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LETTER OF TRANSMITTAL,
__ & . .

DEFarRTMENT OF TuE INTERIOR,
. BureEar or EbUcATION,
. Washéngton, February 3, 1912,

St The best interests of education demand that there should be
adeguate and uniform methods and forms of collecting and recording
statistics of schools of all kinds in all the States, cities, and rural dis-
tricts.of the Union. The work of collecting, compiling, and inter-
preting statistics in the Bureau of Education would be greatl_y helped
by this.  This bureaustherefore, welcomnes the interest in this work
whie h hus developed in recent years among school officefs thronghout
the ‘country dand which bas cnused the departayent of qupermtcndence
of the Nationnl Education Association to appoint & committee on uni-
form records and reports.  The Commissioner of Education and the
Chicf of the Division of School Administration of the bureau have
cooperated with this committee at its request, and the bureau has lent
it all-possibicaid and assistapce. The report of thix committee on
uniform records and reports contains many recommendations and sug-
gestions regarding forms und the method of using them, which will be

_of great benefit to the schools in all parts of the country. [ there-
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fore.recommend that it he published as & bulletin of the Bureau of
Edueation..

Very respectfully, : P. P. Craxton,
' Connisxioner.
The SECRETARY OF THE INTERIQR. e = -
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REPORT OF THE COMMITTEE ON UNIFORM
RECORDS AND REPORTS.

v )
'

To the Department of Superintendence of the National Education Associafon:

Your dommittee on uniform records and reports has, 'since the last
meeting of the department, continued-its work along the lines indi-
cated in the preliminary report submitted at that meeting. - That

progress has been made is indicated by statistics which were gathered .

by the United States Bureau of Educatign showing that 216 ‘cities
are now using the cumulatise record card, and that 418 cities are

able to report their fiscal statistics on the form which was recom-

mended by this coramittee in cooperation with the United States
Bureau of Educatior, the Census Office, and the Association of School
Accounting Oflicers. We believe that the work which has been begun

by our committee should be ;?t'.u.ued by a permanent committee -

whose duty it should be to suggest from time to.time such improve-
ments in records and reports as may be determined by their study of
the situation. ° . '

The report which follows is divided into the following sections:
(1)')Reecords and reports for State school systems; (2) records and

“reports for city school systems; (3) pupil records with special refer-

ence to the cumulative record card; and (4) the report of fiscal sta-
tistics. Accompanying this discussion there are presented as sepa-

rate documents, the cumulative record card recommended by the |

committee; the form for reporting fiscal statistics, which gyas pre-
pared in conference with the Bureau of Education, the Censu ice,

and thé Association of School Accounting Officers, and which is now -

furhished to~eittes by ‘the Bureau of Education; and the form for a
teacher’s register. *
' STATE REPORTS.

- In dealing with that section of its work which relates to State

" accounting and reports the committee aPpreciates fully that the legis-

‘lation of the various States tas a most important bearing on the prac-

ticability of uniformity in matters of detail. On some pointa this

legislation has to do with matters of fundamental concern to the

e Yl s s iz L o e R I T T T s

States, and modification of it is extremely unlikely. Such for exam-

ple are statutes dealing with the distribution of State school funds.
Sudh funds are secured in a considerable variety of ways, and this dis-

tribution is arranged en various bases satisfactory to the legislatures .
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of thie different States. While there wilt doubtless be an increasing
recognition of the basic principles that should govern such distribu-
tion and this recoguition will lead to a certain degree vf uniformity in
the bases of distribution selected, it is hardly eonceivable that local
considerations will not continue to govern largely such plans.  Regog-
nizing this and nfor difTerences, it is clear that the statisties of the
States must in a consideral.c measure conform to definitions, terms,
and methods that comply with local statutes and conditi

‘The commniittee does not regard it as essential to the purposes of this *
report to deal, beyond thisexplanatory reference, with these necessary
points of difference.  The following rocommendations it hopes will 2
prove a constructive contribution to the part that may be taken by
the State departments in securing reasonablé unifor mity in reporting .
and in attaining a more elleient })uhhut\ through ollic ml reports,

Theforms‘ to be employed by States in gathering statistics should be
similar 1n ge nualfm*m and urrangement t. those used by the National
Bureau.—~The committee recognizes that an important step toward
“uniformity tn reporting will be to present to the various reporting
oflicers of the country statistical formy as nearly s practicable, uni-
form in terms (leflnltmm anl arrangement. )

If it could- &3 mado possible for thoe local officer to report Loth to
the State and to the National bupcau on practically the same basis,
~ distinet gains both in accuracy and in uniformitywould accrue.

The committes recognizes tho great desirability ef an arrange-
ment whereby the statistics of the Burcau of Kducation ss relhting
to units within' the several States might be gathered through the
various State departments of education.  Such & plan would obviate
the necesslt) of a second reporting by local oflicets, while it "would -
QOubt]u’s increase thc means at the disposal of the Bureau of Edu- » .
cation for securing statistics from. the local units. This plan of
‘roporting to tho Bureau of Education through the State oflices the
committee recommends foradoption as early as, practicable. It
sces no reason why it may nob be adopted by those States that are
in position to make such cooperative arragwements, even though all
State departments may not be able to m u%them at once.

In the meantimo it"repoats the pecorumondation of its preliminary ’
report, to the effect’ Lhat State departments in sccuring statistics - :
from’ units-within the States conform so.far as possible to the forms
employed by the Bureau of Education, supplementing the points
covered therein with those requued for local ugo. These formy, it o
will be noted, may be issued both'in the’ ‘long” end the tshort”
forms for use, respectively, with larger munigipalitics and with -
smaller school systems. These*forms, 1ssuod brvu%?b Burenugf\Edu- t

r
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cation nnd approved in conferonce witlhthis commattee are submxtted, Rl
heremth and made a part of ‘this report. 5 K :
; § p
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STATE 'REPORTS. N 9 ;

Lssennal points ‘ot now reported by all the StaLes should by agreement
*  come under universal reporting.—A careful 1nspectlon both of National -
and State reports shows that there are various fundamentnl points
_ of information relative to schoold that are reported by a majority of
the States but are not reported by all-of them. The committes
» belicves that the basis adopted by the Bureau of Education for all
leading items is at once conserv ative and roasonably comprelxenswe‘
‘f, and that it should be adopted by all tho States.
In its preliminary report the committee called attention to various
.+ fitems regarded as fundamental by a'muajority of the States, but not
- ~ reported by all of them.  In order to collect figures on some of these
< points, ns, for example, the school census (not taken by 3 States),
<« enumeration by sex (omitted by 13 States), school enrcllment (only
partiully taken by 1 States}, wages of teachers (Mt returned for
tlio sexes separately), and private schools (not fully reportedy, it
may be neeessary to sccure additional legislative authority." The
fact that so lurge a nm]orlty of the States Liave found it desirable to
secure these st,atlstlcs is su(hcxent evidence of tlwnr’gcneral mtorest
- and value. -
- Educational reports should be made Jor the year endmg June 30.—
Thero appears to be $c0n51deruble variety in the terms for ‘which
reports are made. The committec recommends that all school sys- -
tems, including State systems, make their reports on all educational
itoms for the year ending June 30. It does, ‘not appear to the com-
mittee that such reports for this period are neu,ssamly inconsistent .
with a plan of making financial reports for a fiscal year terntinating
. on another date.
The scope of the State report should be coertensive with all educational -
C interests of the State.—The committoe belioves that the educatloml
report of each State should bear the same relation, but more in detail,
to the State and its educational activities that the National report.‘
bears td The entire country. o
A reviow"of Stato seliool roports reveals-a w1do va.nety of practlce
in the scope of investigation conductod by State departments. Some
“of these roports cover only the ossential points of publictschool con-

. duct required by law to be'returned to the State offices, while-others
« aim to report with roasonsble fullness all the educatlonal activities
of the State’ : . >

With regard to- the ®ntent of State reports the coxmmttee com-
" mends to the favorable consideration of State o{ﬁoeu—-the proposi-
tion that each State report shall be & compendmm of all the educa- -
- tional aetivities of the State for which it is made. Asa supplement
to this proposmon, the committeo mentpns the followmg suggestive .

’

.

- outling;
- 1. Areview of educat.lonal progress of oth&- States, mw».r
.. bearing upon farward movemients wlshm the State L
hu.____ 280199102 . 00 G20 oo
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2. Detailed stafistics of all public schools under local manage-
. ment—q, elementary; b, secondary; ¢, normal; d, coliegiate; ¢; city
Jnstitutional; f, for special pupils; g, vocational; h, extensional.
3. Summaries of the foregoing. o
4. Public schools under direct State management—a, elementary;

b, secondary; ¢, normal; d, collegiate; e, technical or vocational;
_ of, professional; g, schools for delinquents; &, schools for defectives;

1, special. :

5. Summaries of the foregoing. .

6. Schools under private management—a, elementary; b, sec-
-ondary; c, collegiate; d, vocational; e, professional; f, schools for” .,
delinquents; g, schools for defectives; A, special. G

7. Summaries of the foregoing. .

8. Special investigations— 2 :

{a) Investigations dealing with spegial problems, such as school
mortality, nonpromotion, etc., are most efficiently conducted through
local school systems. The fruits of such investigations sho%l, how-
ever, through the medium of the State report be made avallable to
all the people of the State. _

() State-wide investigations dealing with forward movements
affecfing a large number of communities, such as school consolida-
tion, conveyance, secondary school distribution, rural progress, etc.,
should be made directly by State offices. :

Special reports or bulleting should be issued @t intervals.—The com-
mittee strongly recommends the issuing by the States of bulletins or
special reports dealing with particular issues at times separate from
that of the publication of the comprehensive State report. Such
separate reports may.be made timely to the discussion of these special
issues and hence may be made more effective in promoting a public
understanding of them.

The use of charts, diagrams, and illustrations should be consjderably
increased.—The committee recommends that the State reports, in
commion with city reports, make larger use of charts, diagrams, and
illustrations for the purpose of presenting with greater force matters
of special and timelyinterest. While these are in the nature of devices
and as such are rarely applicable to the same set of statistics each
year, yet they undoubtedly make an appeal to the inferest of any sub-

* " ject that a verbal'or tabular statement fails: ect, with a resultant

" better understanding of it. e ot :
Comparative tables should be arranged covering intervals: of several
years andaertain phases of school activity should Be reported for longer

' periods—The committee believes that both Stats and city reports

. should make comparative tables showing statistica»covering inter-

I als of § of 10 years. . Such tables should appear on many items

i
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STATE REPORTS. 11

that are annually reported. The work of gathering statistics would,
however, be considerably simplified if statistics on various phases of
educational progres®should be gathered at decennial periods, and the
corrmit tee is of the opinion that the purpose for which these statistics .
are gathered would be fully met by such occasional reporting. The
United States Bureau of Education should become the source of sug-
gestions as to what information shall be collected for ogher than
annusl periods. ’ : ’

Interpretation of statistics is necessary.—As in the case of city
reports, the State report must discharge as fully as possible its chief
function as an agent of publicity. The merely formal presentation
of figures or tables is only a step toward publicity. The reporting
officer should bring his school experience and his larger outlook over
the educational field to the aid of the public through an adequa
interpretation of thestatistics presented. Such interpretations shoul
in part. be made in the eports themsglves, closely.connec¢ted with tables
and their summaries. They will have particular value, however, when
presented at opportune times through special bulletins, exhibits, and
the public press. The committee reccommends a largely increased e
attention to that phase of cducational reporting that aims to make
statistics intelligible to the largest possible coustituency. : .

SUMMARY OF RECOMMENDATIONS ®EMLATING TO STATE REPORTS.

A. That the State departments adopt forms for receiving statistics
from the units within the States similar, as far as practicable, in-
arrangement to those used by the Bureau of Education.

B. That all the State departments in gathering information adopt
as a basis the items accepted by. the practice of a majority 6f States
and ef ths Bureau of Education. '

- C. That educational *statistics be reported for the yoar onding’
June 30. b
D. That cach Staté report be made the elearing hduse of ‘informa~-
< tion of all educational institutions and activities within tho State.
“E. ThW the State report give publicity to any local investigations
' -+ whose findings would have gonersl interest and that it include the
" findings of State-wido investigations covering matters of State‘wide
application. ) ,
‘F. That special bulletins or roports be issued at opportune times.
G. That tables be arrangoed to show comparisons covering a range
* of yoars and that certain phases of educational activity be reported
at decennial or other periods. ' o ’
H. That largezeattontion be paid to the interpretation of statistios.

-
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' CITY SCHOOL REPORTS.

The need for the gathering of deta s’howing actual conditions in the

schools is obwous If the school is to be scientifically managed, and
- its effectiveness definitely measured by fixed tests, eliminating mere

personal hias and unsupported opinion, facts must. be collected and
~employed as a guide to administration.

For convenience, an outline showing the orgnmzatlon of the school
system, together with the dato of introduction of ~various kinds of
activities, such as evening schools, summer schools, manual training,
etc., should constitute part of a school report. The following outline
suggesta merely one form in which this may be expressed:

. OuTtLiNE ForM oF Lm ScEOOL REPORT.

0

. 1. Normal school (Organlzed 18—).
(a) Academic high schools (ﬁgst orgamzed

18—).
2. High echool........}(b) Technical high school (vpened’ Oct.,
19—).
. (c) High school ofcommerce(opened Oct.,
13—).
B (a) Regular elemenury achpols (orgamzed
. 18—).
. - (1) Boys’ school (opened
’ . ¥ = 18—).
. \ (2) School for deaf (estab-
lished 18—).

(3) Schools of individual -
' instruction (defec-
3. Elementary school.! (b Special Lives) (opened18—).
Outline ofechool | - - . (b) p;:m::ye-’ 4) BukM schools (or-
system......... echools, ganized 19—). .
: b : (6) School for cripples
. D . (opened 19—).
o N (6) School for blind
° ' (opened 19—).
(7) Elementary industrial
. - | school (organized
. 19—,

4. Kindergarten (opened —).
1) Evening olementa.ry schools (opened
6. Evening school
(
4

Py

18—).
b) Evening high schools (opened 19—). -
: - * [(8) Summer hié} school (opened 19—),
" "|(b) Summer grammar schools (opened
. 19—).
{c) SBummer primary schools (opgned 18—)
) Summermanunltmmngechool(openod
19—).
. |{e) Summez boys’ school (opened 19—), ,

] g * e 1(6) Bummer kindergartens (opened 19—).
e = i - (g) Bummer playgrounds (opened 19-).
"‘._.g ' % et e e " E&., otc.

6. Summer achool. .

O
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.t CITY SCHOOL REPORTS. 18

TEACEERS’' SALARY TABLE,

Obrviously, th~ question of salaries is important. For purposes of
. comparison, it is desirable to gather data showing the number of
' teachers at the various salary units indicated in the following table:

-school trachers With— — \mier of highschool teachers with salariss—

Number of elc‘gonlw:y
sal

' Be !
$350 to HOU.. 0t 600..
400 to  450.. G0 to 700..
450 to  500.. 00t 800..
BO0 L0 B50..n . o ueress e e goto 900.....
55010 00..,.......0........ 900 t0 1,000 .
600 1o 650.. 00010 1,100..
650 to  700.. .100 to 1,200..
700 to 75 ,200to0 1, 300..
750 to  800.. 230010 1, 400,
80010 80.............c..... 400101500 ...
850 to  900. . 1500 to 1, 000. .
900 to 950 L0000 1,700..
950 10 1,000 .700 0 1, 800. .
. 1,000 1o 1,050 .800 to 1, 900. .
1,050 to 1, 100. 000 to 2. 000, .
1,100,150 . ............... ,000 and above
1,150 101, 200. .
. 1,%00andsbove........................ [reereeneee .
[ ¥ ‘
‘ The following form of table is used to show the per cent of teachers
c for the various periods of service: '
! e
tn
5t09
1
: 1
* 2
2
: 30
.
E&dgrbm‘
* 1010 14 yoars, -
° 150010 FOAMS. ... it e e s
20 to 24 years. . ... N
25t0 29 years........
0 yoars and abova. . .
) . RN N .
" : UNITS OF COST.

Increasing interest centers in cost. It is imp®rtant that the per

- £8pits cost of instruction, on the one hand, and of equipment and
supplies, on the other, should be shown not only city wide, but alsq .

per building. The per capita cost for each subject in the high school,

) for example, chemistry, physics, manual training, ete., should be
_.# ¢hown for each building, and also city wide. Moreover, for purposos
- of comparison, these tables 6f cost should cover a period of 5%or éven
10 years. Not only doee economy in educational sypplies and educs~ -

ey
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14 REPORT Oli' UNIFORM RECORDS AND REPORTS., -

- tional equipment follow such exhibit of tables :)f cost, but it leads to
unification and standardization of educational equipment in the vari
ous buildings in a school district. Tables similar to the following will
be found helpful:

Per Capita Cost of Instrugtion.

El

Tanre I.—Showsing cost of inatruction in the regular day elementary schools, for the years
19031912, the enrollment, the per capita cost of instruction, the increase and the per cent
of increase in per capita cost of each year over the preceding, also the per cent of increase
in per capita cost since 1903.

T
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o .

- TasLe IIL.5Showing cost of instruction. enrollment, and per capita coat of instruction
in cach type of school 1n the city of —- , Jor the year b

. i
< o "Enrollnent’ p,

Costof tn- joraverage | i‘:;tcg ":‘

struction. - dmly at- struction

. - ° tendance. .

o o o . ¢ o . o -

Normal............ Gbooocaoanasac0acne o aa
High schools...........
Acadomic high school
Tochnical high school. ..
Hiuh school of commerce.
Flementarwschools... ....
. Regulsrelementary..
. Bpecial clementary...
Backward school.
School for bhind..
Boys' school ...
School for cripples.

School for doaf..... ..
Elementary mduslrial

Special schools..
Kindergarten. .........
Evening schools. .....
Evening }ngh schools......
Exening elementary schools. .
. Rummer schools. . .............
-* Sumumer high schools. . ......
Surnmer clementary schwols. .
Grammar school.........
Primary school........
Munual trainmg school . .
Boys'school.............
Kindergarten. . . e o
Playgrounds........................ . o dho a © 0005 o 0000008000 © 860 3980000080 Cooo

The following table 15 a type by which may te shown various
statistical items of interest and value covering a period of years:

TasLe IV.—Showing enrollment in the regular d‘:lv clementary school, Z/or the years-.

s - 1908-12, the number of leachers in the regular day elementary school, number of
pupils per teacher, the decrease in number pupils per teacher over prccedmg year, and
the per cent ofdt'cmue in number of pupils per teacher gince 1908.

i i Docmt:‘s& ovor
d " Enrollment | Teachers n \ F&g:m ‘x;x numbcr pu- i f;::’:; ‘I"'“‘L‘: I
rogular day regillar day repular da Pils por ber upils per |
- . olementary elementary o?;mmtnry' toacher in uﬁ?hel; ulnl:;
schout.t school. school ¥ rogular day 1003,
‘ elementary
schuol.
) 1 Exclusive of transfers and the enroliment of all speclal schools. 1 o
35010°—12—3 e '
. R
o - o . -4
.
0 . B
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18 REPORT ON UNIFOEM RECORDS AND REPORTS.

Tubie V.—Showing the enroliment in the regular’day elementary schools for the years
1903~1912, the number of regulur teachers in the regular day elementary schools, the
puerage number pupils per regular teacher, the decrease in number of puptls over the pre-

_ﬁng year, also the per Gont of decrease in number of pupils per reqular teacher since 1903,

: Per ¢ent of
Knrollment |Numberreguitlar: Nun:l;or m)g;ils: Decrease in docrease in

. . - regulsrday |teachersregular p(-,he eﬁe'ularl number pupils | pumber pupils
. * glementary |day elementary| (P 0E! PES AT nar reglar per regular

. schools. schools. }ac!ioola ’| teacher. teacher since

B ‘ 1903.

Wi
wii-t2.

TasLe VI —Showing earollment in Latin, English, algebra, elc., the number dr'r)pping
= out and failing in each high-school cluss.

(I 1 H
| | Failures of | Per cont of | P'er cent of
Number Number Numher nmber  |Totalfailing| fadures of | total fuil-
enroiled in | dropping N Iln e rInainin ang dron- [ those - ures and
thestudy. | stuly. | TR o end of | ping study.| maming ta | dropping
year. . oml/gj year.| study.

ANNUAL REPORT OF THE SUPERINTENDENT OF SC"HO'OLS..

Ever; roport should contain a.table of contents, showing not only
the general headings treated in the report, but also the subheads,
Such reports should also contain a carefully prepared index. These
two items make usable the school report and are,important factors
in its make-up. St ’

Every annual report of a ¢ftySuperintendent should ajso contain

- tables showing enrollment, distribution of enrollment, withdrawals,
distribution of withdrawals, nonpromotions, distribution of nonpro-
motions, etc. Information upon which shese figures may be compiled
should be gathered on forms similar to thpse which are named imme-
diately below by title and which are printed on the pages following
with the exception of all but one of those Yorms which peptain to high
schools, As the high-school forms are similar in all essential respects
3 thosa dof” the elementary schools; it has not seemed necessary to

., print them. These same forms may also be used in the superintend-
. -ent's annial report for the presentation of statistics upon these same

: 7P .
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ELEMENTARY SCHOOLS.
Principal’s Term Report.

A. Enrollment, pro;)tions, nonpromotions, by grades ‘
B. Distribution of enroliment by ages’and grades.
C. Distribution of withdrawals by ages and causcs.
D. Distribution of attendance.

E. Graduates by years in schools.

F. Nonpromotions by grades and causes.

G. Failures, by studies and grades.

H. Distribution of leavings and withdrawals by azes and grades,
1. Ages of gradnates.

J. Enrollment and attendance.
K. Distribution of whale-time teachers.

~

t

Teacher's Term Report.

L. Enrollinent by divisions,

M. Nonpromotions by grades and causes.
N. Failurea by satudies and grades.

0. Enrollment and attendance.

P. Distribution of enrollment by agea. |
Q. Distribution of withdrawals by ages and causes.

- R Distribution of leavings by ages.
S. Reginners by training. ) :
. o ‘« w . .
. T. Beginners by aces.

HIGH SCHOOLS.

¢ . Principal's Term Report.

AA. Enrollment and attendance.

BB. ‘Dietribution of enralliment by ages "md classes.:

CC. Source of new pupils.

DD. Ages of new pupils.

EE. Distribution of leavines and withdrawals by ages uul classea,
. FF. Ages of graduates. 5
G6. Distribution of enrollnent, number leaving, withdeawal®y'bhy classes and

- terns,
- HII Distribution nf enrollment. number leaving. withdrawals, by courses and
' classes. R
11. Distribution of withdrawals by classes, ages, causes. .
JJ. Graduafes by year in achool.
KK. Distribution of tedachers, : 3
LL. Eunrollment ii studies and failures in cach.
] Teacher's Term Report. ;.
MM. anllmont nml attendance. -
NN. Distribution of onrollment by ages and ‘classes, ‘
00. Source of new pupils.
PP. Ages of new pupils. : ,
. Q Distribution of enmlhncnt number leaving, wnhdmml« by classes and
A terms. *
- RR. Distribution of enrollment, number leaving, withdrawals hy courses and
classes. - i :
! '88. Distribution-of withdrawals. L )
i TT. Distribution of leavinggend vnthdmwals. by ages and dmc- . ° @ E
- UU. Age of graduates. - A . L
% ROAA £ Gmdnmbyyminnchogl Tt i , oo’ o
PPOUR TSR LS R P
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PUBLIC ELEMENTARY SCHOOLS. -

REPORT OF TH&E ————— SCHOOL, FOR THE TERM ENDING
191—. o

ENRULLMENT, PROMOTIONS, NONPROMOTIONS, BY GRADES.

All per cents will be figurel nt oflive of supesintenident,

First (i ritva———

Total atl !
grades, V

Divisions Totul.

Cirls
Total.

Previously tndivision... ... ... .. .
Leavin, 5 ..

Enrollment at date tius report. ... . .o ’ .

Per cent enrollmont at date on . ; P
enrollmentforterm............. ... .. © 09 © g oo dosoo G a oca

Promotions: Ono divisiononly. .... ..... .. ........ e e T

Per cant on enrollment ut |
8

Promotions: Two divisions. ... ... ...

P’er cent on enrollment at
date. ...l e e e T

Per cent on enrollment for |
to

(Same ferm: lor grades second to cighth.)

mvioyslylndlﬂsion: comaa0a5 oupa aooeipood 000,000 Genaboos coadrons

[
Per cent nonpromotions vn en- o
rollmentatdate........... .. .. ® "5000 0000 0uco
Per cent ponpromotions on en- 0 \ o - I 1
roliinent for term....... ... : pe
'
.

o
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CITY SCHOOL REPORTS. 23
DISTRIBUTION OF ATTENDANCF.
. q Per oent
Time. Boys. Girls. Tothl. of whole
. ', oumber.
Attenddingentireterm .. ...l FE N FUUTU B0 0000000000 .
Attending ot least 4 o » o .
BUABYS. ..o 5 P o 0 oo
70 days.
0 day
5 days.
40 days. ..
30 davs,
20 da¥s.

l(l4|u,\'s....tz
Attending less than 10 days.

Total (equal enrollment for termy). ..o oot ... e LD

GRADUATES, B¥2YEARS IN SCHOOLS.! ’

N Boys.  Girls. = Total.
) .

TukMmgsix yenrs....... ...

S and onesthird ..

Six and two-thirds.
Taking srven years.,
Seven and cne-t -
Seven and two-thirds. .
Takingeight years.. .. ...,

Eight and one-thied .

Eight and two-thirds
Taking nine years

Nine and anesthird .. . L

Nine and two-tlnrds . .
Taking ten years

Tolale oo o

t Counting three terqus as a school year. Data from promotion record eard.
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NONPROMOTIONS, BY GRADES AND CAUBSES.

Lrregular; pycgie l Personal ! Tncagc-
defects. l illness. |

at u:nd:

ity (tnen-
ance. 1al).

Frest GrapE.!

IndiJer-
enee.

C.... z
P .
YRR, R S - Cevre
Total
SECOND GRADE.
C.... -
BlSTEE - - - e B A o S
Aoooooiiin P SO . -
Total........ . - - -
THIRD GRADE.
(N 4
Boceeenons ' -
Keinoeoss . .. -
1 "
Total
Grandtotal. . .......... ... ... ..
e -
B =
Peroent of total dueeachcavte.. ........ ... .
‘ i 8ame form used for grades fourth (o eighth,
i
) AN
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*
.
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-
FAILURES, BY STUDIES AND GRADES.

|

25

| b Lany 1 Grame | Arithe .1 Geog-
Snel o )] %
Reading. pullm;... guse. | mar. i, lusv.or.\._I raphy.
- H
FIRST GiRADY ¢ i
Do
N

Total...... ..

Total..,

.
“¥coNp GRanr.

Bors. . 7
-4
Total. :Alii'ﬁﬁ o
THIRD GRADY, g
~
|
.
|
Per oedt faflures on enrollment | ! | |
forterm ... ....... .. ... ... a6 0o o aon naaoooooao. s %ocoo "e000000000 0008 0000a0 -00000000 9
o - - " -
1 Same form used for grastes fourth 1o vighth.
LY
S
\
o
he .
)
.
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AGEQ OF GRADUATES.!

1 Give a;,l' ut last blrlhda)

ENROLLMENT AND ATTENDANCE
, Boyge ;- Girls. . Total.
A verage mu;nhl_\' earollment... .. . L. oL L l .......... DU foc00000000
Average daily attendanoe. ........ %005 © 0wo coao &  oss @ea  ocacoa q "eeess oo . s 0000000060
» PUBLIC ELEMENTARY SCHOOLS. y
R TEACHER'S TERM REFORT.
. tuldiog. 7 Grade ..
Termending.................... .........000. N
’ Divisions
( B.
N > B, G. T. B. G.
\ — ‘ - - — ———
F.nrollment for term.. .I .
. Indivision first time .
* Prev 1ousl) in dl\mon
Leaving.......... 6oe o oco
Withdrawals. ... ... .
- Efroliment at date of this report .
P’romotions:
One divjsion onl)
Two diyisions..
Non{:mmonons
rom in division first ti
Previoualy in division, .
.! : . NONPROMOTIONS, BY GRADES AND CAUSES.
' T TN
ITeRiar | Physical* Personal 196898 [nqifter-
. . - ance. defects. - illuess. _(imental). ence,

¢ ¥ cessioas . y . . s cense
~ ; . : . - | 0
5 5
Sos L PR S R TR T s g e

o

ERIC

Aruitoxt provided by Eic:



o

ERIC

Aruitoxt provided by Eic:

REPORT ON UNIFORM RECORDS AND REPORTS.

FAILURES, BY STUDIES AND GRADES.

Per cent/fallures on enrollment for term....... ..

4

Average monthly-eorollment. . - i
Average daily Bttendance |, . ... e i
t

]

DISTRIBUTION OF ENROLLMENT AT DATE OF THIS REPORT,

5 BY AGES!!

Ages.

r

V' This tableto be filled in'on May report ouly.

28 . ' T
5
{

. Read- . Spell- . Lon- | Gram-  Anth-' His- | G
ng. ioing. | guage. | mar, immc.: tory. . raplfy
= _ — e i = ~
... GRADE. |
C.. o
-
{1 FUR R v I (0 (1 (Y i e L B T W, . e
....... 1
A -y
Total..... . bt deersfile - <o e
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REPORT ON UNIFORM RECORDS AND REPORTS.

DISRRIBUTION OF LEAVINGS, BY AGES.

Ages.
[ T T S T S DO
6 7 8 9{10.11Il2.1§514 15:16 17 18i19 | 20 ' Total
Olr{: BTt e B i e P o [ T e M—
TOWL..o oo e
i i | °

BEGINNERS 1 C DIVISION, BY TRAINING.

Total number of Leginners s n.

& N

Promotions..

o)

Non{mmouons

“_‘ €
Boys. | Girls. Total.

Number having received kindergarten training .
umber having received no kindergarien traioi

Number having received kindergarte: training . . . R =

Number having received no kindergarten tmlnmgﬂ... . P ey

B

Number having received kmdornner lralninz

Number having received no kindergarten lminm;,..'.'.: L

BEGINNERS 1 C DIVISION,"BY AGES. &

Ages. l Boys, Girls. Total,

-
[
o
Ky
.
.
.
.
.
;
.
N -
'
.
.
" ! E > i
] 3

i
4
-
I
.
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HIGH SCHOQLS—ENROLLMENT D& STUDIES AND FAILURES IN EACH.

! First term 3

B SO ———

[ - N e
: 8 5 | [ . : .
. l;:g’:l}(m‘:\b!:e::‘ymgﬁ | EnroBment. 1. -~eaters.  Dropping. Remaining. " Fallures.  Per cont
: cated D, C, B, &) —_— - Lo Jﬂumr:
i Co . . . . . : : bet re-
B.G T B G B G TB GT.oRoG T bEre

Latin
C. L

>
oonc
[«]
|
s

civics
English history. .
Anclent history.... ..
Medieval and modern
- history...............
o Tndustrial history
Art history (European) [
Arthistory (Ameriean). ... ... ... ..
Econotnics, commerciaf : : ' . 5
law, and Jocal indus- [
tries .

i

! Otber studies included, but not lis +d here, are Knglish, mat} ‘matics, setetice, drawing, manual traiu.
ln;z: dustrial activities, commercial neiivities physical tralning; and music.
The same forms are used for the second and third terms.

——
GENERAL INFO&ATION.

‘page devoted to this subject should be included in each city .
report. The following subheads are recommended—
1. The legal basis: . =
(@) Independent district or city government; if latter, relation
of education department to other departments of the munpicipal
government, especially as to raising of mnoney, erection of buildings,
& and appointment of members of board of education.
(3) Method of voting and paying bonds.
2., Financial basis:
(a) Limits of taxation and bonded indebtedness for school pur-
poses. - >
(b) -Assessed valuation of independent district or municipality.
(¢) What per cent of true valuatjpn is the assessed valuation. P
(d) Present tax rates forschools. . -
(¢) Amount of bonded indebtedness for schools. _
- *  (f) Amount of local school tax paid by owner of real estate Wwhose. -
* true valuation is $5,000.. o, LT

O
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382 BEPOBT ON UNIFORM RECORDS AND REPORTS.

(¢) Per cent of total school moneys seceived from State, county,
municipality, and schdpl district. - C

(k) Approximate per cenit_of_ school moneys puik by busin
corporutions not owned principally bycitizens, as railronds and largs
industrial, mining, and commercial enterprises. : Y

3. (@) Population of city umpared with population of four
preceding censuses. g

() Number engaged in cach principal class of occup ation—agri-
cultural, professional, domestic and personal, trade and  transporta-
tion, manufacturing and mechanical, and also number engaged in each
of the chicef 0(:cupaj)tions that are represented in the city under eaclt of

“these clagses.

4. School census:

(@) Public school enrollment.

(6) Private school enrollment. :

(¢) Average daily attendunce based on number belonging.

(d) Average daily attendance based on enrollment.

{¢) Average daily attendance based on school census. ‘

3. Seope of system—-number of different kinds of sdhools, classes,
and activities, Q S

6. Organization of administration—relative authority and duties-
of superintendent, assistant superintenderdt, supervisors, principals,
teachers. ] . ' )

7. Per cent of teachers appointed from outside the city.

PUPIL RECORDS.

"The foundation of all statistics concerning pupils is itablished in
the records made by teachers in the schoolroom. Unless these
records are expressed in common terms-having a definite meaning
the data gathered from themiare not comparable. School statistics

_as at present compiled and compared are unreliable and of little

value, and they will continue to be so until agreement can be reached
not only as to-terms used and the definite meaning of these terms,
but also, to some extent, as to.the.anethod of recopding and arranging’
the original data upon which school statistics are based. ’ .
The first work of the committee on uniform statistics consisted of
a careful investigation of the subject gf school records, and this
resulted in the submission of an elementary school record system,
through the cooperation of the United States Commissioner, of
Education,” to school superintendents throughout the country.
Although several forms  were offered for the purpose of getting
criticisms and suggestions and for the sake of illustrating the com-

plete working.out of ajsyﬁtem of school records, chief emphasis was

adpid on the curaulative rec’o;d card which was framed to serve as a

LT
P R

permanent and -progressive record of the pupil’s kindergartem and

PPN o et = - . C \
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PUPIL BECORDS. 88 -
: elementary school career. #The form recommended is given below.
g The card is 6 igches wide and 4 inches high. Copies may be obtained
. - from the Bureau of Education.
B 1 - e e ——— . . e ——— e —— e e s e e = . v , . .
| 4 Sgp2 (8) »| (b) (c) ‘ @ (o) (N (&) (h) ) !
-] 583 Date: H Days g L.
13 893 Sehool. | 9784 s ge Sept. 1. 'Irade. Room. pres. Heanfl| Son- gochold
& Bl sion. : ent. et B
z gof7 B ; |
AR e s =0
I e H i
13 S &5 | :
'8 Bma .
£ 2E5l o
| 82 - !
a Sgﬁd ............................ l
i N 14
i n B5g
‘ | 8 %58
18 Tezen
©m EE853
"t .g 8’22 ©
° 8 22‘:“5
] 1o gZ%ay b
Com O;..g 5] |
5 S %g go |
» 4 z'- 5§ |
© pey-]
. < 'Ug e 0w ;
E g g Xal |
o alT u§ |
. X 5359
Y =2 :,'g !
S 23 i
. Y e o e e T ; I 3
i (1) 1. Lastnggne......... } (2) First name and initial. ..., .. . ELEMEZNTARY 8CHOOL i
REICORD BYSsTEM— 1
‘ ApMisstoN, Dis-
CHARGE, AND ProO- ]
MOTION CaRD. . =
o i T )
) . ? . .
e ) llaga ofbirth........... (4) Date of birth i (5) Vaccinated. To be kept for ev
& {mpll and sent wi
/ he pupil wheg he is
transferred ah
0 R . schoel, either public
\' o or pdvs}g, h:hthe (ﬁ:{ty
h (6) Nathe of parent or | (7) Occupation of parent or ‘()}'mol.m:a:: ahould e
i guardian. guarndian, - used to have the
| . » nnrl::t gomplete and
COI .
> Write sl dates as
3 B 000000550006000500 follows: 1012-9-25.
- TECR I S S e S IT.——
- ' /
’ . (8) Residence. (Use one column st a thme. Give new resl- ! (9) Date o 10) Age-’
. dence when pupil is transferred. ) discharge. | (10) Age
Lo =
] . Yra. | Mos
L TN ISR JUF JUN SO
’ Nhen » pupll Ls permanatly dischargsd to work, to remaii at home, or becanse of /
o death, mn?ungmti es3, or commitment to an institution, this card is to be retumned to
the principal's office and a full statarnent of the cause of the pupil’s discharge is to be x
¢ in the biank space remaining above. ’ . . ™ . a o
. . - (over)
. 2 L ] = 2
T i

o
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84 REPORT ON UNIFORM RECORDS AND REPORTS.

After an examination of more than 500 replies- to that part of the
commissioner’s circular relating to a cunwlative record card, the com-
mittee finds as follows:

1> That there is substantially unanimous assent t the fullowing general proposition:

A rumulative record card should be kept for every child throughout his entire kindergarten
and elementary school career.

2. That suggestions made by correspondents have not shown a preponderance of
opin10n in favor of any specilic incrense or decrease ity either the size or contents of the
card. o

3. That in view of those conclusions the card submitted has been adupted as best

representipg the consensus of opinion on the matter of a cimulative record card. and

the committee recommends the general use of this card or one in substantial agreement
with it a8 to the essential facta necded for statistical data and school administration.
The committee desires to call attention to the following suggestive
. . -
list of uses to which“the card may be put:
1, Amount.of attendance of individual pupil for one year.

2. Comparative rates of progress in schools having seven-year, cight-year, or nine-

year clementary courses. : .
3. Classification of pupils by age and gmde.  (Note thata atandard date for comput-
ing ngen is established vz, September 1.)
4, Classification of pupils for enrollment data:
(a) Duplicate enrollment in the school.
(b) From other public schools in town or city,
(¢) From other public schools in State.
“ (d) Original enrollment from all other sources.
Number of times child has been detained in a grade.
. Foreign birth as affecting progress.
. Kindergarten training as affecting progress.
Attendance in other schools as affecting progress.
. Absence as.affecting progrees.
10. Numerous inquiries having to do with individusl school management.

Diverse opinions as to the necesgity of certain items on the *admis-
sion, discharge, and promotion card,” as, for example, item ‘*Con-
duct,” are not necessarily barriers in the way of the uniform use
of the form of card recommended; for in any school system such
an item may be omitted by direction of the superintendent_or left
optional with principals. The value of aniform card lies chiefly in
three considerations:

1. anveml adaptability for use in whatever aystem of schools the pupil mayeuter.

2. Decreased cost becauss of printing in large quantitics.

3. Establishment of common practices of record making and common terms for the
expression of facta valuable for statistical investigation. —

Somuom

It is belleved that any general record card recommended for
universal adoption should not include a detailed statement of facts
needed for an adequate study of individual cases of physically abnor-
mal and retarded children. For such a purpase a-spocial form-should.
be used providing for yearly records of defective eyesight, hearing, .

cpndition of tepth, and other physical characteristics, and for records

&
2
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PUPIL RECORDS. 85

congerning nutrition, - environment, specific cases of illness, special 'F
aptitudes, apd such other facts as are likely to be desired. The exact
form of such a card may well be left for future consideration .

The general cumulative record card and this supplementary card
will represent the minimum and mazimum requirements of the indi-
vidual cumulative record. .

The daily register or daily summary should show four groups of
admitted pupils as follows: ] :

(a) Pupile previously enrolled during the year, including transfers, within the school
or achool dustrict. (This itein is thrown out in computing the nuriber of different pupils
enrolled during the year in a given school or district.) . -

(b) Pupils previously enrolled during the year il some other school or school district
in the town or city. (This item is thrown out in computing the number of different
pupils enrolled during the year in a given town or city.) .

(c) Pupils previously enrolled during the year in otha, towna or cities in the State.
(This item ia thrown out in computing the number of different pupils enrolled during
the year in o given State.) v

(d)" Pupils not previously enrolled during the year in any town or ity in the State.
(These arq original enrollmunts included in all reports.)

It is not useful to attempt a classification of discharged pupils into
four groups corresponding exactly to the four groups of admitted
pupils. The following classification is suggested as a desirable one:

(a) Pupils temporarily discharged, and transferred within the school or achool
district. .

(0) Pupils transferred to any other school, public or private. (Graduatesseparately. )

(¢) Pupils permanently discharged to go to work. (Schoolirg discontinued before
completion of elementary-school course.)

(d) Pupilsdischarged for other reasona. (A relatively smsll number whose scigpoling

is disclontinued before completion of elementary-acho®] course for accidental ressons.)
More “important, at the present time, than forms for recording

attendance and enrollment data, is the securing of a common termi- -
nology for certain conditions of attendance and enrollment. The
following definitions are submitted s representative of the best
practice: : T .

1. AGE AND GRADE CLASSIFICATION,—For this purpose the age on the 1st day of
Seplember should be used. This is the age at which, approzimately, the pttpil enlers upon
the work of a new grade. There are good reagons for taking it in preference to. January 1,
the day on which the work of the grade is partially completed, or July 1, the approzimate
date ‘on which the work of the grade is finighed. It is commonly used in school census

. enumerations, and is conventently near the time at which a great majority of pupils enter
achool. If once recorded on the “admission, discharge, and promotion card" s can be
made a matler of record for each succeeding year with practically 1o effort and with listle
Iikelihood of error. . :

2. NumBeR ENROLLED.—It is generally understood that this item means the number
enrolled exclusive of duplication, in whatever school unit it ia reported for. The way in

vhl'dl this number may be ascertained 18 sndicated under * Enrollment data,” above.

8. Nuuser BeLoNarva.—As s00n as a pupil is known te have left the school without
intention to return he ceases at once to belong and he is not thereafler tncluded in thenumber
belonging. If absent under any other circumatances he is carried on the roilsas “belonging,”
dnd marked absent for three consecutive days (or until he returna’if his consecutive absergs -

T - . P Lo ) o T ey
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18 legs thap three days in duration). He 18 *‘temporarily discharged” at the end of three
conaecutive days of absence, and then ceases lo ‘‘belong” until he returns o school and is
*“readmitted.” : ‘ .,
A period of three days is suggested as the limil of time durigg which pupils may be counted
.as “‘belonging,”’ for the reason that it is believed lo reprdsent the coinmon practice in a ;

e

majority of the States. .
N. B.—* Average number belonging” means the same as ‘' average nembership.”” The
average number belonging is found by the same process as the average atlendance. : 3‘

4. AVERAGE ATTENDANCE.— The average datly ctlendance during the school year .
(twhich is the average number of pupils actually present each day the ac“ola were i 3esston) d
may be computed as follows: :

(@) For asingle school: Add together the number of days each pupil was present during
the year or the number of pupils present each day during the year, and divide the sum (which > 4§
is the ‘‘aggregate attendance in days”) by the number of such school days. i

(b) For a group.of schools having the same number of days in the year (as the schools of !
most cities have): Divide the combined aggregate attendance in days of all the schools by the '
number of days tn the school year.

(¢) For a system of schools having different lengths of school year (as, for instance, those
of a county): Add together the average attendance of the component schools and groups of
the syetem as ascertained by the foregoing rules. For larger systems, as those of a Stale,
the summing-up process is continued tn the same way. !

Note.—In systems of schools whereamonthly repbris of attendance are called for the gen-
eral principles of a, b, and ¢, above, apply to'the finding of monthly averages. The sum of
the monthly averages of attendance in the schools of most cities, divided by the number of

- months, 18 approrimately the same as the average attendance for the year fotind by the ;
P methods given above. ) -

5. AvERAGE NUMBER oF Davs IN THE/ScRoOL YEAR.—In a school system Kaving
different leylha of school year in its varioud units (as in c, above), the average number of
days in the school year is Jound by dividing the combined ** aggregate attendance in days” .
of all adloo.la of the system by the ‘‘average attendance” as ascertained by the method
given in c.

6. DISTRIBUTED ATTENDANCE.—Distributed attendapce 18 the attendance of individgal
pupils distributed by groups according to the number of days they have attended school
_duning the year. - / : ‘ . .
A record of the nymber of days attended by each pupil during the year is provided for on
the “‘admission, discharge, and promotion card,”’ and it is believed that such a record, if
generally kept, will prove to be ofigreat interest and value in measuring schoo! ¢ficiency.

ke

FISCAL STATISTICS. N

In order to determine the cost of any particular part of our system
of educgtion, it is necessary not only to have adequate statistics
concerning pupils and teachers, but also a report of fiscal statistics
differentiated; not only with*regard to the purpose for Wich money.
is spent, but also with regard to the special types of s¢hools which
are found in a given city. The form of report recommended by the
committee provides 16F such differentiation as will enable anyone to
‘make adequate comparisons among the several cities of the United
. States, and at the same time calls for a system of aceounts which will
; make it possible to 'discover the cost of :particular types of schools
, . within the system itself. . : e :

£ A £ Fil

O

ERIC

Aruitoxt provided by Eic:



E

O

RIC

Aruitoxt provided by Eic:

L SanaTr

- ersi,

e e ———

. — —

. FIBCAL STATISTICS. 37

The form which follows was agreed upon by a cofmittee of repre-
sentatives from the United States Bureau of Education, the Census
Office, the Association of School Accounting Officers, anid the Com-
mittee on Uniform Records and Reports of the Department of Superin-
tendence. This schedule for reporting fiscul statistics is the one now
sent out by the United States Bureau of Education. It is as follows:

. A. PAYMENTS.

. EXI'ENSES (I'O.\‘T OF CONDUCTING 2CHGOL SYSTEN).

JE R

.

Totalr | Sularies.

/ EXPENSES UF GENE#AL CONTROL (OVFRUEAD CHARGES).

School elections und school census
. Finance oflices and accounts.
Legal services.......... .........

[ AT
- L §

. Oftice of slllx‘rlh'elld\lll of schools

. Board ol education and secretary's oftice

. Operition snd maintenance of oflice buildin,
. Oflices in charge of buildings and supplies

8 Enforcetuent of comnpulsory c«)uumun and truancy law:

Other =
objects.

U SRS

9. Other eApeages of geheral control.. ... ... 1L
107 TOlBleers s T l ) .
—— e e e ———— - [ — l i
. Schools and specisl activities.
’ T T T T ' [] I
! Day Evening ! ‘ i .
-— ‘ schools. scliools. I | :
. -
iTotal.| ! i . lxsc;hool‘s 8
i ,ﬁé:_ i ' : ::’Jl or,the 8 )&‘ﬁl‘ rm
‘oo ndus- {schools. factive
| S oma e
- i nf (hig ) |(ary | ¥
. kinder- ; ! ! i
° 0 garten. : o

% EXPENSES OF INSTRUCTION.

11, 8alarics o[sup}rn'isors of grades !
and subjects............ ... .

12. Other expenses of superv e

13. Sul}lrlcs of principels and thelr ‘
clerks......... ... ... 0 900

14. Other expenses of principals. .

15. Balaries of tmhe ........

i8. Tcxtbooks

10,

3 EXPENBES OF OPERATION OF
8cuooL PLANT.

2. Light and power. . . DO IO
g .(l)n&ltor's mppllee' ; ; P P oaadllo . .

er expenses of operation o!
26, school plent................. Baouaodjog Ja00000He0a0a0gg
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Y A PAYMENTS Continued.
I. EXPENSES (COST OF CONDUCTING BCHOOL SYSTEM)-Contloued.

! [
r || Sehools and spectal aotivities. S -
P | —— __- — —_— crm— ———
Day \ Evening !
‘ schools. school. . | v
Total| . - i

;;L: ¢ . m, (or the .s 1 J’*

i ools. sctiv-

tary, .Second 'schoou.! trles Ities

2 EypENsEs UF MAINTENANCE OF
SCROOL I'LANT.

of grounds

28 Repair and repiacement of
equipment.... .....ooe el

B e oeceisesof aintenance ;|
erexpemeso it
of'school plan|

L,‘ EXFENSES OF AUXILIARY
AGENCTES.

LIBRARIES,

a&m:penm
8. Totalo.ooloooii i ! i
{ MucrLiANEzOUS EXPENSRS. ' | |

Payments to private schools. ... B ~,

Pnci'mmts 1o schools of other DT D [

Lo WL Y

40.
4a.
1visions
42. Care of children in institutsons. ...... .
43 P emiom .....................
4. Ren
45.
®.

» ke

A ‘e

g
(=]
S
o3
e
>
1
[+ -]
o
>
&
-3
>
L ol
>
)
O
[=]
—
®
e
=4
Q
2
>
z
-]
~
(o]
2

47. Land..

48, New buildiogs. .. .......
49. Alterulon of old build
80. Equ J;ment of new

. andgrounds... ... ... leinhieninge. '
e 51. Equipment of old buildings, )
2: usive of replacements... .. |l ........... ) ........................ l

o
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FISCAL STATISTICS. 39 .

A. PAYMENTS—Continued.
11I. OTHER PAYMENTS.

83. Redemption of bonds
4. Redemption of short-term loans
55. Payment of warrants and orders of preceding yesr. .

57. Payments of interest

$8. Miscellanequs payments, including payments to trust Iunds textbooks 1o be sold
Lo PUPIS, @UC. ..o e e

B. RECEIP’re
REVENUE RECEIPTS.

62. Subventions md grants from State
63. Bubventiong and grants from county .

64. Sub\enuons and gradls from other civil divisions. .
65, (tons from cl(y treasury. .

% Do property saxea. Y essury ..

67. Bubslnes mu ll(mses excise taxes, taxes on corpornmns. taxes on ouupa-
tions,ete.). .ol

68 Polltaxes..........

69. Finesand Ithes. baa0 o

70. Rentsand Interest....._....................... .
1. Tultion and pther fees from patrons..,:.............
72. Trunsfers from other districts in p.ymanl of tuition. .
3. Au otherrevenue.................. o e e

s Total revenue receipts

75. Loansand bond sales................ ... Uo 0060000000000 560000
76. Worranlshmedandunpsid e e e
. 8ales of real property pmm-dsof ingnrmnce adjustments. .
ns suuofe?ulpmem md supplies.
7. Refund of payments...........
80. Othetncnnvenue receipts

]

1. Total nonnvmue receipts
Totalreceipts. .......,.......... ........ .
83. Balancesat begmmng of ynr
84 Total receipts and balances
. C. VALUE OF SCHOOL PROPERTIES. ' ! )
. . f ' . ._| -~ - .__;.r.__ ol
Class of bulldi |b:'u:1'm dies amg | Vatue ot on varue
RS | m mﬁ&'@ equipment.| of achool
;equlpmem plant.
i

Elementary schools
Smnd.?yry aehools. .

meal
1s for the ndustries. .
Bpecial schools




48 REPORT ON UNIFORM RECORDS AND REPORTS.

z
(N -

DEI'INITIONS OF TERMS USED IN THE SOHEDULE FOR REPORTING THE
" FIB0AL STATISTIOS OF CITIES.

HEADINGS.

Total—Under this heading include the sum of all figures in the
columns to the right, these columns to contain no duphca

Schools for. the industries.—Include only those schools which offer
training in specxﬁc vocations. Do not include those schools in which
instruction in hand training’is offered with a general educational aim,

. a8, for example, the prevailing type of manual €raining high school.

‘Special schools.—Include schools for blind, deaf, feeble-minded,
delinquents, dependents, otc.
Special activipies.—Include lectures, playgrounds, social centers, etc.

N
ITEMS.

N

School year.—Report data for the school year instead of the figcel
yea.r when they conflict, if this is possible without much additional
labor.

Net payments ghd receipts o'nly to be reported.—The réceipts and

. payments to be reported must in all cases be net, i. e., the receipts

must always show the total amounts received from all sources less
any amounts received in error and later corrected by refund pay-
ments; and-the payments must always show the total amounts paid
for the different objects less any amounts paid in error and later
corrected by refund receipts.

H
-

EXPENSES.

TIiem 6. Offices in charge of buildings and supplies.—Divide this item
into two parts when possible, placing upon the first dotted line
expenses of “offices in charge of buildings,” including those having
charge of ‘the construction and maintenance of physieal properties,
such as superintendent of buildings, school architects, inspector of
buildings, superintendent of repairs, and schoolhouse commission.

‘Payments to special employees engaged exclusively on new work’

should be charged to outlays. Opposite “offices in charge of supplies”’
upon the second line, report expenses of the offices of superintendent

*of supplies, business manager, or other officers whose duties are con-

cerned with the purehase and distribution of supplies.

Ttem.7. Office of superintendent of schools.—Include all payments
for salaries and expenses of the supenntendent of schools and of
those subordinate administrative officers whose duties are laggely
administrative and who are not primarily supervisors of instruc-

LN i . . ! £
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tion, such as assistant superintendent and board of examiners. See -
Item 11. ’ g \ ‘

Item 8. Enforcement of compulsory-education and trua 8.

Include salaries and officerexpenses of truant officers and polce -

officers detailed as truant officers if paid out of school fund. (P
ments for expenses of truant and parental schools should not
entered here, but'in column headed ‘“Special schools.””) = °

+ltem 11. Salaries of supervisors of grades and_subjects.—Include
salaries of assistant superintendents whose duti®s are mainky con-
nected with the supervision of-imstruction and of supervisors of
special subjects and of grades, including: only those who devote

‘half or more than half of their time to supervision. - Include also .
the salaries of clerks of such officers. >

In case an employeo renders service in more than one kind of school -
in the same capacity, as that of a sipervisor, _prorate his salary, clerk

liire, and other expenses betwecn the diffefant kifids. of schools ac-
cording to the amoypt of time devoted by each, charging the

‘expense to the same account under each kin®of school. -

In case“an employee performs one function in one kind of school
and another function in another kind of school, as that of supervisor
in the elementary schools and that of teacher in the secondary
sghools, charge his salary, clerk hire, and other expenses. to 'the
accounts corresponding to the function to which he gives the major
portion of his time (if his time is evenly divided, to the higher function,
as supervisor) and to the kind of schoolin which he exercises such
function. . )

Item 13. Salaries of principale—This item includes’ supervising
principals, principals of groups and districts, and phincipals of build-

- ings or similar units, including only thosé persons dev, ting Lalf or

more than half of their time to administration and. pervision of
instruction. : ’

Item 15. Teachers.—Include all regular, special, and model teachers
who devote more than half of their time to instruction.

. Item 16. Textbooks.—Include only the payments for frée textbooks
furnished the pupils. The payments for textbooks purchased to sell
to pupils should be reported under Item 58. )

Item 17. Supplies.—Supplies are those things which when once used
are actually or constructively consumed, including such items as writ-
ing paper, drawing paper,'blank books, pencils, pens, adhesives, fas-
teners, carbon paper, rubber stamps, supplies for typewriter, and other
mechanical office or school devices; magazines, newspapers, and other
printed mater for current use; textbooks (for students, not purchased
for library), test tubes, litmus paper, fiter paper; polishing and

abrading supplies; brobms and scrub brushes; ' drugs, chemicals,
flags;* ...

gansers; laboratory supplies; wearing apparel; food -supplies;

0ol
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; 8 .
yecreational supplies, etc. Inchude also freight and cartage of sucht
items. Supplies used in instruction should be included under Item
17; those psed in operation of plant, under Item 24. Ses also defi-
nition of &ipment, Item 50.

Item 18. Other expenses of ir\wtmction.—'],‘bese items include other
oxpenses incident to instruction, as rent of halls for graduation exer-
cises, diplomas, etc.

ltem 21. Fuel.—Include also freight, tartage, and Weighing charges.

Item 24. Janitor's supplies.—See Item 17.

Item 27. Repair of buildings and upkeep d8f grounds.—Include pay-
ments for labor and maierials incident to the repair of buildings,

. including painting, glazing, and of plumbing, lighting, heating, and
ventilation equipment, and all payments for labor and materials inci-
~  dent to keeping the grounds in normal condition.

Jtem 28. Repairs and replacement of equipment.—For definition of |
equipment see Items 50 and 51. .

Ttems 32, 33, and 34. Library expensgg.—Payments for. these ex- -

. penses should be distributed sccording to the kind of school.  Pay-

_ments by school authorities fot' the maintenance of libraries used
principally by the general public and not exclusively by the schools
should be reported under *‘special activities.”

Items 85 and 36. Promotion of heqigh—Report all payments for
gensral promotion.of heslth and distribute, them among the various
kinds of sghools and educational activities as far as possible. Among
the expenses that should be distributed to the different kinds of
schools and special activities are ‘ ‘supervisors of physical training,”
“care and upkesp of playgrounds,” etc. Payments for officefof

irestors and other overhead charges should be reported on the

Jargid, or on separate sheet under proper heads, as ‘‘clinic,” efc.

Ttems) 40 and 42. Payments to private schools and institutions.—
Reportall payments by the school system to private schools and.
institytions for the care and instruction of children in schools and
institQitions other than those belonging to the school system. These

. -payments should be distributed as called for by the wording of the

two lines, accogding to the kind of school or institution in which the

" children are kept; if in a day school or night school they should be

given_in the columns for such schools;. while it in an ipstitution fur-
nishing board and clothing tiey should be placed in the column for
special schools.. TN\ $ :
Item 44. Rent.—Charges for ®nt of oftfces used by the general
. administration should be reported under Item 8.

» Ttema 47-61. Oytlays—Under *‘Qutldys”’ report all payments for

, lands, new buildings, new equipment, additions to buildings, or

;- . _extansive alterations that materially change and improve the build-

" ings, clsssifying these psyments as called for by these itemn; Include«:
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w‘ﬁJpaymems for Tand all costs of acquiring titlg, original grading,
and improvoments to the grourds, artesian fells etc. *Include with
payments for new buildings, architects’ fees, sdvertising for contracts,
payments,on contracts for construction, msta’llntlon of plumbing,
lighting, heating, and ventilation equipment, etc.

All reports of pparments for new equipment for general admnmstraa
tion offices and all reports of payments for the acquisitfon, construc-
tion, or equipment. of new buildings for the generst adnyinistration
should be reported in a colygn marked “Administ-rtition" on the
margin or on an extra sheet.

Items 60-61. Equipment.—All things other than buxldmge, fences,
and similar structures whichgare adapted to continuous use for

incroasing the efficiency or economy of human effort, including

motors, power-operated malhinery -and ' acces=ories, “hand tools,
clocks, pianos, window shades, laboratory apparatus, furniture and
furnishings, desks, globes, maps, charts, and typewriters, blackboards,
except when included in contract for new building, wagons, harness,
and ‘other things used in transportation, fire-fighting apparatus,
including hose, extinguishers, etc.  (For convenience lighting, plumb-
ing, heating; and ventilating equipment are considered as part of the
building.)

Item 68. chellaneous payments.—Include also any excess of the
amount paid for supplies purchased for a storeroom over the amount
issued on requisition, and expenses for school lunch rooms carried on
by school funds. ,

RECEIPTS.

Items 62—64. Subventions and grants.—Include all subventions and
grants whethor obtained froin income from State funds, from leases of
school lands, from appropriations, or from general pmperty, business
or poll taxes, or from fines and penalties.

Item 66. Approp'rwtm Jrom city treasury.—School systems that
are ddministered as departments of the city government will report
after Itom 65 the aggregate appropriations from the city treasury

-for the use of school systems less any amounts that are derived from

specific sources and are used exclusively for specific school purposes.
These generally include amounts that for independent school districts

"~ would be reported after Inquiries 62, 63, 64, 71, 72, and in some cases,

66. AHM amounts deducted as above dnrectod from the aggregate
appropriations should be reportmfl on theso lines as in the case of
independent school districts. ‘

Item 78. Sales of equipment and su €plie8 —Include receipts from
sals of textbooks and supplies to pupils; -also any excess of the
amount of supplies issued on requisition from & storeroom over the
amount paid for supplies; also receipts from lunch rooms carried 6n
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DETIRITIONS OF FIBCAL ITEM THE SCHEDULE FOR STATE SYSTEMS
AND IN THE ABRIDGED FISCAL SCHEDULE FOR OITIES.

The definitions of the items in the standard fiscal schedule for cities
apply to the same itews in the standard schedule for State systems
and in the abridged city schedule, but many of the items in the
last two are combinations of one or more itenis in the first schedule.
A table is given below.showing how this combination has been made.
In order to ascertain the kinds of*expenses that should be charged
to any item in either of the last two schedules the definitions of all
the items in the standard schedule which wete combined in order to
make the item should be consulted. Thus, to determine the ex-
penses to be churged to Item 10 in the abridged schedule for cities,
the definition for Items 22, 23, 24, and 25 in the standard schedule
must be followed, as is indicated in the following table. Similarly,
the expenses to bo charged to 28b in the State schedule are given

. m definitions of Items 21 to 25, inclusive.

Table shouing manner of “telescoping ' items of standard fiscal scheduli into items of
other.schedules.

State schednle, Abridged city schedule. I, statuland ety scehedoles ®
i i 1
: | 2
i ! 3
268 | 1
y 0
. , 5
> - k f 6
! .
26D] . ' 7 .
q 2 i oo

. 11 .
27a ’ o ! L
4 | J13
. |14

\ H ‘.
_27h 5 ‘ 15
6 | 16
27c - . , 17
7 ' (18
2 - 8 L. 20
¥ a e e =08




Table showing manner of ** telescops
other &

State schedtle. /~

29

30a

30b

30¢

31

320

33

34

35

FISCAL STATISTICS.

lules—Continued.

Abridged city schedule.

13

14

15

17

94
oo

26
27
28

"’ items of standard fiseal echedule into items of

Standard city schedufe.

21
25
23
24
25

|

i
|
{

[CVER

3
3
3
3
3

SO

- |37
138

40
41
12
43
44
45

47
48
19

{50
51

53
54
55
56

57

58
62

63

64
65

45
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Table showing manner of *“teleacoping’’ items of standard fiscal achedule into items of
- other schedules—Continued.

Stiate schedule. . Abridged city schedule. Standard ity <chedule
—— i —————— p - . )
29 o 3 - 66
* 30 <67
31 . 68
32 : 60
33 70
34 7l
39 72
36 73
~
" (75
‘ &) 176
f ac 17T
o 7S
79
. 10 150

Progress in the field of school Yecords and reports will be’made pos-
sible by the cooperation of superintendents throughout the United
States with the Bureair of Education and with % committee of this
department, should such a commitiee be permanently appointed.
The discussion of this committee and the forms which are submitted
herewith have the advantage of having been formulated after a care-
ful study of records and reports which are at present in u$€ in our
various school systems. That they may be improved upon is fully
realized by those who have contributed to the discussion and inves-
tigation which has led to the formulation of this report.

PaysoN SMmrts, Chatrman.
' GEORGE DRAYTON STRAYER, Secretary.
WriLLiax H. Evusox.
E. C. WARRINER.
CHARLES M. LAMPREY.
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