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FOREWORD `lea, C011edque

The statewide P f or 2 to implement
the new Minimum School Graduation
Requirements has been very cncoui
aging Districts have made consider
ahle progress Int.developirvi their plans
tor meeting the new leg:Wet/lents
My visits with citilens .Jund thp
state have shown that they are ex
cited, enthusiastic, and looking fur
ward to these new progra,ns for

students n Cre:jon

Administrators project manage's CH'
fICUIUM specialists, and teacher', have
requested additional information
yarding guidelines for the develop
ment of district record keeping !nor e
lures and planned course statements
The enclosed materials on rei ord keel'
mg procedures are designod to seivf
,1`, supplements to tne guideline. n.
h shed m September '972

Many people have devoted their tai

pnts and efforts toward the develop
ment of these guidelines Hopefully
the outcome of all our efforts
to setter prepare students to Unction
effectively with the demands
chaliengps that will confron
trier adult I es
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ti Jesse F asold
Super intendent
Pulrilic Instr uc tins
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OVERVIEW RECORD KEEPING
GUIDELINES

The following guidelines and sample
forms for record keeping are intended
to serve as a supplement to Oregon
Graduation Requirements, Adminis-
trative Guidelines (Section I), which
was published in September 1973
This supplement was developed in

response to a number of requests
from teachers, curriculum planners,
and administrators throughout the
state for clarification and modifica-
tion of the original guidelines Its
purposes are to outline 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 school district de-
velops its own plan to meet the new
minimum requirements for school
graduation, it 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,
competencies completed and attend
ance requirements met by each stu
dent is readily available when needed
The district may continue its existing
procedures for recording credits earn
ed and attendance requirements met
by students The task remaining is to
supplement those procedures with a
moans to record the third component
of minimum graduation requirements
minimum survival level competencies

The prow( t team attempte[Lto design
record keeping procedures and related
forms in a manner which would help
to minimi7e the time required of
instructional personnel to fulfill the
record keeping aspects of the new
graduation requirements It was their
belief that the teacher's and coun
selor's time should not be committed
any more than is necessary to record

keeping duties However, they felt
that it should he the teacher's role to

record and report certain information
regarding a student's meeting of
course requirements, attendance re
qutrements and minimum survival
graduation competencies as approved
by the local district board They felt
further that counselors should be
available to advise students regarding
forecasting and other student con-
cerns Consequently, most record
keeping duties should be performed
by others, using either a manual or
data processing approach, even if ad
ditional clerical personnel is required

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

1 Obtaining a general overview
regarding the development of a
record keeping system

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

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 implica
Lions of record keeping



RELATIONSHIP BETWEEN
RECORD KEEPING SYSTEMS

AND
GRADUATION REQUIREMENTS

The foltowing guidelines have been developed to suggest practical, economi
cal, and flexible approaches which should be of assistance to districts as
they develop their system of record keeping consistent with their total
approach to implementing the new graduation requirements The major
purpose of this guide is to provide information on record keeping beyond
what was briefly presented in earlier guidelines The chart below displays
graphically the major elements of the new graduation requirements

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

T

Credit
Requirements
land Course
Offerings)

1 1 Credits grated for.444\
1.11 Required courses
1.12 Elective courses
1 13 Examination in

lieu of course work
1 14 Off campus

experience
1 15 Independent

study
1 16 Alternative

learning
experience

\. }
Performance
Requirements
for Program
Completion (Program

(-goals, competencies,
performance
indicators)

Assessment measures
in
2.11 Planned courses
2 12 Options to planned

courses
1.1 3 Off-campus programs

Criteria for
3 1 1 Requiring twelve

years of planned
educational
experiences

3.12 Permitting early
graduation

3 13 Requiring delayed
graduation



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 eligible for either the certificate of competency

and/or the diploma.

At

1 2 Procedures
and format
for written
course plans

1 3 Procedures and
format for
reporting
grades 4 0 Transcript

F ormat -).
15: Certificate of

Competency
and/or
Dioioma
Format

3



THE RECORD KEEPING LEADING THE RECORD
KEEPING SYSTEM TEAMSYSTEM TEAM

The record keeping system team lead
er should be aware of the critical
importance of the iob ahead. As soon
as d team leader is.assigned the task
of designing dnd implementing d re
cord keeping system for the district,

number of issues will become ap
parent, all stemming from the fact
that "one person's needs become
dnother person's paper work The
dislike most people feel toward paper
work becomes even worse if they
don't understand it or see how they
directly gam 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 is actually needed at
this time by the district. Caution
should be exercised in determining
how much additional information will
be "piggybacked" onto the system, as
well as how soon it will be at
tempted. Data overload at the begin-
ning may cause the new system to
collapse of its own weight However,
the basic design of the system could
allow for incorporating additional
data in'the future.

The record keeping team should con-
sult with those people who will use
the system and those who will receive
information from it The team will
find itself fE.:ing two tasks

111. To make decisions based upon
a number of vital planning
considerations

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

Data processors and others exper
renced in ecord keeping are quick 13
point out the necessity for educators
to make specific major decisions re-
lating to the district record keeping
plan before they work on imple-
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 facilities. Clearly, both
groups should be represented during
the two phases of decision making
and implementation.

4
A

Jo.

RECORD KEEPING
SYSTEM TEAM:

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

Administrators who will be re-
sponsible for managing the overall
system

Depdrtment chairmen who will
be working witjit teachers in terms
of developing the materials and
procedures

Appropriate school and central
office record keeping personnel
who will be involved in keeping
school and district-wide records
based on the system

Outside representatives
d 1 E.D. personnel if they as-

sist your school district in re
cord keeping functions

b. Data processing specialists
who will assist in designing the
district plan, if the district is

considering,an automated ap-
proach

Counselors whp will be guiding
students in terms of the records
available

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

J



PLANNING CONSIDERATIONS

ri As the team begins the pi ocess ut
developing its record keeping plan,
there are a nurnber,,of vital consid'Ia
bons which must 14 discussed These
matters are important because the
decisions reached will influent e the
finalifed record keeping plan for the
district Several of these key r onsid
erations are listed below ThLy are
described briefly on the following
pages

Required LOW," and electives

Minimum survival graduation corn
petencies

t of anon of competencies within
school program

Method of iii °Him r umpetency
demonstration

Initial student ( ompetency status

Level of detail to he Or (red

RSOUtf VS fur record ke,epiny

Numbering system and format

Procedures for updating r cm
potency requirements

Special record keeping problems

Data processing and or rriani,al
system

Depending on the structure of the
graduation requirements task force's
the distric t the following considera
bons and related decisions need to be
made by the team or secured from
others within the task force The
material below contains some irn
oortant considerations facing districts
as they proceed in decision making

Required Courses and Electives

The planned courses in the areas
of study required of all students
for graduation, as well as a wide
wow of elective courses, must be
identified by the district The ,ela
tionship between required courses
and electives is important The
district may decide to add more
credits in required areas of study
than is called for in the state
minimum graduation requirements,
and electives may be adjusted ai-
cordingly

Minimum Survival Graduation
Competencies

The district must identify the min
micro) survival level competencies
that will be required of all stu
dents for graduation In addition,
a decision will need to be made
regarding the total nuntber of min
'mum survivd! graduation compel
encies squired of each student in
1,1e district In general, it is as

corned that to increase the number
Of corapetencies 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 he
assigned to one course, to several
courses, to a competency (enter,
or to a combination of these or
other alternatives

A number of important aspects
regarding the appropriate pt ice
ment of i ompetencies with,n the
system need to be considered

Will any given competency be
located in only one required
course in the program, in more
than one, or could it also be

acquired in a competency ten
ter

If the given competency were
only in one location, would the
students have enough flexibility
in course selection to meet dis
trict requirements?

If the student could complete a
given r ornpeteni y a numbeti
of locations within the cur
culum, would he have a better
chance of completing compel
encies in a setting that rs appro
pirate to him?

Couid a competency c enter serve
as a setting within the sa hool

program for competency comple
bon? Might it serve as a backup
center, in the event that a stu
dent missed demonstration of
competency within a class but
would not profit from repeating
the entire ,course simply for the
purpose of completing one or
more minimum survival giadua
[ion competencies?

Could the competency center
serve as a major learning area
within the school program, in
which all minimum survival grad
nation competencies could he

completed?



) Method of Recording Competency
Demonstration

If the teaching of 11111111110M St

viva) '11,3(10,41On OMpeienClt", Is

LISSIgnell TO planned courses
lIste e( t has at least two options
IA) a mark on a (11,,I I t Chet k I IS(

toe In could !ride ate tide student's
denionsttJtirm of competes( les,
\Mille tier passing 'pant' 010111d Ind,
r ate the SUL ut'SSit.11 I OInpletIOn of
overall ourse requirement,.
the student's passing grade i ould
indicate eY,1(i) I omplet Ion of
the over all mut se !ewer emeriti,
and the demonstration of spec if it
COMpetericieS

if a shident fails to demonstrate
ompetenr It's assigned W a Louise

in which he is enrolled, alternative
opportunities may he provided to
help hen learn and demonstrate
that competency, e q , special
tutoring, a ompetency center,
eti. April op! rate forms, would be
used In these alter native settings for
reporting competencies JO leved

should *he taken to a' -less the
fel, live merits of the two options
noted above

Option A:
Re( °Rim() and Repor tiny Corn
potency Completion, ussrm

Per formance Inch( ator and Min
imum Survival Gradual Ion
Competency Check List

If this option IS used, the dis
tot t must indict, a tIOCIS1011 did('
a grdcle in a I ourse will not
indicate the completion or ',ilk
of completion of minimum stir
vivdl graduation competent les
Ear II teacher of a planned

ourse t ontaining MIMMU
competencies must check off
each performance indicator and
related competency for each
student as he or she completes
it At the end of the course,
this information is tenor ted to
the office for recording on a
transcript and repor tiny to the
student or parent

Classroom

Following the decision that all
competency completion must
be recorded and reported separ
a tely horn planned course
grades, it will be tha teacher's
responsibility to teach the COM
petencres, assess student corn
pletion of the competencies
through performance indicators,
and record the completion of
each performance indicator and
competency At the end of the
course, the teacher will trans
mit this information to the
school of f Re on the appro
;mate reporting form A grade
for the course also will be
transmuted, however, the grade
will not relate to the corn
&non of minimum survival

graduation competencies

6

School Office

Whin classroom repot ts ,tre
curved In the school office, the

acleS will be recorded on ap
propnate recording and report
inn forms The data concerning
completion of pert °undo! e en
dicators and competencies also
twill be recorded on appr opt rate
forms The recording form will
be the permanent record or

anscript [he reporting for m
will be the student report (re
port card) The transcript c III
be filed in the school office
and the report form will te

forwarded to the student or the
student's parent



Option ES-
Recording and Reporting (uni
petency Completion by Grade
and Exception Report

If this olition is used, the dis
tract must make a bas/r let I

stun that if a student earns a
passmg grade for a planned
course which contains one or
more minimum survival gradu-
ation romper -acres, then all of
those competencies have been
ompleted, and, conversely,

that any student who has not
met all minimum survival level
competencies cannot be award-
ed a passing grade The student
who receives a failing grade in a
planned course which contains
one or more minimum compe
tencies, may
some or all
competencies
needs to be

have completed
of the assigned
arid this fact
roc orded as an

exception report

Classroom

Following the decision cl-cat

passing grade in a planned
course containing minimum stir
viva) graduation competencies
indicates that those compe
tencies included have been
completed, it will he the teach
er's responsihility to teach the
competencies, assess student
completion of the competencies
tfyrough performance iniliCafors
and note their completion It
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
repot t except ions lie, writ
petencies completed) for stn

dents who receive a failing
grade in the planned course
These exceptions well he to
corded and transmitted to the
school office on the appronci
ate forms

School Office

When I 1,1,,SrOurn !ITCH are r-

Pived in the sc hool office, the
yr idei, will be r'corded on ap
or opt idte r ecOr d,nti and rope t
mg to, rns These forms will
a per ma nr nt recur torn
transit rut) and a student r o

punt furrn (report card) The
transcript will he filed in the
schc,ol hie and the rrrport

drismitter; to the
student's par

Initial Student Competency Status

The district must determine the
starting point for keeping records
on ead,h student's demonstration
of minimum survival corn
petencies If ttie student's demon
stration of a competency 's as

signed to a particular grade level
it may he recorded at that time
The district may prefer to record
the student's competent y at 6,1,

tone 11 is demonstrated, even if It

is dt an (-wirer grade level

Each district faces a number of
key issues which require spec OR
decisions

Should student progress toward
demonstration of graduation
«ampetencies he monitored prior
to grade nine) If so, b&crrnr»nq at
r.-rihrrt -gractetsi

If competency completion is r,
corded prior to the ninth grade,
snoubi it be reexamined at a

rater grade

Should record keeping or the
student's initial competency slat
us begin when he Or stir- enters
the ninth grade)

Level of Detail Recorded

Regarding the amount of detail
that will he reLurcled for each
student, a comprehensive district
for m c °cirri list all ortitured goals,
minimum graduation survival tom
netence's, and per for man( o Indict
tors which will track the ,tudent's
progress ,ind ,01! ue rild'Iltalf1Pd in
the studeat's file On the other
hand, the Issuanc e of a diploma
and or checkmark on the student's
transcript may automatically mdi
edit, satisfactory no ipletion of the
required minimum per for mance re
(IU ements, as long art the corn
petencies are desciihul fully in

tArict tiles and in t lassroom
aids

The team should study the aspects
involved in net ord keeping for
program which emlg, es overall
iompetenc y development, grades

K 12 The options ,ire

1 rack only survival r ornnetent,iirs
In grades 9 12

Track all student «mmetencies
(survival revel and course goals)
in trades 9 12

Track all r.ur viva! I unmet ent ies
grade, K 12

Track survival competencies and
course goals In grades K 12



Resources for Record Keeping

Thi distt n t should t)flY(11.1 the

r esthot es avallaolt. for lc( old
keei »rig, 'Or ludIng

Data WO, ass nti =di! vicas

tut the tilsttii f s use

Cietit personnel to be assigned
for a manual system

Budget consider dhotis

P. int mg art cing:irritants

Plan, for ut lentotton of those
invoked

Numbering System and Format

The rationale for d ton,istent
timber 'fill system to he used state
wide Is to far Mt itt-. the interprets
tion of records of students trans
fairing between districts itvithin
the state

The following nombet ifly system is
recommended for the district's list
ot student per for mance require
merits for program completion

Sufi Atea
Ploy, aft) Goal

1 0

1 1

1 1

1 1

1 1

1

1

1 1 1

Example
Personal

Develop
merit

Reading
Readtrati

t Litt -cal

tscittipettint v

Pt, fur Mall( r
!relic Amt.,

Goal!
Identify

Main
Ideas

Per fur M
dill In
dicatorsi

In addition, the nunilneilny system
(lest f died beim% Is tecommended
for the dist! t's transcript put troll
of stud-tit perfotmante requne
molts tot pi orp,1111 complet ion

1 U Personal [Jett rianent
1 I Reading
1 1 Listening
1 3 Analyzing
14 Speaking
1 5 Writing
I 6 Computing
1 / Scientific technologic at

{_N UL asses

1 8 Health knowledge and
skills

1 9 Life long learnin skills

2 0 Social Responsibility
21 Cin, en in the conunun

rty, state, and nation"
2 2 Citizen in titer at- non

with the environment
2 3 Citizen on streets and

highways
2 4 Consumer of goods and

services

3 CT Cateer Development
3 1 Career habits
3 2 Career positive attitu ies ;

3 3 Career inter personaltla
tionships

3 4 Career decisions
3 5 Compe'tenc les 4n chosen

career area

8

Procedures for Updating Compet-
ency Requirements

The dist; u t adopted c umpetencies
ii eftec t at the tiime a student is

utlUdlly enrollykl .4tuult1 represent
the conticn tcial per for ?Mince to

gulf Omen! ft)! that' student Suhse
quint chanties in the disti ii t corn
petenc y list should trot he iciti ode
tive

Each district may pet ally re
view and update its list of mini
mum Sun VIVal graduation compet
melt's Thought should he given to
collecting changes over tune 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 a minimum

Special Record Keeping Problems

The district's record keeping sys
tem should include provisionsfgr
students who present special rec
ord keeping problems These may
be students enrolled in open
entry 'open exit courses, students
whose files contain errors, or _stir
dents transferring (from or to)
other districts

If a student transfers to another
st hoof, a copy of his competency
record should lie sent with him
This record should he as detailed
tc possible__

D ist to IS have differing approaches to
identifying Citizen in the Community,
State and Nation For the purpose of
state wide consistency this guide shows
only one approach to recording this in
formation A distill is lists
shoe, thew minty as a single or mutt iitle
entry However at the point at Moral this
information is placed on a transcript, it is

%iron gly recommended that the format
included he u>etl tut external inter school
communication



Note on Transfers

The Issue of how to reasonably deal with in state and out of state
transfer students in term' of minimum survival level competency status
is currently under study by the Oregon State Board of Education

The proposed minirnum standards currently being considered provide

that, in evaluating the trans( riots of students, the school administrator

shall

a accept ninth grade work wnen satisfar for ily completed in a stanuard

rumor high school on the same oasis as when completed in a

four year high school

h accept r equir ements completed in standard secondary schools in

other states on the same basis as if the requirements had been
completed in this state

accept the minimum survival competencies completed in a standard

secondary sc hool in Oregon as if those competencies had been
parried in the administrator 's own district,

deter mine before acceptance, the value of credits from a non
standard secondary uhoo i or pr ivate elementary or secondary

Institution,

e accept credit for correspondence courses toward graNation require
merits provided the rorrespondence work has been fatten from a
member of the National University Extension Association, and

f accept credit for units of study taken in an approved community
college program as applicable to meet the requirements for high
school graduation

However, these standards are still under review by the Oregon State
Board of Education

9 a

Data Processing and/or Manual
System

A data processing cent Pi can hat)
die many record keeftng tasks,
such as printing out master com-
petency lists, course lists, master
schedules, and individual student
scheduling It can generate student
status reports and student record
information including student his-
tories It can process pre ninth
grade information on students so
that a "beginning balance" can be
developed for each student On
the other hand, any or all of these
functions can tie done manually

The procedures for record keeping'
serve to implement the procedures
that have grown out of the deer
sion making done by the district,
and either mechanical or auto-
mated systems can be used to
carry out these procedures If data
processing services are wanted at
any point in the sustem, exper
ienced data processing personnel
should be 'involved as soon as

possible in the planning ,I11(1 deer
sion-making stage



DEVELOPING THE RECORD KEEPING SYSTEM STATEMENT

After the foregoing h 1,3,3311 01,1(It. 1(11 It'l 01,1 `(-`010j Svierri team leader
have seared suf fit len' informant, from t, tear of r r LIIS(11( I'S grattudtion mi33,reinerits
1aSn hack,' to answer the 333estions listed below

CHECKLIST

me ,Tem h1-1_...,,,) rum star( g 111(11110,'

1,, 11 umpatible ,sith 3.33.33 (grrent It', uni Kemang (JO( 0/01(') Iaa dtlft.)1('Cl'

,3 Is it in keeping W1.4 the U333 isicais mdde i,y ul,r uverrill graduation requirements
.1e3.,elnpment team'

4 Is d within or finan( ial drld staff ,esourt es'

o Are .`41" 901(19 to 01aCE rmnirii,on surve,al r ompeten, ies In

al ,Inylel our se of furings

01/ 1110Ie than one course'

tc) ompetenLy center,

It) used dl a buck LIP?

tie(1 d) a separate 0TO9Tdril ftature'

1 I) ,1,.lend of the above Including)

Is it desiuhed ,33 1331 trat_33 all uompetemcles Jr lb: fur vadat (ompetem les'

Is, it locatt,1 UI gra, es la) 9-12, lb) K-12 or (3 1 other'

8 Is it young to have d pre-ninth grade feature 30

(al 3 -3rir t progress)

ertify some competent tes,

) ',3h

33 Is It going to rave
Id/ d 101,11 of unit, of graduation?

Inc units of electives'

) more than the r(110101U1nrequir 31, wilds in the areal)) of

10 It going 13 have a marking system that

la I 133'eOs recording of minimum survival ompetenr ies separate from letter
grades for rEdit'
tro33, d OrlIF(11-(ITc(4.(s-th--(df(d04--Flidt-4-1sw-Itttllt,110(11 ttITV ,e,diyeterrrit'S Rave
been demonstrated and certified In the our se for which the grade has
I.een ,33 hieved coupled with 33 system of i3,3( potion reporting,

11 Is it going to rely on

la/ a manual re( ord keeping sYsir

t,1 pro,. essiny system '

tt blend of the two systems,'

12 Is OUT master I ist of 1ur4is,alrompeteo, iumplete and ready for use'

1 3 Does the master it have a I onsi.iant nunitiering

14 Have we levemp( ti do ,13313roa, ti to slug Idl rer f(r(I keeping pi oblems

15 Are iVe 901r)(4 to adopt the ,tale guide 00)1(10, t,r1 °moment it32'
OUI ON/0 appr3a3h '

*t

10

,
A



BASIC ELEMENTS REQUIRED FOR DEVELOPING
A RECORD KEEPING SYSTEM

I he team leader r tv.ord keeoin) system `,tatt'Int'flt should endhle t11111 to heyn to establish
the hase elements of d na Of (1 t3e-virtg systt

Depen,$10,4 nr, the owes. that the t yrtAloation reouneriunts tea 11 has made

"(' lt 1 ,.,t! ,I,ottidtam rr ineernyhts pine, t
tean members vwill he ready at this point to develop adjust of reattilf p u, Mares and

for Ms Idefltified below

DEVELOP ADJUST REAFFIRM BASIC ELEMENTS

1 The master list of courses
a ad district adopted mint
mum graduation corn
peter), les for use by School
staff, students and parents

2 The assignment of distract
adopted minimum graduation
competencies to appropriate
planned courses or other lo
cations in the school program
li e, competency c enter or
tutorial programf.'

3 Appropriate distrii t forms
f or teacher recotdiny of
grades earned and corn
petencies demonstrated by
students

4 Appropriate district form for
tea( her reporting of grades
earned arid competen( les
demonstrated by students

b Dist' R t adopted student tran
script 'mil( citing grades
earned, credits awarded, ( urn
peter), les demonstrated, at
tendance re( or d and other
pertinent student Int or ma
tion

The foregoing ac teddies ,'ill lead t(1 the probe lion of the documents listed below

Documentation

1 Master c nurse list

2 Distri( t adopted minimum compoten( les list

3 Planned course statements

4 Grade book re( otti form

5 District re( ord form

h Class list reporting farm Hu he sent to the off', el

1 Student report (report ( aid providing information for parents and students)

8 Student progress summary form

9 Transcript (wan( 0 Indic ales student's ( resits, ( nmpeten, ies attendau( e, other inforrna
tionI

11 . .



SAMPLE MATERIALS Using the Sample Materials

Thk dist t retard isPellIMI leant t,houlo 0115110,1 the follow nil a, they aele t the imply
rnateridls cnosi appr opr late to the le( 151011, they have made He, Ord Feepiny r. d du II pro,

clef ined as follois 11 is ordinti tri a, I of eflif.lir) 11101 r11,1Iwil on Hpluptidte (Orms
repot 1 mg the at. t of transmittin(j int ()I mation 00 ( o)11pleted fo ns to the door opt idle

dtmn ,Wrsori T his prof ess for the ptlfIXISes of these qo.dehnes tai pia, e it the

lat,sr (min and apool of fit e level fiovvver pr rot to devolopirly a &or I el Ord

an ,,171 111,11111 'tun, 1111 to i Lie 1 won rLl111' The 111.1, 1115 ,11111 ,,ggeste,/

1411,11s des( 111,t'd rl this 515 PUn p1051,11, distil, Is temns of 'or,nol rimy d

1Jse 11011 their 104.11 floods drII resour(Cs

RELATIONSHIP OF DOCUMENTS IN A
RECORD KEEPING SYSTEM

I11,111(

Mast 1r

Lot of

PI,M(Itd

Courses

D still t
i,ter

List of
^v1inum
Sorvi,al
Grad ,dri0,1
COrroott.n CIS

Pl in ned

( 011SP

`;taterrlt,t

Identifies all planned I 0 offered by
the s( pool Usually «)ntdins s( h inforrnd
11011 as «iurse title f ourse number, length,
worn number, teak her Oh

(No sample ple5111,11

Identifies all distr it t adopted minimum sur
viva) graduation I ornoeten( re, and ,,haws
there !tic y have been pat( ed in the in

5tru1 t tonal program i e rn planned
oorses, orroeten( y I enter Cr ,

1`,e 3dmple 1!

Identifies the bask elements of planned
(11115e5 In, hiding but not 111-nited to
0111511 1101115 MI11111111111 surviJul (Jr adoition

oinpetent

(`tee `,1,ples 1 & ii



ri
Learning

Activities

Assessment

Ar bones

Tear hang

Learning

Evaluating

Gradebook

Record

Form

Classroom
Form for
Rer noting

Completion
of Performance
Indicators
,,d I urnlpf,Orii ies

J

Identifies the approar h to instruction of
individual teachers, I Or hiding but not lun
Ited to instructional techniques, materials
etc Also provides direction for developing
assessment activines

Indicates the activities used to determine
the completion of minimum survival gradu
anon competencies (also course goals),
including such materials as test items,
scoring procedure, time allotment, etc

(No sample shown See Guidelines for
Planned Course Statements, Model II)

The process and the setting where teach
mg, 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 survival
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 and minimum survival gradua-
tion competencies This will usually be a
senarate sheet in the gradebook which
contains the minimum survival graduation
competencies and related performance in
dicators Performance indicators may be
checked off as the student completes
them. The competencies will usually be
checked off and dated upon completion of
the related performance indicators If a

school district prints its gradebooks, this
form may be included as a regular part of
the hook

(See Sample 4)

14
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Option A

Grades,

Performance
!milt ator and

u1:11 .1v1v4.11

Graduation
Comoetency
Her ording and
Reporttng Forn1

Option B

Grade

ExceptException
Recording

and

Reporting

Form

Student

Progress:

Summary

Form

15 r.

Identifies the student s grade for the
course and the completion of all pt form
3rICT..71.111,citura ii411.111iwit aut vtval grad-
uation competencies

Classroom The teacher fills in the grade
and checks the completion of each per
formance indicator and minimum survival
graduation competency, using the records
which have been kept in the grade book,
and transmits the form to the school
office.

School Office The appropriate record off;
cer receives the form and transfers the
information from it to the appropriate
form for each student (if an automated
procedure is used this form would be used
by that department /

(See Sample 51

Identifies the student's grade for the over
all course Also identifies for the student
who fails the course those minimum sur-
vival graduation competencies which have
been completed

Classroom The teacher fills in the grades
and checks the appropriate exception at
the close of each term, using the records
which have been kept in the gradehook,
and transmits the form to the school
office

School Office The appropriate record offi-
cer receives the form and transfers the
information from it to the appropriate
form for each student (If automated
procedure is used, this form would be used
by that department

I See Sample 61

Identifies the compiled continuous pro
gress of the student Displays grades, com-
petencies, ,redits, attendance, etc This is
the form used by the school office for
recording all information transmitted from
the classrooms and from which all data is
transferred to a transcript

(See Sample 8)



Transcript

Form

Student

Report

Form

Certifii ate

of

Competency

Diploma

Identifies ail necessary information for
each student a permanent re( ord of 11.t1

dent progress

ISee Sample 9)

Identifies the grade and exceptronIs) for
the student in the course taken, or the
grade and completion of minimum survival
grarl.r,r on competencies for the student
tur each course taken. Can be filled out by
the office and /or by each teacher of a
course the student has taken Ilf an auto-
mated procedure is used, this form would
be produced by that department /

(See Sample 71

The transcript is a permanent record and
evidence of diploma awarded Subject to
district policy, it may also be used as a
certificate of competency

(No saple drsidayed)

16
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o SURVIVAL GRADUATION COMPETENCIES
a)

Disttict's Master List of t orripetenr les General Application

MODEL FORMAT FOR ASSIGNING MINIMUM

0

1SAMPLE 1

This master list of minimum survival level competencies would be compiled in the central office, reproduced and copies sent

to the schools. Each competency should be assigned an identifying course number and ma/ be accompanied by an

abbreviated course title

1 he counselors, administratOrs and staff will need ready access to this

students, parents, and from district:, to which students have transferred

list to answer questions directed to them from

1 0 PERSONAL DEVELOPMENT

1.1 COMMUNICATION (1.1.1 READ, 1.1.2 LISTEN, 1.1.3 ANALYZE, 1.1.4 SPEAK, 1.1.5 WRITE)

PROGRAM GOAL

ENG. 101

1 1 2 Students will recognize the
ways in which good listening techni
ques contribute to understanding the
communication of others

ENG. 101

MINIMUM SURVIVAL
COMPETENCIES

The student will be able to

1 1 21 Illustrate how the use of

good listening techniques improves
comprehension and personal relation
ships

1 1 2 2 Recognize personal values or
emotional reactions that interfere
with the ability to listen attentively

17 ry
lu'l

SAMPLE PERFORMANCE
INDICATORS

1.1.1.1 1

1 1 2 1 1 Given opportunities to ob-
serve filmed enactments of personal
conflicts, the student will identify the
effects of inattentive listening on con
flict resolution

1.1 2 1.2 After listening to group
discussions; thestudent -wr+frderttify-
instances in which misunderstanding
of directions or information resulted
from participant's inattentive listen-
ing

1 1 2 2 1 Given pictures of people of
widely differing appearance, the stu-
dent will explain and evaluate any
inclinations he might have to listen to
some and not to others

1 1 2 2 2 After participating in de-

bate of an emotional issue, the stu
dent will analyze how his emotions
might have interferred with compre
hending his opponent's arguments.



ENG. 201

1 1.3

1.1.4 Students will recognize the
role of articulate speech in conveying
information and estaolishing satisfar
tory personal relationships

ENG 201

ENG. 101

1 1.5

1 1 3 1

1 1 4 1 Illustrate the importance of
using effective speaking techniques

1 1 4.2 Explain the re'tionship of
appropriate vocabulary, c rrect usage,
and the orderly presentation of ideas
to accurate communication of in-
formation

1 1 4 3 Adapt speaking style to par
ticuler audiences or purposes

1 i 4 1 1 After viewing films or
other enactments of common conflict
situations, the student will
(1) Explain the effects of poor

spoken communication
(2) identify the factors that contra

hute to poor communication

1 1 4.1 2 After participating in

group discussion, the student will
identify instances where verbal and
nonverbal blocks occurred and point
out the reasons

1 1 4 2 1 After listening to formal
and informal debates over issues of
current interest, the student will iden
tify the most persuasive contestant
and explain the reasons for his
choice

1.1 4 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 modify his manner
of presentation to suit each audience

1 1.5.1 1 1 5.1 1

Additional Applications

If a district decides to 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 elementary or junior high staff involved

If the district decides to chart student progress from grades K-12 it would want to elaborate on the material included in the
master list to include those statements which accurately describe the district's interim expectations regarding what
constitutes satisfactory progress toward the ultimate acquisition of minimum competencies

18



Department

MODEL I

PLANNED COURSE STATEMENT

Course Title

Length of Course

Prerequisite(s)

Check one

Li Required

Selective

Elective

Overview

Course Goals

Aredisi of Study

Course Nuffibtir

No of Credits

SAMPLE 2i

Grade Level(%)

Credit by Scam Available? Yes Li No

Alternative Learning Opportunities !Check one or more)

CI Does Not Apply

Independent Study

Off Campus Experience

Li Other lEipLIain in Course Overview)

Minimum Survival Graduation Competencies

19 ,,,



Department

Course (die

Length of Course

MODEL H

PLANNED COURSE STATEMENT

P'd(,) of St A(Iy

( 011(St.

No of ( n tilts

I SAMPLE 3_]

l,fade L

Prereouisitels) l relit by E xari) Ayailalae?

Chet)), one

Required

'Selo) tiye

Pet lave

Yes Nu

Alrernativo I earning Oppor,unities ((_hei k one or mow)

)), Does Not Apply

Independent Study

`)if Campus E xperien«

itrier IE xplain m ( onrsn Ovennev,)

OVe(VIFVJ

Program Goals (option )l)

(nurse Goals

Vinirrux, Survival Grarl,iat,,,n Perform*n (n.111 Mors ( 0011Q nal)

Learning Activities (00100_11,

Assessment Procedures (optional)

411

(*)

70



Classroom Recording Form
Minimum Competencies
Performance Indicators

I

riAMPLE 41

T Comp.Competency o Comp. 1 Comp. Comp

. 1, 1 , 1.1 w 1.1.1.2 w 1.1 1.3 c- 1.1.1.4 tu> I1 1 1 5I
, ---7

PI PI PI PI g PI PI g PI PI PI g PI PI PI Pl g i PI PI PI PI' PI I g

Studentgh,lame 1 2 3 4 0 1 2 0 1 2 3 ' 1 1 2 3 4 0 1 2 3 4 ,
5 Lu-LH__

c.)

1 Aech Mary
-1-, ---

2. baker, Jim
--,---

, 1

3. Cole, Eric

4. I-- 1

5.

6

7. r
I

8.

9.
{

10,

1 1 .

12.

13. IIIIII
14. NIMIENIMINI
15.

t RIM
16. 11111111=
17.

19. 111
I"' }

20. 111
21. '
22. I

23 1

24. 1111 t
.

25.

26. Mill 111.11
27.

287 1 111111r7111111
29.

30.

21



[SAMPLE 5j

Classroom Reporting Form

Department Areal,) of Study

Course Title Course Number

Length of Course No. of Credits_ Grade Level

Prerequisite Credit by Exam Available? Yes No

Alternative Learning Opportunities Independent StuJ, Research Time Off- Camous

Required Selective Elective

_au_Cient Nitre

Competency
1 1.1 .1!

Z.w

g
0

Comp.
1.1.1.2

a
g
0

Comp.
111 2.`)

coa
g
(-)

Comp
1.1.1.4 !?.?

ai

!
0

Comp
1.1.1 5

PI
5

[22'

1
U

Course
iCirade

PI
1

PI PI
_ 3

PI
4

7"--
PI PI

1 2
PI

1

PI
2

Pt
3

PI
1

PI
2

PI
3

PI
4

PI
1

PI
2

PI
3

PI
4

1. Aech, Mary
1

E A / '.4

1

V V/ i '4

' '.2

/

MINIM
V V V

glenorININV
V V V1244ram

II
1111

V V V V V 1,4_,

2. Baker, Jim A 6
VI'.

. / ,
1/..,.

3. Cole, Eric
-I

F

4

5

11.1MEM
6.

t.

7

1

8

9 i
1

1

10

11

1111 I12.
, ,

13,
,

.

--.-

14, t

.

t--

-.-- ,

1

15
-4

. -1--

1

t

tl- -t

.

t

4-

1-----

_. .

4-

'-L
-t-

-
`

16.
--.-

t
-__1_

. 4 - 4-

t t
-

,

17.
-4-

1 8
1

19 +,_

fl

i-

1

20.
-.

21 1

-f

-1

*-

-, 4

'

i

+.-
4-

4-

f

4

t

t
t-

22. --f--

t 1-

.

+

--f

I

23.

24.

-.--
26.

4.---
27.

28,

29._
29.30._ 1

22



[SAMPLE 6]

Classroom Record and Report

Department Atealsi of Study

Course T itle Course Number

Length of Course No. of ':redits Grade Level --

Prerequisite Credit by Exam Available? 11] Yes L No

Alternpri-e Learning Opportunities Independent Study Researcn Time Li Of Campus

Required Selective

Student Name

1, Aech, Mary

2. Baker, Jim

3, Cole, Eric

Comp Comp Comp
1.2,1.3Grade 1.2.1.1 1.2 1 2

A

A

C

4, Crate, Joe

5. Edwards, A.

F

F

6. Form, Cora D

7. Farmer, Anni C

8 Garden, Ed A

9. Gross, Ray F

10,

11

12. t-
13.

14.

15.

16.

17.

18

19

20.

21

22

23.

242_

25

Elective' -

Min. Grad. Req. Exception Report

Comp 'Comp Comp 1Comp Comp
1.3.1 4 41.2.1.5 1.2 2.1 1 2 2.2 1 2.2 3

X X X

26.

21

28.

29

30.

t

23

Comp
1 2 2 44

-1-

X X X X

1--

t



Student t\,,,-,

[
Cow se Teacher Gr,

STUDENT REPORT
(Option A)

'--;ettiet,tet

Year

SAMPLE 7

CompetencylCompetency Competency Competency
Completed Completed Completed completed

Competency Competency Attend
Completed Completed A

STUDENT REPORT
(Option B)

Student Name Semester

Year

7-7 i

-
Exception Reports

Competency 1-Competent. y Competency! Competency! Competency Competency

Course Teacher t Gr.Completed Completed Comp,ated Completed ! Completed Completed

74



i SAMPLE 81

Model Format
Student Progress Record

StL.-cnt Name___ __Counselor

Cies: of

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

Circle Grade

Credit Type Area Course Grade

1 R Comm. 100 ABCDFIW

1 R Comm. 200 ABCDFIW

R Math 110 ABCDFIW

1 E Science 210 ABCDFIW

(Th- above are include'd only for format purpose. A
district can enter all courses on this form)

This sample includes "Type" which refers to

R Required
S Selected
E Elective

Circle Competency Completed

- --

25

Sub Area Competencies

Read 1.1 1 1.1.2 1 1,3 1.1.4
Listen 1.2.1 1.2.2 1.2.3 1.2.4 1 2.5

Analyze 1 3.1 1.3 2 1 3 3
Speak 1.4.1 1.4.2 1 4.3 1.4 4 1 4 5 1 4 6

Write 1.5.1 1 5 2 1.5.3 1 5.4 1.5.5
Compute 1 6 1 1 6.2 1 6.3 1 6 4

Science 1 7 1 1.7.2 1 7 3
Health 1.8.1 1.8 2 1 a.3 1.8 4
Life Learn 1.9.1 1.9.2

Comm. 2 1.1 2.1.2 2 1 3 2.1 4 2.1.5 2 1 6 2 1 7
State 2.2,1 2.2.2 2.2 3
Nation 2.3.1 2.3.2 2.3 3
Environ. 2.4,1 2.4.2 2 4 3 2.4.4"
Highways 2.5 1 2.5.2 2.5 3 2.5.4 2.5.5
Goods 2.6.1 2.6.2 2.6.3 2.6.4 2.6 5 2.6.6 2.6 7

Habits 31 1 3 1.2 31 3 3.1.4
Attitudes 3.2 1 3 2.2 3.2.3
Pers. Rel. 3.3.1 3.3.2 3 3.3 3.3.4 3.3.5
Dpcdsions 3 4.1 3.4.2 3.4 3 3 4 4
Career Area 3.5.1 3 5 2 3.5.3 3 5.4 3.5 5 3.5 6

Attendance

A P A P A P A P

9 OD OD
10

ii 1J0
12 rii D 11



NAME Last

Parent or legal guardian

Address

OREGON SECONDARY PERMANENT RECORD

PREVIOUS SCHOOLS
ATTENDED

Mo Day 19

First Middle Sex Bir thdac.

DATE OF
ENTRY VVITHDRAWAt_ DATE OF ENTRY

DATE OF WITHDRAWAL

10GRADE

STANDARDIZED TEST SCORES

PERFORMANCE
The student
performance
1 0

0

3 0

REQUIREMENTS FOR PROGRAM COMPLETION
nJS met or Pxceeled minimum "survival love!"
requrrer-,ents as rroll,..aterl 511b-Areas

Personal Development
1 1 Reading
1 Liste,anq
1 3 Analy/mq

Areas

1

J

CREDIT REQUIREMENTS
All Performan( P FOR PROGRAM COMPLETION
Requirements Communication Skills 3 Units

Li LI t

Mathematics 1 Unit

Laboratory Science 1 Unit

Health Education 1 Unit

Physe al Education 1 Unit

Social Science 1 Unit

Citizenship Education 1 Unit

Personal Finance 1 Unit

Career Education 1 Unit

Electives 10 Units

Total 21 Units

LL`tCTIVE SUMMARY
[ 1 L

1 7 :1i 4 E.

[i I 1 I _J

6 7 R 9 10

L

F1

Li
H
Li
L
LI
r

1 4 5Peal
1 5 Writing
1 6 Computing
1 1 Si 'entity itt( hnolnqi( al orof rsr

Health F nowledge an t sF 1;1,,
.9 Life Jong ledmina

Snrial Responsituls,
2.1 Citizen in the community

state and nation
2 7 Citizen in interai tioo With

the environment
2 .2. Citizen on sir( ots And highway

4 Cont.urier of goods and services

Career Development
3 1 Career habits
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THOUGHTS ON THE
IMPLICATION OF
RECORD KEEPING

1 Many educators have expressed
concern regarding iecording and
reporting in 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 acquisition

Parents -,ill have more inform-
ation regarding student pro-
gress Parents have expressed
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, it will have the effect
of increasing community un
derstanding of the nature of
the district's secondary pro
gram.

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

The JO of dealing with and
recording minimum survival
level competencies will act as d
reminder to teachers regarding
what students have and have
not accomplished. This will aid
the teacher and student set
class, group, or individual
learning priorities frit the guar
ter, semester, or year.

During curriculum revision
activities, when teachers re
examine their programs and
course offerings, more data
r ould be available recording
student progress in the current
program.

Administrators will have ar i ess
to more information that evil)
enable them to better explain
to the community the si floors
programs.

2 This publication is not d 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 local district
Record Keeping System Team
builds its own system

3. Timing is an important feature of
the distiict's record keeping im-
plementation effort. A district
will probably be reporting all
competency information on re-
port cards in the same fashion
and as often as reports are given
on letter grades and attendance.
During the fall of 1974, a district
(on d. one-time-only basis) might
wish to omit transmitting corn
petency information at the end of
the first nine weeks.' It might
choose to begin the process of
transmitting competency informa
Lion at the end of the first semen
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, in ef-
fect, "buy time" for the Record
Keeping System Team in its ini
teal implementation phase. Desk
records in class gradebooks would
need to be set up at the start of
school, but additional time would
be created to allow far establish-
ing office forms and procedures
If a district elects to involve data
processors in its record keeping
activities, this guide book will be
of value The samples in the guide
are models and, as such, will be
of value in setting up the manual
or data pi ocessing applications
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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 if the
district has made the ikey
decisions outlined in this section
on pages 4-14.

4 The commentary in this guide
suggests the development of a

total system prior to the estab-
lishment of -ecord keeping forms
end 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, however, have in mind the
overall structure of their program
as they make decisions and take
talon regarding initial develop
mental steps. Consequently, the
descriptions in the guide are of
fered from the point of a total
overview.


