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CHAPIER I
STATEMUNT OF THE PROBLEM

The two olosely allied problems of mpll envollment snd aochedule
making have a direot velation bto the pucesasful operabion of a senier
high achooly The funotioning of a sohool organisation for the entire
your i iofluenced by the sffiolenty and dispateh with which the
activitiss of the sohool got under way ab the hegimning of &he years
Satlsfactory initiation of the sehool's aduoatiiona) program for the yeer
dapends uptm the oure with whiah the daily sehedule of olassien has boen
sonstrushed and gheoksd, und the wemer in whioh the papile have beon
enrolled and assigned to olassese

Ae THE FROBLEM

Statement of the problems The parbisular purpose of this sbudy
wa to Luvestigate the methode of sondusbing mpll enroliments saployed
by administraters in s selected group of seniop high sohools in Kanses,
wnd from this investigation to derive effective methods of proogdure in
the oonduot of pupil emrollment whish might be reacmended am desirable
for use by administrators in sohools of different simess In other words,
bo disoover prooeduras sppropriante to particular types and gises of high

sohool organigations

my  Of the many problems of organisation

Jugtitieation of the prob

which the high mohool adminiatrator is oalled upon to aolve, that of
enrolloment of puplla is one whish tenda perhaps more than any other to



sauge sonfusion end uncertainty at the beglnning of the achool terms
Porheps a maJority of adminlatvetors in the Inrger high schools have

developed teshuiques and procedures by shich they handle this prablem

1

effiolently and suoswesfully, Cog and Langfitt” have presented exsellent

deteiled deseripbions of envollment and sshodule making prooedures whioh
"have prowed sablafastory in large high schoolas

01ine® hae well etatod the impertancs of the problum in the
following quotations

Organization of olegses implies the regletyation of puplly for
the subjeots desired and the soheduling of ¢lasses to mest the
demands of the registration. The ability tuv handle this problem
gmoothly and effisiently is perhaps the standard test of a
prinoipal's abllity in the organization of routings The matber is
Important for two ressonss () the practicel effectivencss of our
elaotive sysbem and of ocur differentistion of ourriouls and ocourses
o mest indiwvidual differences depends lergely on adequately planned
methods of regletration, and (b) any nerveswrasking senfusion and
unsartainty on the pard of pupils and teachers at the hegiming of
snoh gomester and school year is a serious offemsive on the morale
of the school. Uonfusion g inexousable at mny time, bub when 1%
somen at the Yeginning of a new period and starts the bewnm oub of
gtep, when it dempeng fresh enthusiasme sod new resolution, it is
herdly less then aprininal,

That there ig now sn existing eurollment problem is further
evidenped by the feot thet BE of the 86 foxwe ennlysed in this study
oontained requests fran the ampdmtw adninisbrators for n suwonary
statement of the sualysia of the atudy.

Prilip We Le Cont, and E, Emerson Langfidt, High Schecl Adminige
&’% %g%m rffig;pa (New Yorks Jmerionn Book »ﬂmm?'%m .
PPe i lade

% 5, Us Oline, "Registrabion and Sohedule Making," Bduse
Adniniatrellon and Supervigion, XI1 (Pebruary, 1986), 1R0-125,



Mg_& Ehe studye Though the two problems of emrollnent and
aohedule making are intimately related o oash other, the present study
doss not sttempt to deal with the neshaniee of sohedule naking, Puakett®
hag propared an exhaugtive mnslysis of the teohniques involved in the
solubion of this problem, The present study is an sxnlysls of the
techniques used in pupil enrollments by administeators in 6B Kanpes
genlor high schoolss The daily schedule of olasses is studied only in
the lizht of ibs fanobion aw a conbribubing agenoy in effioient ewolle
ment prooedure.

Bs  REVINW OF RELATED TNVESTIGATIONS

Wiriters in the £icld of high sohool sdminigtration haw emphasised
the importenae bo the principal of seeuring as muwoh information as
poseibla abot the school end its pupils hefore he stbempbs to bulld She
daily sehedule of olassess This opinion s well exprosved in the follow-
ing stabemanty

For schools lurge eneugh %o require W&llﬂl‘ seotiong of any

subjests, the dally schedule should be based upon advance yeglutras
tions Thin will be cerried through for most smtudents o hesh
advantege shortly before the ulese of achool in the springe Those
who expeot to enbor high sochool in the fall from the elementary
grades oun be insluded in the prooess,t

The exbent bo which ¥hin prastice is followed by high mohool

sdminigtrators gonetituten a part of the present study.

B Roswsll 0y Puokebt, Uakiug & MM&& 1 Hehedule
(Wow Yorks Longmeny, Opesn snd Oompmny, Ll Poe 101158

4 Adelbert Willlan Oook, High Sehool Adnintgtrabion (Baltimores
Warwlok and York, 1926), ps 180,




guipabion, Throo aimiﬂmzt' studien have heen
reported within resentt yoars which glve date velutive to enmpollment
procedures in semior high schoolss Puskett® reported Wt of 278 sohools
in all weotlong of the sountry semtribubing Yo hie sbudy, more than Pourw
fifthe had preliminary registrations Nost of thess sonduobed thig
regiotration hefore the closs of mshool in the apring for the fall tern
beginming in Sephembore

Aogording to Paskett's report thers was a great waristion regards
ing the time at vhich the nlaﬂ. wohedule for the full tem Ls aompleted,
In many gohoole the sohedule is mde befare the sloge of school in the |
springs In others 1% i4 mede up aw lube ag the opening day of the fall
terms  Thig lebber preetice was noted parbioularly among the maller

sohoolse

Hernor's investigation, Replies were received by %mr@ in his
investigation of mohedule making in the Junior high school from 64
Junior bigh pehools, Jneluding sohdole in the 6% oitles of 100,000
population or over which had junior high gohools, end sehools frem two
othier large oftless Gme sigaiffoant fuet vevealed in hin study 18 hat
B8 of the 62 soheols placed thelr achedule in speration and held lugsus
on the fiyet day of sehools

5 Rosws1l 0. Puokett, Making
(Hew YorWs Longmana Green and m,

® Yarold Ellaworth Warner, Schedule Naling
% g%l (Unpubliehed Dootor's theals, Ve ;
sshingbon, De Goy 19“)' Po R08.




‘ eltapntions In o atudy of 179 sohools, apreroxinately
ong=half of whioh wers dwyear high sohooly, in 41 states and the Distyled
of Columbia Johngen’ reports that 160 condusbed preliminery reglutration,
while 23 did nobe OFf the 25 sohools whigh 8id not conduot pralimineyy
reginbration, 10 hnd enrellment of 100 oy loss and nous hud warollment
of 2,000 vr overs loat of these sshools reportied that preliminary
roglotration was hold before the oloss of sohool for the next fall born,
A musber of these sohools held this reglstration ns oorly aa 8 %o 10

weeks before the close of the school yenrs

T emaller schools the primeipal umny held the registration,
but ravely in the lerger oness Often the home roow wa indioated ay the
ageney through which regisbratlion was Balken.

- The study vevesled that 41 meparabe ltems were salled Poy on e
reglotration forma, but cnly two, the nawe of ths pupil and the aubjents
which ha wished te fake, appeared on al) the fommes HNowe of the remaine
ing 59 Stems were oalled for in ed muny ag half the -uahunlh

The primoipal uses nade of pralinimyy reglutvation dats were
reported to dey (1) devermining the mumber of olags seobions, (2) malking
the sohedule, and (3) determining the mumber of toscherss

At the final regletration the pupil wam nob omnsulted in sryanging
his olass eshedule in approwimately ome-half the sehools sbudied, Pupily

‘ ‘ ’ , | y o ;“; " MR g th’;v‘v;f‘iu h b ‘,,‘, 1" ] , ' “h Gty ;,: B’
"%@i’w, % parda, Sullsbin, wm, Ma. 1?. Nw\aim va of m«mx‘y
Bdusatlon Mmmaw, Hevo :m). Ppe 281w840,




8
in small wohools uselly srranged thelsr omm clags programs or scheduless
Thean deseriptions of sarlier lovestigations are In no sense to
be sonstrued g cwmplets swmaries, This weiter hes attupted worely
to mas.mw $bens mﬂuh hawve o dlreet hearing on the provont study,.

Proposed aont she pregent studye o the present
abudy the wrliter hopos o achiove the following alngs

1s To provont in tebuler Porm s sbabwment of significent eopolls
usnb prosedurcs as employed by adainletrabors fn a widaly nolected 1iat
of Renses sonicr high schools,

8¢ O the busis of thews daba Yo set up In road gemersl oubline
& Bype of enrellment prooudure which mey bo reotemended Por wge in
genior high sehools for vach of three surolluent groupds

O«  PROCEINEE

ghrugulon of tha inquiry ferme The prinoipel mesns of sesuring
dats for the study was an inquiry form or questlommaire. ‘This form
inoluded o bobel of fourtesn gquestions, perteining ho faur major agpeets
of the problen, ae follows: (a) the tnme of teldng envollmensy (b)
gaidense in the seleobion of courses end subjestay (8) youtine in the
aotual sonduet of amrollmenty and (d) the use of Yhe alnss sohedule

in envollments Sewen of the queabions wore of the simple yes, no type;
bwo raquired the undersoaring of one of sewveral prectices; snd five
ineluded blank spaves to be filled ln,

e separate quosbiong were designed with the view to sesuring
information en ivems whiok eerlier studies emitbed or dealt with only



¥

eususlly, or which theugh they In o senge dupllosbed naterisl conteined
in former stadies, were semsidered nevertheless ta be partieulerly vital
to & elear undoratanding of thw practives followed in a glven sohools

To valldate the weveral items in the Laquivy form, snd 4o lusure
that the wntive form bu somplete and rolevant, o onreful study was wde
of the regorts of earlier investigaters In the Plelde Lisbe were
umgimﬁ of the ltems ineluded $n thess reports wad of i eus pertaining
%o aspeote of the problem Luperfectly denlt with or ueb Lssluded ut all
1n the invesbigationss After eliminsting from theae liete those Ltems
which were gonsiderod wnnecssuary o bhe souplotensss of the present atuly,
qutwni wore gongtructed on the Lesls of the rewaluing ibemss Thews
questiony wwre then submitted for eribielmm and suggestions 4o two aollege
departuent hoadys Some revislous were made in avcoprdanse with theiy
sritialeng, and the revised form sulmitbed for exsulnabion to a praminent
and highly susceseful principel of a mediuwm sised swsondary gohools
Gome Larther wWa were wide oo the basie of his suggestlons sud the
inquiry blank then wae drawn up 4n 1te final frme |

Yew of the Lngulry farms Mimeographed eoples of the inquiry farn
wora gond to adnlofstrators of Bl senlor high schools 4n Xavwass A8 &
presaubion agalogt any parely leocal fasbers Influensing the study 4o an

¢ degroe, schools loonbted in all Peur guardora of Ww sbebe were
aeked to partiolpate in this studys Thess sohools ranged in eive from
80 whudvnts to over 2,000« Purel high gohools, community high sehools,
eongolidated svhoola, sad high sohools in olbties of the fived sad
segond olasger wars insluded in the sludys



¢

In gulectlng partieular schools o which the Pors should ho geandy
the oriteria enployed to deternine macosraiul aduintetrative prachices
weres  the lenglh of serview of the mdntndebratar in his present position
oy in positlong of gimilay responaibilityy the reputebion of the adulnige
trative sifiolengy of the sohoul ua Judged by fwvorsble professsonsl,
sditorial, snd newspring Wabllalby) revamendations of the Bupesy of
Bduseblionel Menmuremenis of Sbate Tesehars College of Buporis, Kausasy

nod the personel knowledge of the writers No school e Inoluded in $he
abudy whose admindstrutive head had not been in hia prement posibion o
s position of simllar eise wnd argenisebion for a pordod of at least
thres yourss It wag folt thut within Wis tlue an adulndateator would
g more Iikely o have waked oub o saliofucory emrollnent procwdure
for his partioular school situation thun if he were less well oriented
in his ponitions

‘hat & professionally winded group of administrwtors was selectod
ie evidented by the number of smmpleted forme returned and the typa of
wemsont whioh was stbtached to theme Of the 81 cepies of the inquiry
Lorm goub oul, 60 o 74% were oompleted snd roturuede The wrhter is
highly gratitied at thie high pereentags of rebuwrn, eapuaislly in view
of the fwgb that the esurvey was condusbed ab o tine when many sdeinige
tratops wire on vaoabion, and thet five of the forms were sempleted mnd
returned sf'beyr having beon forwrdod to the resiplent at o distang
sollege or univeraidys It i folt that these faobors add approsiably
Yo the raliahility of the dabe used in the stmdys



Agoompanying the inquiry form was a reguast for addi%ionsl
auments which were thought to be impordent te n olear waderatonding of
the parbioular envollment procediurs. Ogmmonts were senerongly giveny
Fourteen adninistrators sent detailed deveripbive anslyses af their
enpollment provedures, Shxbeen others Lnolosed speoinen enrel lnens
formu, wlasas sohedules, wubieot Iate, o instrugbion shewis or beoklehs
for studentss Obhurs otmnsnbed only on partievley Jtems in the inquiry
forms Thess aoments and wnelyies wore of groay assisbaned S0 the writer
12 the organisation and faberpretetion of the dats geouyed thyough the
use of the fome dome of Hhem sppoar elsevhere in the bedy of the
thosine _

A vapy of the inguiry form and of letbers whish soscupanied ib
soliolbing the ovoperation of the peciplenta ave Yo be Pound in the
Aopendin.

Juterviswa. In eddition bo the inquiry form which wax dloteibubed,
worsonal inberviews wore held with $em high mohool adminisbratorss By
meend of these inbarviews, definite outlines of the ewellment proceduve
in these Len ashools were obituined, Five of the persons interviewsed
algo filled ot the imquiry forme. These formas wera ineluded with those
rapsived through the mails malking a bobal of 05 forms analysed in 4w

nragont mtudys

Other gouress of debas Text beok matorisls and investipators?
reporta in this flwld are limiteds Thess souraes wore used wharever possible
e geoure & move thorough waderstanding of haslo prineiples wnd to supplee
nent other date sesured in the present inwestigetions



CHAPTER I

FUNDAWBHTAYL BHROLIMEE

T PRACTICES

- The present ahapter presents e oritiesl soalysis of the dat
sontributed by the schools teking part in the surwey, In additien %o an
annlytioal and tabular presemtetion of the maberisl studied, one sesbion
progents cutdine stotemente of mathods of gonducting the entiive roplegw
tration which are typleal of geveral prestioe in the different plses ef
suhools studied,

Ae THE TINE OF TAKING BHRO

Sizes and $ypes of grgenisetion of sohools studieds In sempiling
the list of sehools whioh were msked to partioipate lu vhe survey an
sffart was made Yo seoure a falr sempling of all the exiabing types of
Anstruebionsl and legal organisabionss Table I ghows that of 4w 65
sohools studied fortyesix are dwyesyr, Pifbesn are Beyear, and four are
G=yoar high gohoolas All sshools with enmrollment of BOO or less,
axoept two, are of the deyear {wm One of thess is o Bw=yesr high school
in ths enrollment group 301 to 800, the otheyr a G-year gshool in the
same onrollment groups OF the fifteen J«yeay eschool gtudied, fourtesn
are In eovolluenh groups above 800w The foup 8wyear schools have enrells
ments betwesn 301 and 3000, All the sohools with owver IP00 enrollment
axe Seyony athools,

Fowrbeen of the fifbem mral high sohools studied are in enrells
nent groups of 200 or lews. Two of the cawmmity high svhools atudied
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12
are in the envollwent group 101 to 200, three in the rauge 801 to BOG,

sud one 18 In the enrollment group 761 o 1000« ALl the consolidabed
gohoole studied have enrollments bebtween 51 wnd 800s OF the Lwanlye
four sehools with enrellmenbs between 501 and 1,000, ninetesn are in
ssgond olass oitles, one la in e flewt olans olby, amd fowr are vommmiby
high wohoolgs Five of the aix sohools in fizxed eless citles have enrolle
nents over 1,000

In general, the smaller sohools ars either rursl high soheols or
sonsoliduted sohools, organised om the d-yosr plane The medium sined
and large achools tend towsrd the Jsyear plan of organisation,

Jimy when preliminayy th 48 helds The present study
aonfirms the feot diselosed in esrlior investigetions that there is e
grent wariation in the tive of holding preliminury registratiume
Prelimingsry nnmim& op pre-enrollment ag uwsed in thig sbudy means
an enrollment or & survey of mp;'i.\lvmu rogarding mabjests for the

fusoeeding sehool tarm hald same time bafore the olose of the prewent
teym or semestors Table II indieates the distribution of the Hime of
holding proeeearollment reported by the sshools ccoperating in this sbudy,
In this and suooseding teblea the mumbers in parentheses indieate the
number of sohools reporking on the partloulsar item o pravtices

The time renge indlosted i one weel: bo elght weeks bafere the
alogs of the preasnt memssber or sehool terms Seventeen gohools reported
that dhey hold preeenrollment twe weeke before the olose of the present
term, thirteen scheols reporved fowr wweks befere the oleas of the present
torm ag the time for aanducting this earellment snd eleven sshools



18

ﬁm«ﬂ.&gﬁnﬂg ﬂﬁmnm

%mﬂwﬁwu@
Eyempmrsyesd prey ouo Tssey 3o

ﬁ.&@ gvﬁﬁwﬁﬂ

T foree ] oo L jeon | e | eow | s gpuedoe ToousE eJoJey EAER OT
I e sew [ wos | e sse § sew | Y e it g o0ee @hﬁﬁ BooR 1
N 1 H LTI f o 2 B e BER § %ﬂ g@ﬁ” gﬁ % §=g
1 s2k § mox [ 7 Jese | sea | wex | wsa an B 3O 95010 SI0JeQ BNSOA $ep
g sss | sem {ase | T sae { wws 2 sea ;%kﬂuﬂ%ﬂﬂ%%g
% 2 wse jeor § T | T s e #=s § ToOUDE JO S50V sI0Jog BYSER §
g T | ox frefr jeemfoems jere | ovee | oou0E Jo eEoTo edoyeq suwes g
st T £ 4 4 g I 1 I ICCYRE JO SOIR aS0JBq SyeeA §
34 wEe s I | 4 T ¥ 4 £ T IOOURE JO 9SG0 2J0JEY BRSGN ¢
AT T e 3 1 g 4 g {1 8 o= TONTE Jo 8NO1D SS0JeG el g
8 ol Sl S 4 T ki 3 1 Sex 1 I00USE Jo eNoTd alojeq % T
(z) | ) | (93 (o) [onylor) | tm | (D) (®) eotg0031

OIEH S1 REOILVEESIoNY LHVEIRITEES HOIHNE IV EEIZ §HL

IT TV



14
enroll three weeks before bhe olose of ﬁw torms  The geners) tendenny
seens o be for the larger schouls to hold prelininary registration at
8 longer time before the elose of m%wawm term then do the smallers
Probably this is due $o the faob that & meh groater mmount of olerioal
work i involved in the reglstration of the Iarger wurbers of pupilaes

Zine of the 1l yegenrat
emang the sehools reperting en the time of holding £inal regiatration
than in the ssse of the preliminery enrollnents Teble IIT indionbes
the distribution of 4he time of final roglatration among the warious
enrollnment groupse Forbyethree, or slightly more than two-thipds of
the achools indivate the Cime of this earollment o be the Firsy day off
sohool or not more then one week before the opening deys NWineteen of
the twenby«four sohools reporbing one week before the bepinning of the
torm ne the date for final reglatvation have enrollments of 50O o lows.

(gs  There Ls a wore genersl agreement

The btime range for Yhis pressdure is greater aund the consentration ea
sny one bime S8 losw among the larger schoolss Thinm probably is dus bo
the favt that the emelle v sohools leaws mach more of the aptusl work
of the srollment e be talem eare of ab the final reglatration than do
the larger, The sctual enrplling in most of the larger sohools appears
%0 bo done st the prelimineyy replstwation, whereas in the sumller
wehools this prosedups de apparently more in Hhw mabura of a penorel
survey than o sotuul regietrations The comwents of the administrators
whoge poports Lore the basle of thie lawatigation ss wll as the
revorded datn beer ocub this agsumption.
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Shangey in individwl pupll programse Ono slgnificamb group of
fuote diselosad In thig Investigatilon rolates to bhe time within whieh
papile are allowed 46 ohange thilr olase progyams  Dible IV indieates
thab 52 of the 65 sohoole roportlng ou bhis practiee allew cne smek foy
thin shanges A@mmmw.ly ong=lifth permit the pupile o changs $hely
progeans up bo two weeks afber the opeing of the avhool berms 8l
pormit changas nb sny btimg, bub only ae & deflalte nosd arisess One
large sohoal permite ne changes afbey prosgurol lmont, ewgepd in unugual

SR89Re

By QUIDSHOE JH SRLECTION OF QOURSLS AND SUBJECTSE

Zimg dewoved Yo guidances The amount of Sime befors ewsollmeny
whloh in devobed to advicament on oholes of eourses snd sbjeots in the
sehools reporting 1s indieatod in Teble ¥, page 18s Pifkywelght eshools
raported on this item, spproximetely tweethirda of thw seheols devete
from onw teo three weeks to this type of preparation for enrollumbs
Seme of the mhmlﬁ yeported that this work ls dove ineidentally over s
longer poried of time. One guperintondent raporbod that he teike for e
yonr, another sighteen woeks. In one sohoel, guidanes oesupies one sixe
—— pariod in a regular souree in vopatlong for freshmans Most of the
modlumegized sohools tond to fmver one or Ywe weeks for advisory work,
whorass in the amll sohocls there ig ebont an egel dlietribubion mmong
the periods one weak, two weeks, and bhree wealm.
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Zhe ndvisory offioer on eupellmentse In fourdeon of the schools
partiolpnting in the atudy the prineipal noba ea nole ndvisor on ompolle
uentes  ALL of thase gohools have omollmamte of less thean BOOs Mhis
indioates a definibe tendenoy awong the largar sshools for the prinsipsl
o ﬂm&ga‘aa the romponeibilitien of wedual vondust of epcilments to
othorss Flity-oue sohools reporbod thet this partiealsr type of puldause
L& o part of the regular puldense progeans The study also revenlod o
tendanoy %o place ohiel responslbilivy for guidense and cwwollmert wdth
the howme room tescher lu the sohools with emrollment wbowe 500, n the
obher hand, of the thirty sehools reporting this ee a duty of the
rozulor oslassroon ia’wﬂmr; wwanty«Lour lave enmollwent of 0D oy lonss
Ume sahool pesorts thot the oluss mpmsors ssmue the responeid iXihy fop
mpll advikemend on seleetion of couresss These fants are sloayly showmn
in Table Vi -

for the rural elzhth mude preduntes The reparts of the
adminietratord relative b0 the galdanos and envollaent of the new yural

Gu' oFo ,,ﬂ‘a.»gi"wz‘

atudent wore suoh as nob bo lend thengolves rendily bo tabuler olaselifions
tions In gendral, the largs sohools have M or none of this olass of
students, Sone sdministrabors sonbavd these pupils ob the Hlwe of Hw
pounky alghbh grade axeminabiong or commmsenunt werglsess Obthory

gond thom letters of songratulstion snd infermablon aboub dhe progrem

and work of thelr high school, and lavite them bo nppear et the sehool
bullding on certain gpesified deys b0 make owt thaly high school enpell-
went Pormps 56311 others osntmet them through visitebion and personal
sonferences ju their homes during the sumser and wmyoll them a¥ the time
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of thess vielts ar ab the regule fina roglatratiion perdod,

The following smmeby srs typleal of those writben in answer to
the question, What speelal teahnique, 1f sy, de you uge for rural boys
and girls envolling fer the Piret tine?

"We wend them & prewsnrollment shest,"

"Bpeaial meeting with them snd thely purenie,™

e pend letbers of oongratulation to all 8th grade grade in our aves
proposing thak they attend our schools A parh of the letberse(4 PAGOB )un
gonbaing courges availeble to new gudents,”

"4 hendbook, explaining all phases of sohosl sobivition und subjents
i wailed vo sll rural graduntes in ouy torriborys Hursl bays mre
sontacted By woontimmal ugrioulbure insbruoter in momsers  They are nsaigned
e advigor when enrolling,”

"A spesisl day for thelr enrellments”

"They cone to the uilding e days spesified for enrellments”

"Enroll them st oounty superintendent’s spring exanination. Follow
up by letber in July."

"Ceneral amseubly for all sounty studesbs entering 9%h grades Bxpladn
tehedule, rulss, offering, etds, and walome theme Then mmm&. arolle
mont, ¥

“We give intelligenoe and sohlevemnt bests one menth prier to eurelle
ment, wnd have these seores together with veosmuendations of grade
instraotors,”

*Jonterenve with prinoipals”

"Pargonal inverview during Auguste
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"Dedws out and enroll thee,”

"1 visit eash boy and girl and Wlk with thelr paveates I do thie
100% 1% payes*

"All new students are eonbasted during s speain) visltabion day
uguslly abouk the fivet of M."

®1 get thely grades from the souly superinbendent mnd study thom.
Iuring the sumoer I oontmst the students and thelr parents go es nob to
be & tobtal strenger eb worollmend times The dubes of envelluent I ssk
that ooe of thelr perents coms slong 1€ possibls, and we then enroll
them éxeapt I do all the £121ng An of thelr onrdss Beselving the grados
in edvenos fren the eounty sapsrintendent has boen a veal aid in pubbing
the Freshoen in thwir olemces whers they will do the best work.”

“Wo bave a spesiel vieiting day when our Freshmen endertalu the
elghth geade graduntes of our Yersiborys Thie is usunlly sbout the firat
woek in Mays A% Ghig tims the guests PLLL outb m#"mua@wpm wrol lnont
questionoaire and durldg the auwmser one of our deschers Viaite each hom
b .u-mdws’es the aotual epollments This progsedore is very sabiefactory.
You will note theb while our sehosl is otherwine s thyeewyoeny senior
Wigh seheoly the rural ainth grade students, plus o gerdaln few athers,
are admitted direstly to this huilding,"

The diversity af the prectiees 1ndlented by Shess gumeats point
Yo fio standardised yrosedure. Perhape, In view of the conditions pesulier

%o eoch ocummity snd wehool orgeuisatiom, standerdisablon ls nelthey
poasible noy desirables In the judgment of this writer, the significnnt
frot i thes thia particular phase of guldance lg recslving the attention
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of sohool adaintatretoprs,

Co T SONEDULE TH MIROLUGNT FROCKDURE

Jo2 olape achelle 88 & guide In ewollngnt, This fmvestigation
revealed cortain definite trends with refereme to the uee of the deily

sohedule of reoibatlons ia the enrollmmt prosedure, Tble VII-A
indioatos that of the aimbywtws schoole ropurding on thig praotiss,
twanty, or 331 bullt the aleds scheduls me & pulde to mpollment. One

- of these 1s in the ewrallmant group over 1,000, one in the group BOO to
T80, and the remainder, eightesn, i the sohools below §00. ALl the
achools with less than 60 enrellment peported sondusting sarollment on
the basis of the previously venstraoted olase schedules Of the ben
sohools in the erollment group 51 e 100, tww reported following thiw
mantlow and 8 do nob follow 4%s In the geoup 100 %e 800, five Follow
the practios and fiw do noke The benlensy indloated here i for the
lorger sohooly not to attenpt to bulld the sehedule hefore enrollment,
while gomewhat less than half the swaller eshools do follew thia procedures

achools raport that they firet somplete the pupll envellment snd then
build the daily wohedule of ulaswen on the bmele of this muwollment,

This practics ls suwmarized in Table VII-B, Of the twenty=three sohools
in the study which follew this practiee, eighteon have enrellments over
500, wherens thirty~four of the thirdyenine sehools whieh indieabed thed
they do not follow thie yractiee are in the ewrollment groups below BOO.
Five of the six sohools over 1,000 enrollment use this mothods This table

86182
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slearly shows the tendenty of the larger mohools to complete enrollment

before building the sohedule, and of e smalley sohoolg nob %o follow
this propudures This spmrently is dus to the fagh pointed oud olwewhere
in this study that the large sehools vend to make thely praliminary
enrollnent fina), whersss in the ssller smuhoola it is less rigidly
sdhered to fn the finel empollments

Lase schedsls built followiay prelintnary regletration and enrolls
ment gompleted lnters The marked tendenuy of high sohool adwinlsbraticrs
%o hold & proliminary enrollment hefore the oloss of the ters, then to
build the olass sshedule on the basie of this snrollment, completing
final enrollment ah o later bime is olesrly shown ix Tuble VII-C om the
provious pages OF the sixty~twe sohools reparbing en this practios,
forty-elght indioated that they follow this proowdure, The poreantage
of the sehools wﬁ;ﬁh&n 5 glven enrollmént group whish use this method
hesomen progressively higher from the larger enrollments groups to Hhw
smaller, axcept the pronp with wallmnﬁ leus than B0« The teble ghowm
bhat BOZ of the sohools in the hishmfﬁ ‘_mmimm group, TH% of the
sghools in the middle enrollmemt groupn, 201 4o 800, and 100% of the
gohools in the group B to 100 follow this procedurs. In the very
emallest enrollment group oneshelf follow Lt pnd ones-half do nob,

Speuisl methods of sonduwbing surellmente The doseripbions of
enrellnent procedure presented in vhis sostion are dirset quotabions
from weibten reports on the inquiry fopms They ave resurded here nok
with the inbent to convey this writer's nor the originel author's
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ndatiion of thew, bub rather 4o rooord Yhem M.amly Ba exanples of
the manner in vhieh adminietrators handle the problen of papilereglstves
tione

g “».

The Lollowing desaripbion indlontes the enrollment provedure in a
rural high ssheol with forty studenty snd four teasherss  In thin method
the motual ewrollment ia held ene week bufore the apening of the sshvol
term in the Palls |

In Yhe wapring about Apell 28 T post a tontublve dally olage sohsdule
end tey o find the most desived ooursess I efben Pind thad anly 8
or 4 students will enroll in aoursss I would 1ike 4o offer = Phynion
for exemplée, In thab gage I ghange Yo some obher oourse that mors
etudents are intersated in.

The sele purpose of the epring svollmend i to £ind courses ey
wank to balue R :

The supsrintendent in & warsl high schoel with saventy pupils and
& Staff of six tesohers reported his method of enrollment ap Pollowas

About two weoks bafore end of namentér I give notiss we are golng
to have an enrolluent nssembly, Allowing them threw doys to o week
to think about i% wd oonsult parents, we have our prewenrollmend
asgeshly a week or two hefore bhe end of the somester, Pieat I iy
to give them information sbout the requivemsnty or preferable subjects
for eseh of the cournen we offer, aloo the ntate pequivements ag bo
majors and minors and required mbjectss Our oourses ares oommereial,
voonbiamal agriouliture, sellege preparabory snd gemerale Afber ny
talk eaoh temsher ls given epportunity to dissuss the objestives snd
veines of hig pertioular part of the ourrioulume Follmeing thia the
pupile cutline thaiy subjests nob ly for the year in question, buk
algn for the enbire four yeurss We impresa upon them that the
surolimery g not nessssarily foals They may ohangs thely minde
hefore the bepinning of the next semesbers The teavhers ebiok around
for songuldabion at thia aswesbly. Yery informal, , .

From ten days to twoe wesls Defore whou!.' baging thare 15 enroll~
ment for the freshmens Aoy previougly enrolled students may appoer
a¥ that Hime for conmultation and/or for thu purposs of chengin
his program for the eoming years By that time, of oourse, we will
have made s bentabive program for the yehool and will oppose
sonfliots as far en reasonables I changes sre vo beo made in the
program, seniors snd then jundors are, naturally, given praferange,
otas Weo get our new and probably revised program to golng as moen
after the fivet day ae pogsibles
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The enrollusnt wosedure resorded bolow 14 Whad Pellowsd in o
four-year high sohool with 180 pupils and seven bemshers,

1y Announcements sre made of prewsarollment,
g. go;x:guiaz mdba;mm;ul ag adminigbration are oompleteds
B ornk aspembly 18 dalled and sshedule e 0w ‘
. ‘?rw{ﬂ:nrellmm'!; L beras hedules disteidubed S0 studentn,
2» Students ohesk permenent records fop graduation requiremsnte
bs Btudents have eonferenses with administraty Rax )
soursoy 9 be taken, retion regarding
1e This oourse 18 resorted to hessuse the sdministration is
the mly one in the stafl with prepsration in the field
‘ of vooational guidarmes
o, Enrollment blanks ave £illed out 4n duplioate by the atudent,
o Xo'd by the aduinistration, and £4ledy The ntudent
rataing one sopy,

In the fall

T, Tonfarennsa are held with begianing students on scheduls, and
onrollnent of all ninth grade and new studente 1 complebed
prior to the opening of the sshool berma

%+ Clusses are yun on halfeting gohedule the morning of the vpenimg
dey of sshaols

3, The afternoon 14 devobed 4o sampletion of envollment and
gohedule chengens (Then pre~anrollment 44 held, the adminie~
tration reserves the right to withdvaw or subatituts Loy
amirges for vhich thore lp insuffiofent derand)

4¢ Ho ohanges are permittod in sohedules affter the beglmning of
the $hlrd wesk of achenl,

8s Bohedules ure copled to permangnd résord forms at the end of
two weeks by the offloe help,

nrollment in a oonsolideted high sehool of 260 pupils and twelve
tenchers is sieidhed in general onbling i the follewing brdef repords

Ve huwe o trial envollmend in the spring which is not final fop
any student unless thay went %o malke L% sos Thiz ln done mecording
to & tyrisl sohedules If the schodula is not suitable o the demands
of the studenty it is revised hefore the following term st whish
time gll studembe again sve yeguired o report for envolluent %o
meke the enrollument finale

The prinoipal of & Swyespy high sohool with enrollnent of BY0 and

8 staff of twenby teachers gave the following brief devopipbion of his
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mothod of reglatoring pupilus Flual onrollmend oxcept for ney ptudents
is held in the eprings The sohedule is made following saroliments The
individnal pupil anhmlw‘uwdn arg prepured in the offios befors the
final méia"@m%im wnd axslgment o olesgas,

e hendls our surollnent through Homs Rocmge We have a gouple
of home room meetingy dsousaing awwwfm&km@ on nmnjors, ﬁiuwa,
otow, and thon have our fias] mrollment a eouple of weeks hefore
gohool s oubs ALl envollment oards ave shooked by Home room
teaghare and then turped inbo the offloe Por final ohesk and BRei pue
ment o olasyoss '

The procedurs cublined bolow by a prmipal af & 8~yonr high gohool
with 776 pupils and twentyesix teeshors is representative in its goneral
napecets of that used by schools of awmperable vlse,

1s Prowenrollment sbout flve weeks hoforo the end of the term in
our Hre 2 ologgny. 4

2, Subjuets tallled and daily sohadule then worled oub,

Be Duping gummer individunl program cards made oub by the
prineinals,

g- Duplicabe programg made out by secrebary hefors finol enrolle
memtia

Be &% time of enrollment sech sbtudent fs glven hia progras slip
axd ha mekes sut a little gleas oard for onch cluss, atudy hall, . ebos

Se Theve olass oards ars Lurned over to the proper teashers.

The following desoription is presented bessuss of the uniquemess
of the method degoribeds The sohool is u Gwyesy bigh school with an
enrollment of 776 and & btesohing foree of twenby-three instructors.

Our plan 4w a sort of eduontionalwvovsbional guidance progeams
The first semertsr of the ninth yesr we offer a vourse in Ovoupations,
Ouy fresimen courss allows only for one eleotive, so as a rule 1% is
noh wery Aiffioult to envoll for freshmen works This sourgs thab we
oall Ooosupations is & gord of eurvey sourse, The Pirst twelve wesks
of the gomester we abbenpt to pive factual informabion sonderning
the various flelds or vooubions and profesmiongs The lusk pix weeks
of the semestey we nbtempt %o tesch the high sshool ourriculum and
the wrious sourses offeredy What thess warlous goursas load o, ebo.
‘The course An Oucupatilons the firet semeater in followed by o
eouras in Jommmity Clvice the sveond someaters Hoth of these
oourses are required of all Freghmen, Thus we have the entire group



for the entire Irashuen yenrs The weoond nemsster the inshruobor

and director of this gourse holds oonfarenses with oach sbudent and
tha parent or parents of the studentse Lethers nre sont 4o the
parenta aoklug them o owne In for theme conforences, As & romald

of these oumulferencus the studsnt with the aid of tha paront snd the
Dirgctor of Muldenoe deaides upen a sourse for the Bophomore, Jundor
and Senlor year In Mgh sohoole Thelir plen ie definitely cherbted and
a oopy of this plan is attached to the student's oard eph by the
student’s advimors This eard is & duplionte uf the pormanent resord
oards Thus you can sow thab the enrullment for the endire high sohool
onrgar ls made outs If at o lator dute Bhe omdent's inberset whanges,
or he finds that the course he desided upon doss net £t hig nowda,

or his ospabilitfen do nob warrsnt the eontinuance of Yhw arigine]
ssleuted aourse he may ohengs by comsulting the Direptor mnd sesure
blagk forma requestlag the chengy and have this ohange approved by
the parents Thug you can ase that the sshool kweps in elose boioh
with the hioms senaeyning the ohlld's efucetionn) welfsre,

Sinoe we have on rogord at all times the plan omrts of all high
school wtudents you ami resdily see that 4he mather of mking a daily
gcheduls ix a wabter of aloge cooperablon and rather a Jolnh affaly
hetwomm the aindent's desived course and the daily scheduls, Daring
the sumuor the ashedile enrdr sre made outs ' The firet day of mehool
in o thirty mbmte home romm geriad the student receives hio dadly
gohedule and the sdvissr retafos the ordiginal, In thirty minubes we
are yeudy %o oporate on regulsy sshedule the fiyst dey of sohools

The method of handling pupll emroliment in a larpe Usyear high
gohool with a giudent body of 2300 and smploying seventyefive tesohers

is desoribed by the prineipe) as followsy

Parly in the month of Apyd) we provide esoh pupdd with a "Currioulun
Sheet.® We also give esoh sdviser (teacher) u bullebin of information
mnd ingteuobion,

Afber o Molont 4ime hes olupsed wy plve tesohars a supply of pre-
enrollnant osrdse These sre £illed ont during en extended home room
pariod on 2 or 8 dayes The pupll takes this oard home and the pareny
gigng the sard thus glving his approwl to the pupil's seleatlon,

The osrd 1a then returned and cach adviser wmokes a tally of the
anrollnents from thelr group (approximetely 80 pupils per group).
These tallleg sre aagenbled in the offies and o emaplebe tally ia
mads for the enbire schools Thisg tally 4s ueod to make s schedule
of olasses for the new torm.

On the fivst B deys of the new bterm puplle meed in the sudiborium
acoording o sn alphabeblesl arrangement proviously sanounsed, A1l
teaohers sry sented ab tablea in the cafeteria mnd are supplied with
aoples of the suhadule of olasses, nlso e seb of recitabion tlokets
for the exact munber of pupile bo be in esoh of thelr Plwe olasness
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upiles ore given thelr prosenrollnent sard tn the nudd torivm Jupb
befare they are exeused to sam to the salstoria,  Oaly the number
af papile vho cant ba bakan nnre of by the Yeschers are exouged et
ong tings  Othars coms in crder nn we sen trke gnre of thenm

APber gunil has eompleted his achedule of wlasses by enrolling
with the Yemoher he desives mnd signg for his study perdods he makes
B oopy of thip soheduls on an offles aard wid guch other cupds aa sre
required, senms, veglatretion, and Cruborniby, he Jonvos all oapds
w1th o aleck at the door and he ig thraazgh with hin enrellnent,

On Wednomdey morming be goes firsb bo his howo roome The mdviser
hag his pressnrcllnent anrd snd he makes o eopy m & ghudend progrem
2lip whloh he dokes with him foy Infommtion as % vhora ho is %o
report sach hours A ghord sthedsle on Viads anables the teachers
to make anyisvmants snd full eluss #osaions are held on Thuradays

Amalgmmantie® reapmelhtiity for this work in shoud ag followas

sre-anrollneny « Under direotim of direabor of guldanve and
tonchar advidorse

Ially of pupil selectiong » isoh adviser for tholr group snd vice
primipai:ﬁnr aamplete mehool tallys

dchedule of clpsmes with sesipment of banghors « Prlncipel with
agal HEATN0 0F ohe lrmen of devarimark

Floal snrollment » Bverybody,

We divids the artive student body in 8 groups scoording 4o wlphaw
bot and move forward ona-gizth of the sohool epoh someater, 1.0 thig
gomestor we gt with all puplls whose Pivst nane sterds with e
lettor G Hext somoster we will aturt with levter X, Thug & pupil
will be at the end of the enpoliment mly maoce in Wie B veurs in the
seniar high sohools There 1s sowe feeling that senlors should be
ghowrt gome profersnca Yub 80 far wo have not Pound » metiod for sueh
praforense that sppeals to ums

De  ROUTINE TN THE ACTUAL CONMUAT OF BNROLIMIINT

Anplyels of the ropliss Yo guesblons regerding the astual reubine
in the conduck of enrollmente indicates s wide diversity of practice
in the wethod of handling gserialin debeila, but alsn indiontes dafinite

trands in the genoral snrellment prossdures

The oeeliminayy snpolingnte Practloes in the method of handling
proliminary swollnont are indisebed in Tables VIIX m IX, prges 31 and
384 Tabls VIII indlontes that ay neny as twelwe dlfferent methods of
handling the preliminary emwrollment are used by the fifty-sewwm achools
which peported holding a preliminsry spring enrollmants The general
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spsenbly for explanations and obher preparatory neasures, followsd by a

period of several days during which the pupdls £411 out ¥helyr sholas of
subjest ar schedule oards, end then returned them to sons administrabive
or advisory agenay, was reported to be uged in twantyfive of the sehools.
Thia 1a the most ommenly uged proosdure among schools in envollment
graups 51 Yo 100, 101 %o 200, and 7E1 to 1,000, BEight sohools reparted
that the work of preliminary regletration was a1l sempleted in one
genoral agsenblys All of these sohools are in the masller enrellment
groups, #ix helng in the surollment runge 81 to 800, Only one soheol
above 200 enrollmentt, end nmns above B0OO reported using this mebhod,

In nine mohoola, of whieh three are in the enyollment group 201 be 800,
two in the group Bl to 100, and twe in the group BOL to 7850, the prosedure
ie to hold a general apsembly for explansbions sud other disouseion,
followed immediately by small group ngaemblies im whioh tha reglatrabion
iw aompleted.

The homs room ia used ag the sole agensy for csomdwobing the
prolininery registration in five of the sshools peporting. All of these
sohooly are in the emrollment groups abowe 30)» Two other methodgew
taking enrollment individually by elesses several days afber the gemeral
agsenbly, and the general agsembly followed by individual enrollwewh
during study hall periods were reported by tw sohools esohs Bix other
mathods of prosedure are used by only one school sache The ten sehools
in the enrollment groups 501 to 800 reported nine seperate metheds of
oonduc ting preliminary enyrollments
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Twonbysfive of the Pifty-geven sohools raporting preliminary envellnent
in the epring indicated that pupile are given several duys following a
general agamibly in whioch o eonplete smroliment forms and return them to
some adminisbrative agenoys, Teble IX-A, on the preceding page, indicabes
that five days is the period of time most oommonly allowed for returning
sompleoted forms, thres days and ten dave wre next in fraqueney, and the
ranga is from one to fifbeen dayss The sehools below B0O envoellment
tend %o favor five daye or less, vhile those over 50O allow five days
or moré for returing prelimivery registration forms,

| Hine of the sohaols reporting the wes of this method indisated
that the forms are returned direetly o the prineipal, as shown in
Table IX-Be Elght of these sshools are in enrollment graups under 200,
and ong in the group B01 to 500, Bighd reports indleuted the homee
room tengher a4 the sgenoy for eollenting the gompleted Pformg, while
8ix indieated that they are retumed %o the regular vlaseroom veashers
Thege latter two groups generally are the larger schoolas Ons mphool
did not repart an this partlsular ltem, sod one large sohool indicated
that the gonferemse teacher receives the vomplebed ‘tomn

The finel regimbretions 'The sharsater of the work of final
regletration s varied, depending upon the oompletensse and finelity
of the preliminary registration end the size of the sshool. Commente
weitben in the inquiry form indicate e strong bendency emong the larger
sohools Yo make the preliminery registration final, Class cards amd
pupil seheduls oards ars made out in the office on the basis of choless
indloated in the preliminary regiwtrations The puplls call for these
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ospds some %lne hefore the opening of the new term wid are roudy bo
bogin olage wark en the firat day of mohools In u few of the large
snd nediunesized schoole the soheduls oard 1s wmade out in the offiee on
the basis of preliminary regintration, then Wwfore the apenming of the
verm the pupil calls ad eha hullding, gets the offlse enpy of his aless
sohedule, from thig mskes out his own copy mnd hig separute olass cards,
then returng the afﬂt_ﬁ sopy of hig sehedule, and his ewrollment is
acmplete, Mew atudents weually sre handled individuelly and nake out
their conplete enpollment during this fluel reglatration.

In the emall sehonls snd gome of the mediumesised ones the
tendeney is to make the prelimluary enrellment elmply a general survey
of pupil wenbtse Then ab the fine) registration the pupile appear by
slasses or othor groups and make oub their enpollment cards on the bhasis
of & previoualy sonsbructed sohedule of recibabions. Inhsme sohools
the principal vnlm aasiata the pupiia in making out thely progrems,
in others he has the sid of feoulty adviserss One mrincipal in e seell
sohool ra«pwd that he frequently revises his scheduls of reoltatlons
Lf the demsnds of the fimal reglstrabion werraut his doing sos This
practice would seem inadvisable, even lmponsible, in 8 large sshool,
and unneaessary if the galdanse wow of the sohoel has been funoblone
ing effiotentlys

The individuel pupll sohsdyle o arde Prachices in the making oub
of the pupil's clags achedule sard ere indlpated in Table Xy In thirty

one of the gixty-thres sohools reperbing on this prectiee, the pupll
doss not make ouwb his own schedule overds In an gqual muber of sohools,
this oard is prepared by sons aduinisbrative ageuncy before final veglae
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THE INDIVIDNAL PODIL SCHETLE CARY
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‘tration, end in twenby-fouy sohools he maker oub his oord ot She Piual
regiatrations Plghtesn of this letber group of sehools have envellments
of leas than 800. Of the othey hﬁnd there L2 o marked tendensy among
the schools with over 300 enrollment for the pupll not 4o male out hig
omn ofxd, but rathar for this work to be dona Popr hin by sme adniniee
trabive ageneys The plmsibile aseumpbion hore Ly that the wffinlenoy
of the guldanae program inm the layger sshools maltes 1t umeesssary for
the pupll %o be proesent when his sehedule in made sude



 GHAPTER 11X
BUNMART AND RECOMMINDATLIONG

Careful enalysis of the date seoured through this investigetiom
roveals the following fachs and tendeneles aoneerning the methods of
heondling pupil enrollment in the echools mtudied:

ls Ouly five of thu alxty~five sshooly ingluded in this repert
hold no envollment of any kind for the following berm before the olose
of the prosent terms Two of thess five sehools ars in the enyollment
proup 6O o leass

8+ Among the sehools whigh hold & preliminary reglatration before
the dloss of the prosend herm, the time nt whioh this ragietra®ion ia held
veries from une week 4o eighl weeks before She ologa of thw presont bowms
81izntly mere then one-half the achools hold the reglstration frow twe o
Pour weoka befare the oloss of the present burn

5s Thors iz indicabed a strong tvendansy mmong schools with less
than 800 papile to meke the preliminery snprollment o survey of pupll
wants g a gulde to ullding the daily schedule of vlasses on the basis
of whioh motuel enrollmemt is held shortly befors the opening of tha
suooesding school berme Anong the achools :ln the larger enyollment
groups thers is u gtrong tendenoy bto make the proliminey ewrol lnenk
finel for the succending bewis |

4o Fifywcne pereont of the sehools reporting allew eno wealk aftur
the opening of the term in which pupils may change thele dally programd.
Nineteen peroint allow two weeks for those changous

Ba In sixty-gix peroent of the sehools reporting, the time devobed
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o advisenent.on srrollnmt mries from one week to tipes wooleds  Thia
aposlal Gyne of guldanoe 4a & pard of tha rogular guidanes program in sixby
peraent of the sshools studieds In mohoole under 300 enrollnsh the
prineipal frequentdy 1w the sole adviger o enyel lnenta, and 4n gehools
¥ith over 500 puplls thave 15 & strong hendenny %o plage thie rREPONSLw
Dility with the homewroom tenoher.

84 Boyondary suhdol aduinisbraters reoognise the meed for speial
guidanse for mral pupile emralling for the first time, snd generally
have developad techalquas for meebing ¥his partioulnr needs

T+ The nogt frequently reported roubing in the sondust of the
praliminary registration 13 4o hold s genersl sasenbly for explanations
and distriuilon of forms, then %o extend to the pupila & period of
several days 1n whioh Yo make oub snd return the envellment Porms afber
aonmltabion with advisers and parentis

Bs A noteworthy tenduncy among the larger sohools is for the
individual pupll sehedule sarde 4o b made out by sew adninistrative
agengy on the besis of preliminery regisirebion and dietributed to the
pupils et the flasl regletration., In s majority of the mchools under
300 snrollment the pupile make out their omn sohedule sards atb the
final reglsbretion, wiuelly under the sdvisement of Yhe prinoipals

REQOMMRNDAT 1088

On the basis of informetion nade wenilable through the preaent
gtudy, the Pollowing basie primiples applioable to all high sohools
appear justifiables |
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1 I% is the responsidility of the sdminiatrative hend of the
achool to seo thek guldence iy provided for all pupils in the seleation
of eurriculs snd coirsovs The alte of the sshool snd the megs of detalled
adminletrative duties largely will determine whother the peineipal) will
esgume this responaibility diveotly, or delsgabe 1t 4o some okher nenber
of the stally

2« The pupil should be snoourapnd sapdy to chayh with & degres of
Foality the surriculun he proposes to pursve through his high school
CAP OB o

Be Tt L9 desireble as an ald In regletrution %o maintain in the
office of the prineipsl e f1le sontalning for esch pupil s currioulun
shwet or sard indloabing the required courages by yesrs for his mrrisulue
aholon as woll ag the owmprses he hes sablefuctordly vomplebad and those
he 4 now taking.

4s T Lo desireable theb ewoh pupil be asdequabely infeermed vonderns
ing tw requiranents for the oompletion of his partioular oungrioulum, mmd
Por pradistion from the high schoole

Assuming the prinoiples stated sbove %o be sound nd gemerslly
operative, the following gonsrel outlines of emrollment progedures are
renomended for the siee of school imdisatod. The exepution of mines
doteils will vary scoording Yo the partiounler sohool situsblon and Sho
preferanses of the adwinisbrubors

1e An enrollment provedure for the smell school in whioh the
olugs sohedula remaing relsvively censbant from year to years
| {a) Davobe s general sssembly or sabivity pordod bo disoussion



41
of aurollnents Sugply aash mupt) with infermetion relative 0 Qouresg

affared, sreduntion requirements, and forms on which he nay indionte
hig ohndes of mibjeots for the oeming yenr,

(b) Pollowin- this angenbly, devobe & fow doys ineidmbally
to individual sonferences between ths puptle and the wrimeipal, Soscheva,
and nerontss

| {0} Mave the puptl indlente m the Forme dlstriubed proviously

the amrgss he wishes bo take during the vaxt yenr, and reltten the
nemploted forms These forms should bear the parentits sigatures A4
tentabive sohedule nmay he nsed aa o gulde in making these snleotionn,

(d) Cheok each form against vredits alrwedy ouwrned snd vequirew
monts for gradusbion. “m:a periouleaye nobies of feiluresy

{a) On the basle of thig Information drew up the alase schedule
for the yonrs

{#) Hold final roglotration wne to two weeks bafers the opening
of the next swhool term. his may be done indvidunlly o by groupse

(g) A6 this veplstrution provide sach pupll with his origiml
shotop of suhjeot gard and blanks on which he reles ouh diplicete
sontes of his dsily olegs sehedule. These farmg should he ehenked and
siened by the pringipal or an agelsbaut. One sopy is retmined by the
mapil, the others glwven %o the primeipal or naglatont, nnd his enrolls
ment {a somplete. Veuslly it is inadvisable nek %o pormit guoh chauges
feon the original gourge aelestions e will nevtnaitabe revisiug the
poneral olasg sohedilos

gteps (a), (b), snd (o) sre enrried out before the olone of

sohool in the spring, end (d) and (e) befere the £inal reglatrations
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B¢ An erroliment procedurs for the medivmesise high school in

whioh more than one geetion is requived in weveral of tm subjeotse

() « () steps (a) to (o) are identionl with those lisbed
in the outline for the small school, differing only in detsils of execus
$ione Tha hose youn is revemuended ag vhe agenoy through whioh enyells
nents are Wﬁm

(£) %o faoliitete the final regletration, 4% s well few the
prineipel or smsisbtent to meke oub pupll clasa sohedule sards befors
the fival yeglatrablon, leavisg blank the smoos for the oaw of the
teaoher and the hours

(g) 'nen toe pupil aomes G0 enroll, he is glven his olage
sohedule card, on which he £illg in the name of the teacher and the
hour for sach subjeots He may ohange from his origluel sholoe 1P
*bhiu change dosa nob dispupt the sohedule.

(h) After he gecures the primeipal's approwal of his sohedule,
he then makes out s duplioate for himgelf and aleo a olass oard for vagh
clatse Ho then returns to the prineipal the offlce soheduls sard and
his olass oerds, reteining hig duplicate schedule sard, end he 1§
through with hig enrollmen te

(1) The primoipal cheake the olmas cards as they are heuded
in, snd when a aechion in amy subject La filled he poste a notice o
that ¢ffeot and no more enrollments are permitted for that neation.

() T™he pupils' class cards are distrlluted to the tesohers
baforn the opening day of suhool snd they make up thelr oless prolls from
thead.

(k) Shortened periods ave ran the morning of the firet day for
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lessan asslgnments wnd cheoking the wohedules Any irreguleritos are
adjusted diring the afterncon and elusses yun on full sshedule tho seeond
daya

3¢ The large sohool,

(8) = (8) Prelininery steps (a) to (o) ure susentiolly the
sane a8 for other mise wohools, exeeph thut they are sarried ocut o few
woeks worlier,

(d) Tabulate resulta by sdvisory groups and make semplebe
tabuletion in offide,

(#) If there is insufficient demand in a mmsber of sourses
or seoblons, these may be withdrawm and & meaond prelininary registrabion
helds

(£} Gonatruot olass sehedule from tabulsbions of preliminary
roglatrabions

{z) Advimors meke oub pupil sohedule gards on the bamis of the
new sohadule bafore opsning of sshools

(n) In advisory groups pupils seoupe thely moheduls oards,
make 5 oopy for themwselves and & olass onrd for esvh olasse The olaas
sards and the original schadule are returned to the adviser. This step
may be carried out the worning of the fired dey of acheols

(1) Run through shortensd pariods duping the afberncon ou the
firet daye

{(3) Regular olawses weoond days

(k) Hinor ohanges and transfers handled In the offices
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Inguiry Blank Ooncerning Enpollment Practises in
Sentor High Seohools
(Plonse ensirole the correst response)

Do you £irat build your daily sehedule of olasses, then condust wauwroll-
ment on the basls of this ssheduls? (yes, no)

Do you gomplete punll envollment £ipst, then bulld your dailv sohedule
of clagses? (yes, no)

Do you fired conduet o pre~enrollment, then build your daily schedule
of vlagses, and oomplete finnl enrolluwent later? (yes, no)

How Jong befors the oloss of sshool, or the semseber, do you hawe
pra-anrollnent? , ook,

Vihat period of time hefore emrollment do you uwaee for advisory
sonferengen balweon students snd faculby sdvisera? woalss

Do you aot ay sole Pfeoulty adviser on enrollment? (yes, no) ;

Is nupil sdvisemant on geloction of aourses s part of your reguler
guidanos program? (yes, no)

Do pupile prepare their own individuial pupll sohedule ourde? (yes, no)

Fhant » . v "
sve individusl pupil sohedule oards prepaved by gome administrubive
agenoy before final regisbration day? (yes, no)

Whem do you hold final registration? | 5
If you do nob hold preesarcllment hefore the close of gehool, when

do you earoll? Opening duy of sshools One week bafores Two woeks
hefore, , g I
Whet specini teahnigue, Lf eny, 9o you use for rural boys and girle
enrolling for the firet time? (Use blank sheet 1f more spase 18
quirwd%w g

18, Uhat roatine do you follow in your preeenrollment prosedure?
{n) A1l work ocompleted in oms gencral asseubly.
(b} General mesembly, followed immedisbely by small group sssemblles
to oomplebe works |
(o) Genoral sssembly, followed by & period of _dayn, during
which pupils return oompleted forms Yo (peguier olngarosm teacher,
heme=roem bessher, the prineipal)s
'd) Other, as follows:
lé« é‘ar what ;mriod of time nfter the opening day of sshool, or the
gemester, do you pormit changes in enrollment? ; '
Hame Behool

(Rotura to: Arthur Kellsr, Amerieus, Kangas)



Keansas State Teachers Collegs,
Emporia, Kansas,
June 15, 1939.

Dear Friend:

Mre Arthur Keller is making the study
for which he is asking your cooperation under my
direction and supervision.

The request he is making of you has my
endorsement and I assure you the data furnished
him will be used with intelligence and professional
dignity.

Yours very sincerely,

HE Sl rammel

Director, ‘
Bureau of Educetional Measurements.

HES on



BEAM, M,D., DIRECTOR DAVE VAN BUNDY, DLERK 8, 0, WELLER, TREABUKREKER

AMERICUS RURAL HIGH SCHOOL

ARTHUR KELLER, Principal
AMERICUS, KANSAS

June 17, 1839

Mr. John Doe,
Worthytown, Kanses,

Dea r Mr. Doe:

In meking & study of routine administrative
techniques followed by high school administrators, I
find an epparent lack of useble information on enroll-
ment procedure.

Sinoce I believe that information concerning
the methodas employed by gusoessful administrators in
the oonduct of pupil enrollment, set up in organized
form, should have & distinot professienal value, I am
attempting to prepare guch an organizetion of meterials
To this end I am seeking your co-operation by asking
you to please £i11 in the enclosed form end retumn it
at your earkiest convenlence.

I shall be grateful to you for the time and
thought which you may give to this matter, If you
desire to receive a summary of the findings of this
study, I shell be glad to send you & oopYy

Ve?Z sino%rely w/ur%

. Principal,
Rural High Sohool,
Amerious, Kensas. "
AX on “

86/82



