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APPENDIX (A)

ADVISER LETTER, COVER LETTER, AND FOLLOW-

UP LETTER

PRINCIPALS.

SENT TO ELEMENTARY SCHOOL







THE PENNSYLVANIA STATE UNIVERSITY
RACKLEY BUILDING
UNTVERSITY PARK, PEMNIYLVANIA 1ASE

Collkege of Education
divinion ol Edocytion Poby Sawdecs
148851487

March 6, 1980

Dear Dr.:_

I am & doctoral candidate in Educstione! Adminiszration at The Pennsylvania
State Unlversity. ! am conducting a study of the elementary school principals’ percep-
tions of the importence of administrative tasks, The study Is being done under the
guldance of Professor Patrdck D. Lynch, Chalrman of the Educational Administration
Pregram, The Peunsyivania State University, Uaiveruity Park, FA.

_The participants of this study were randomly selected. The hformaticn gath-
ered in this study will be handled in an anenymous coefidentin] manner, The code on the
questionnaire ldentifies only the school district in wwhich you'work., Your help i5 needed
to make this study complete. Twenty minwes of yoor time will be necessary to complete
the questionnaire and return it to me in the stamped, oelf-sddressed envelope. A prompt
and complete reply will be very much appreciated. In addition, copies of the abstract of
this study will be made svallable to the Pennsylvania Schoo] Study Council for distriburion

to educators.
‘I wish to thank you fn advance for your cooperation and assistance hn providing

me with this information., Please indicate If you would Llike to have & copy of the com-
No. If yes, please write your name end meiling address

pleted study: Yes;
below and retirn this foim to me,
Sincerely,
Ahm ed, A fmed!
Abmed, Ahmed

Professor, Faculty of Education
Alexendria Untversity-BGYPT

Namne;

Address:

AA/pjm .
Enclosures - ‘LQL‘ —



THE PENNSYLVANIA STATE UNIVERSITY
RACELEY BUILDENG
UNIVERSITY FPARE. FENNIYLVANIA 15302

College of Education

Divizeos of Edocstion Policy Seudics

£14.885.1437
Barch 6, 1980

Dear Principal:

At a time which ] know is busy for you, I would like to
ask 8 few minutes of your time for a student who is conducting

research on the principaiship.

#Mr. Ahmed Ahmed is a graduate student at The Pennsylvania
Etate University, working on his Ph_D. in Educational Administra-
Eion. His doctoral study is being conducted under my super~

i{sion. The study is an attempt io determine the elementary
tchool principal's perceptions of the ieportance of administra-

tive tasks,

It would be 2 ¥aluable 21d o the study if you will kindly
take a few minutes of your time to answer the questionnaire.
Your contributien will not only be personally appreciated, but
will also serve as a contribution in building better research

in the field of the principalship. -

Thank you for your time.

Sincerely,

fjof.«-—a.ﬁy./—\.

Patrick D. Lynch
Chairman
Educational Adninigtration

5 e



THE PENNSYLVANIA STATE UNIVERSITY
BEACKLEY BUILDANG
UNIVERSITY PARK FENNSYLVANIA 16802

College of Education
Diviiwa of Educstion Policy Snudes
L 14-R65- 487

Dear Dr. (Principal):

A questionnaire was sent to you recently as a part of a study
that { am conducting to determine the elementary schoo! principal’s per-
ceptions of the tmportance of edministrative tagks. We are snxious,
however, to recelve the questicanalre expressing your views that was
mailed to you on March 25, 1980. I you bave already prnt it into the mall,
please accept my spology for this reminder, and in advance of receiving

i,
In order to coﬁpleﬁe this study and to bave statewide represen-
tation, I grestly need your belp which can be given by completing the
" enclosad questionnaire. 1 would very much sppreciate & if you would

take fifteen minutes of your busy schedule to complete and return the
questionnaire at your earliest convenlence. Please be assured that your

response will be kept strictly coafidential.

May 1 personally thank you, snd express my appreciation for
your willingness to help make this study a success. Again, thank you
for your time. [ am looking forward with much anttcipation to your

reply.
Sincerely,

F}hm CO’,.H hm \’.q/

Ahmed, Ahmed
Educatione] Administration

— E-"‘\“






APPENDIX (B)

THE QUESTIONNAIRE INSTRUMENT







DIRECTIONS

The questicanaire consists of a toal of 50 statements about different types of activities you may
actually do and feel Ideelly should be done fn your echool as a principal. You erc asked to rate
the activities acco 10 their importsace tn two differenr ways:

First - In your opinion, bow fmportant are the activities thar you actually do in
sour school as an elememtary schoal principal?

Second - In your opinicn, bow fmportant are the administrative actvities that you
as clementary schoal principal ideslly ehould be performing in your echool?

Flease try w respond to every activity statement i the &ucsucnnau': by CIRCLING one after Actual
=nd one after Ideal. Please use the following scale for Identifying your answer:

A -- Of High Importaace

B - Of Some Importance

C - Of Low Importance

D - Of No lmportance

E - Not Applicable in terms of the actuz!l and ideal sfruation

EXAMPLES Q-& Or‘% o)

v, "aoq ‘b‘q,
AREA OF ACTIVITY Ca Ca

1.  Couferring with pareats. Aauwal {B)|8 |c |D]E

et | A ((®|c D ]|E

In this example, the respondert belfeves the activity "Coaferring with pancots™ is eetually of high
Importancs, bix thinks that fdeally ¢t should be of some importance.

2. Maintaig the school library. Actua) A |B |C ID

®
Wt | A |B [c {D|®

In this example, the respondent believes the acriviry “Matniain the school Lbrary” is actuslly nox
epplicable end should not be iocluded as part of his role as an dementary school pri.naﬁ._z'_

20—
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Please respoad 1o these activity AN QN & 46‘
sstements by C one after % {%‘ % -,
Actua! and one afier A FAANEA @% %
it — AN
5 5N, % 4,
AREA OF ACTIVITY NORNRARARNA
& NN
15. Provide time to hear apd develop student suggestions Actual Aalaslec Ip |E
for school improvement. Ideel A{B{C {D |E
16. Conduct frequent formal and Informal conferences Artual AlB|lCc Ip |E
with individuatl students. Ideal A BI|C ID |E
17. Help students develop the artitude that rhe principal’s Actual A{B (C |D {E
office Is @ place to go for belp rather than punishment. Ideal A B JC |D JE
M. STAFF PERSONNEL
18. Idendfy what persoanel are needed for the school. Actual Al lc ip [E
Ideal A B |C |[D |E
19. Assign the dunies of clerical, custodial, and bus Actual A|lB {C |D |E
driver personaoel. Ideal A B |C |D |E
20. Involve the staff to improve the "learming climate™ Actual AlBlc |Ip |E
of the schocl. Ideal A|B |C D [E
21, Assist beglnning teachers fn developing their Actual A B |C [D |E
competencies, Ideal A B {C |D (E
IF.  Previde A« titne tg bear and de'ieh:g:' "{gac‘" chertmupde fostions * - | Actuati-PPa- 18 |C D-|&
to tmprove schoal programs .~ T . &y Ideal !A|B |C |D |E
73, Schedule teachers’ essignments. Acrual AlB |C |D |E
Ideal A|lB {C |D |E
24. Obeerve teachess f thelr classrooms. Actual A{B |C |D |E
ideal A B {C |D |E
75, Mceet Informally with tezchers (e.g.. at lunch time Actual A B 1C D |E
or in the teachers’ room). Idesl A ]B IC |D {E
26. Assist teachers In resclving dissgrecments. Actua! A{lB {C |ID |E
ldeal A B |C |D JE
27. Keep the mtaff personnel records up to date. Actual A|B JC |D lE
1denl A B |C |D E
;_r_. Sdmulate and provide opportunities for professional Actual A B Cc D =
growth of staff peremonel. 1dez] A B |C |D E
;9_ Sclcﬂ- and »ssign slaff persomnel. Actuzd A (B (C D [E
ldeal A g {C [D [E

- 2-N-




Please respand to these activity
ptatemeants by Circl one afier

Actual and cae after

AREA OF ACTIVITY

30, Evaluate staff personnel. E
B

1v. COMMUNITY-SCHOOL LEADERSHIP
3], Ilarerpret the relevance of school programs to the Actunl A|] B |C |DJE
commumity. 1deal A} B {C-{D {E
32. Inform parents of change in routice schedue. Actual A} B C |D|E
ldesl Al B |C |DJE
33. Coordinate and schedule coffee bours or similar Actual Al B |C |D|E
meetings with parents. {deal 41 B |{C {D {E
I Establich two-way commuulcations with parents on Actual A{ B |C |[D-IE
areas of mutual interest. 1geal Al B JC |D |E
35. Guide and assist Parent Teacher Association Acrual Al B JC |DJE
(P.T.A.). Ideal Al B |C-{D (E
36. Publish a n=wslemer for all parents {school news, Actual Al B |C |D{E
needs, and cslendar). Ideal A B |LC D E
37. Encourage free discussion toward posttive solutions Acauwl | A| B {C |D |E
by public concerning schocl preblems. Ideal Al B {C |D |E
38. Keep chanoels of communication open through use of Actunl A| B {C D IE
local newspapers, radic, azd televisiom srations. Ideal A{ B {C |D |E
39. Participate in the activiries of community groups Actual Al B |C |D |B
and organizations. Ideal Al B IC [D |E

V. FINANCIAL-PHYSICAL RESOURCES
40. Prepare a budget that establishes a priority of peeds Al | A B | |D |E
for each program of the school, Ideal Al B {Cc [D|E
41, ldentify, apalyze, and determine the cost of Actual Al B |(C |b |E
elternatives for achieving program cbjectives. ideal Al B {C (D E
42. Ewvaluate and approve requisitions for equipment, Actual Al B |C |D|E
supplies, and materials to be purchased for the school. Idea] Al B iCc |D |E

R
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PeRGONAL ENT A

would you please complete the following tnf crmation? Place s check mark () or (x) in the
blank that applies to you.

A. Persona] Data

1. Tite of presem position: Principal
. Assistant Principal
Other

2, Sex: - male; female
3. Age: (in years)
A Number of years experience in this school as a principal:

B.  Description of Schoal
1. Indicate highest grade level represeated in your school (circle ene): [3, 4, 5, 6].

2. Number of students (chbeck one); ( 1-300)
~— (301-500)
(501-800)
(B0I-wp )
3. Number of teachers that work fo your school (check one): __ {119
T (11-20)
(21-30)
T @lap)
4. Number of tzs::!;cr aides (check one): None
( 1- 5
. T ( 6-10)
" (11-up}
5. Number of aseistant principals:
C. l:.ocat_ion
1. Location of your school {(check cne): Small town
Rural grea
""Suburban community
Small city (10, 000-49, 59%)
T Large city {over 50, 000Q)
D. Organizetion
e

How {5 your school orga.nlzed? {check whatever description(s) of the organization that
is/ere applicable)

Iuto teaching teams

Into subject mauer departments
Imto self-contained elassrooms
According to nongradec or ungraded growps of students
By means of 2 corchination of the previously mentioned
organjzational types

Other type not mentioned here. Please specify:
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