district elects to involve data
processors 11 1ts record keeping
activities, this guide book will be
of value The samples in the duide
are maodels and, as such, will be
of value n setting up the manual

or ddata processing apphcations
28
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that an individual district will use
The data processing consultants
involved In the development of
this guide stressed the fact that
data processing services were rela-
tively easy to provide 1f the
district has made the skey
decisions outhined In this section
on pages 4-14.

The commentaly In this guide
suggests the development of a
total system prior to the estab-
lishment of record keeping forms
and procedures It is understood
that many elements In the system
will not be complete and In place
in the fall of 1974. Districts will,
in many cases, be dealing with
only the ninth-grade level material
during the first year and will be
phasing In the total program from
now until 1978 The district team
must, howevei, have In mind the
overall structure of their program
as they make decistons and take
action regarding nitial develop
mental steps. Consequently, the
descriptions 1n the guide are of
fered from the point of a total
overview.




