fppendix B

tlodifiesd Draftt Instrusent for Hesasuring Adoinistrative

abilities and Administrative Behaviours

Part I z Adminmigtrative &bilities

INSTRIFTIONS * Below iz given the backaround of a hypothetical case

of the Birecbkor of 2 big school, Fir. Soispoom. in
relation Lo this oase, zerbtain problematic
gsitugtions are given which require a decision to be
made on the part of the Divector. The probable
decigions are alsc given under the column choices.
finy onz of the these decisions ozn solve  the

prablem.

Mow, you read the backgeround of the case and
suwppose, that, yvou are the Director. Read each
aituation and the choices 3, b, £, d carefully.
Indicate yvour actuzl decision by fick earking
£ V' any ore of the given choices. Please note
that there is no wrong answer in any choice. Your
answer  is only to show how vou would face each

proiiien.

BACKBROUME - Eompooe ie the dirscior of a big school under the



Office of the National Primary Education Commission
(ONPECY. Wiz school has been selected to be the
axamplary prisary school for & suvbsequent years.
That’'s why he was asked o present the project

called “The Dewvelopmenkt for the Perfect Prisare

School ” in the sesinar Yor the school directors all
over bthe countery next month. He and the teachers in
his school for this project have to work bhard. They

are 211 serious.

Wo. Situation Choices

1 Bompoon was asked by the caxBaDigouss it with the toachers
Divector of the DFfice of the in his school within & duays,
Provincial Primary EBducation then say "yves™ or "no®.

{(OPPE)} to take responsibility ...b.Refuse and alsc tell the
for “Sugpestions for divector that he s busy.
lnproving Acadenic Tasks in  J..c.Buggest that OPPE should
Primary Behool . He has 3 days set up = program for a2

to decide whethevr to accept praciical seminasr.

working or not. Mhat should oAk the director for one

he do? aovre week to think about i€

carefully.
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2 The director of the OPPE .J..a.Meeting with the stadd from OPPE
makes the decision that to fix the scope of the work.

Soapoon and his teachers esab.Plan 31l the detzils with the

ghould take responsibility teachers angd after that handg

for the work. Which is the it to director.

best choice for him 7 ansCoWrite up 31l the plans from his
sdperience.

e stlPersonally aske the adninistrator
who is his close friend, to do it

for him.

3 Sompoor’'s plan was accepted ...d.fppointed the chaireen Yrom Lhe
by fhe director. The director Frovince Primary Education
assigned him to bake zll Commitlee by hiaself.
regponzibilities.Which is the ...h.Ask for voluntserg Trom Bhe
best way to appiont the planning group.
chaivasn ftor each comnittea?...c.Suggest the people Tor the
divectar to appoint.
v oAzl the Province Frimary
Education Comrission bo

advise him.
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4 The chairmen were alreasdy ..«3.5et lists of the committens
appointed. How 1% is bthe fime himseld, then hand it to the

%o Torm the committees. chairman.
What way is the best way »veb.Hand lists of the commitiees
Tor Sompoon 7 0 the direcitor to forward

| te the chaivrmen.

sxsslet the chairmen set up the

. connitiee themselves.

axotiPiscuss seleckhion with the

chairmen.

5 The committess were already «..&8.Find oud zn apportunity to
sppointed and they have wsit in on the commitbtee meatings.
meatings regulary. How can  «..b.8sk the direcior to asdvise

Sompoom manage the commitbess” the commititees gt the meetings.

planning procesz ~s«Cx85it in on the seetings
efticiently 7 o sometimes, but study Bhe minutes
reguiavriy.

« e st Bon 't inbevrfere with coommiltens

8% all.
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& Mow,the wprok process iz going ...8.Meet all coordinators
on, what should Sosmpoom do for every woeek.
coordinating? -« D.Have discussions with each
coordinator every 3 days.
««=Cobet the coprdinators fake
respnnﬁibilii:ies Tually.
«swiiutloat with the coordinators

sveryday.

7 Soampoon faces a problew, his .c..a.let the assistant director
assistant divector in academic take both responsibilities
atfairs does not have endugh becauvse it's his duty.
times Tor both projects. Bhat ...b.brite the projsct "The
should he do? Develapment fTor the Perfect

Primary School” hisself.

« o xCufAsk the assistant director in
administrative affaivrs o
Yake one responsibility.

«ssfdolet the heads of the subject
group who are volunteers take

respimsabilities.
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8 Sompoon has another problem ...3.00 budget planning hiosely
because the man who works for because he knows it well.
plamming the buwlnet is sick ...0.05k the experts from the
and the doctor told him to other units to help hio.
bake at lezst aope month rest....c.S8e2t up 3 working group and
What should Sompoom do? fhie himself advise theni.

-« Stop working on suggestions and

czll the skaff to do this work.

¢ Nogw, there's no problem with ...3.5%op wvork and stay at hone Lo

the work which he has taken take care of his wife for 2
vesponsibility for, bot his weels,

mitTe has a heart-abback. o s« B0 on working but ask the school
She has o be taken cave of nurse to take care of

at home for a3t lezst 3 weols. his wite at home.

bhat ahouwld Sonpocn do? werCaldork 3 dave 3 week and ask his

cousin to take care of his wite.
e o sidaliork sveryday but go back home
inn the afternoon and phone up

to school .

L5773



1 Tomorrow will be the annual ...z3.Keep gquiet,it’ s may be only
meeting, Sompoom has heard 2 PLBDUT .
that his assistant director ...b.Call the asssistent divector
in acdemic z¥ffairs and some to report o him.
teachers are not satisfied ...c.Ask the asgistant director to
with him because they have to skop his movenent for the sake
worikc hard. Ths case aay be & of the school.
prablem at tomorrow s meeting....d.Report to the director of OPPE
What should Sonpooms do? about the vumour and ask four

his advice.

INSTRUCTION & You may now rvead the background of  another
hypothetical case given here. 6o  through the
situatione and choices related do this case,
Indicate yvour decisions by tick marking { ' ary
ane oFf the choices which you would bhave asctusily
gplected if vou were Mr. Wipak.

BACKSROUND 3 Thowah Kindergarden Ruangwit School under ONPEC is
a voery big school, but no one wants to be
agnininirator because theve ave a lat of prablems in
the school, especially personnel problems with the
3 graupa ¢t teachers, authorities and wosrkers. The
achoual plants ave also 3 probles. Nevertheless,
Wipak who iz asppointed to be the sdministrator
ig very happy because he is challenpsd by these

problems,
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MNo. Situztion

Choices

i1.Hipak found that the basic
problems are no systematic
in the schoal, the tsachevs

have low morsle. They look

«svanall heads of each group to
a meeting then discuss how Lo
sulve the problems within

2=-3 aonths.

on hin 22 an eneny. What «wabe Meet everyone in the school to

ahould he do first ?

introdouce himseld and tell
them that within 2-3 ammihs
problems will be solved.

~esCeBtizk a notice on the board
announicing that he has bsen
appointed to be the adminis—
trator harey and is ready toe
vork with evervone.

. o s now movre active teachers and
aal them Ffrankly hos o solve

the problem.
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12« Ripak needs %o know the v sdsBend out the guestionnaires for

prableims of every group to the tezchers to answer freely.

set the orpanisstional wweb2.Bet 0 know everyane and geb

structure to work eftic— their opinians.

iently. What should be » s € Study 5{11 tasks and join with

do 7 the persons in charge
seriocusly.

waedeSok up an organisational chard
znd authorities on the basis of

managenent theory.

15 aftier Wipak achieves 2 good +..2.03ll a meeting and explain all

undersbanding with both the work to evervone clearly.
graups and individuals. veeb.Check 311 collected data with
What showld he do nexk 7 persons who arve fomiliar.

~n a8t more dats from the Bchool
Commitiee.

v o ot Distuss how Lo develop the work
with the assistant directors

and heads of each group.
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14. Wipak has an idea to «wsBUt evervane ‘s regponsibility

change the school organ— fairly.

izational sitrvucture and - s B.Appnint & person who has

duty responsibiliities. g good relabionship with

MNow which way iz the best him Lo be assistant dircctor.

for him to carry out his ...c.Examine in detail the rountine

idez ¥ vork Yo zdjust responsibilities.
v wwficirrangs all the staf? roons to be

convenient Yor waovrik.

1.

Wipak bries to i@prove ...8. Punish the person who makes a
his work to be more eff— miztake under bis authority.
icient. What should he ...h.Encourage everyvone to work hard
do ? ehueing office hours aznd he himself
unrks harder.
swettuMote the need to set work
priopities and then ¢all Tor @
discussion o find out solubions.
v »ed.Digouss and sdvice everyonz to

gork in a friendly manner.

£3213



16 Wipak planned to arrange ...z.Mot arrange the meeting, to stop
the meeiing amnong the contlicks.
I groups every week for ...b.Arrange the meeting as he planncd,
personnel coordination ...c.Arrange bthe meeting every week but
and getiing ideas for separately for each gvoup for
school development, bub direct infTormation.
after survey the opinions,...d.Arrange the meeting with ong group
about his idez he found he 2 weei.
that only 53¢ per cent of the
members agree with hin.

What should he do?

17 Wipak’'s robm is very suit— ..va.fsk the older senior adainista—
able four working now, but Eive clerk to go oub smoking.
e haz to solve a problem o..b.Post a rnobice Mo Swmoling® and
in the next voom where the ‘o Chating’ in both rooms.
alder genior adainistra~ ...cMove the f:ﬁde% senior administra—
tive clerk paokes distur— tive clerk to sit in his room for
bing the finance clerk in snbarrassnent .
the voom. In the other .. d.MHove the older senior adeinistea-
raoa, there are § clerks tive clerk o msit with the O

who habituaslly chat. Bhat cierks.

should he do 7

L3823



18 The alumni donated computers ...a.S5tudy sbout compubters with an

to school as Wipask asked, but eupert.
Wipak knows nothing about vonbBebearn 211 the computers”
computers. Bhat should he do? system.

- = oz Study seriously hows to use
conputer by himself.

«w ot Empliay the cosputer man.

19. Bapa, the tyvpist is very «snBReAsk 2 good typizst to work

inefficient. She always makes works wibh h=sre.

aistakes and works very weeburiticize Sops for her poor
slowly becouse she is work and give her another
inattentive snd unambitious. chance.
What should Qipa& do ? cwetw Force her to do more sork o

improve her skills.
«eodLAdvice her o study and practice

typing as auch aw possiblas.

2% Now, averyone in the school...a.Bncourage sveryone to do movre

hag better morale. They work and aore work.
hard and eooperate with wushaBek the rulez Tor working hard
the other group very well. merisusiy.

However, Wipak needs the cunCoPrRise gveryvone s abilihy
sehonl to be in top fova. sincerely.
What ghould he do? veotdPromise to work hard weith

everyone Yo the schooi.

RS2



INSTRUCTIONES : You have come to the last portion of the fTirst

BACKEROUND

o8

section. Read the background of the third case and
go throunh the situations and the cholces related fo
this case. Indicate your decisions by tick markiog
{ V') any one of the choices, which you would have
actually selected, if yvou were the principal in

place of Hr. Chalee.

Chalee iz a principal who is 3 synbol of the new
breed administrators. He was elected to be the
represantative oF the sochoaol cluster. He is
innavative and fights foe right. Todays there’'s a
meeting of the District Primary School Commitbtee
{BPECE and Chalee. haz %o prezent the criteria %o
increase double step salary 3 year as he was
asgipned at the last meeting. He comes o school

very 2arly to get everything ready.

£3843



21 ¥When Chalee reaches his office ...3.8budy the inforpation in the

there are I items on his beble. conplaint paper becasue he
The Tirst is 2 nobe o cziil back iz their representative.
to his friend who is 2 prin— «s=bB.0811 back to hizs friend
cipal, the sacomd is & compl- because the last time he
aint from the teachers in his voted for him.

schonl cluster and the third « e oZ«Btudy the problem in the

ig s note from the Director Divector’'s note because i¥
of the Province Primary Bchanl is me=t likely an igportant.
ftice asking him to solve «n il over and revise the paper
sam2 problems. What shoold be he prepared becauss he mush
do 7 present 1t well.

22 All the inTormetion which -« = 2ePhione bo the principal of the
Chalee got from hiz friend,in school having the problen to

the complaint and nate from the el aore information immedia~—

director are aboubt ths same tely.

problom, It i3 the conflict »vabiaSkop to think sbout this

betwaen the principal and bthe probiasoe and carry oud his rou~

teachera in the same schonl. tine works after thal think

What ghould he do ¢ about how to  wsolve the
pioblemn,

saslaTry ta get eore information
¥rom other persms.

«wnB.Make direct contact with the

tezchers who cossplained to the



director and ask then for aore

infornation.

23 Chalee concludes that the
cause of the problems iz the
increase of double steps on

salaries. The teachers

.aszReport to the director all
information he has gathered.
s BRapore to the divector only on

the conclusion and tell hie

eriticize principal for being that it"'s time to et sore

unfair. Phat should Chailes

do 7

information from others.

e v v CaReport that it can’t be conc-
luded now, but he will try best
to arrive 3t a2 conclusion.

e «tdJ0on 't do anything oows, afier
well checking it's time to

veport.

24 The most important thing

far Thales iz o pet more

»s s R.eep note and information in

the file '"Express” and ask his

information to ¥Find the concli~ secretary o reaind hilm.

glon o selve the problem.
What is the bost way for

Chalee Lo do?

we<bD-Keep them in the file “Private’
ard lay the Tile doun on the
table.
«weCobet all doouments lay down on
the table to renind hiaseld.
»ssd.68K the secretary to keep them

in the file "Staff Personnel”



baosuse it's ecasy 0O process.

25 Mow, the ameding will skart «..z2.88k his secretary o copy his

within next 19 ainubes. Hhok rapoet Ffor the meabers.
should Chalee do by this oo «B.Cherk all necessary papers
time ¥ are in aorer and sequeny altap—
native or nob.
e s E0 o Bathroom aod bidy his
cliothes and shoes properly.
- » o APrange for the argent work
that still remzins.

26 Uhen Chales went o the ewo2ablay down his Ffile any place on
mpeking ragm, bhe found thav taobie because dtoday is an info—
aomne sssbeTs mere niready vzl Geeting.
thera. Thz Hzad of &the wasbbobay down his file on the table
Bigtrict Prinary School bt the right hand sids of the
Bfficer who will be the chaivrman.
chairman todsy was there »awC 2y down the fiia an the ftable
and he laid down his file opposite the chaivaeon 'z z2at.
in the middie of the -sedoT2le a seat at the heepd of the
table. What should Chalee tzble to contrel the meebing and
do 7 prasent his papee.

27 During the mesting., ane avealeep quiet, because chaivasn bhas
menber boasnted zbout his to take rosponsibiliby.

=873



gucress and the others sech Wait £111 the noley calms down,
gdid toon. Chalee fs1f thalk then propose o discuss anly
the abjeckive of the =nesi set¥ing the criteria.

ing §s changed. T% i3 o s aB5E the bosstaern bn cuggest bow

sure that the chaivmen is to mork succesatfolly.

not satisfied, bu® he r v e FPropnse evervane hold of f disc~
54§11 heops guist. Hhat ussicn wiit lgter and finizh the
should Chalee Jd07 mesbing on times.

28 The meeding was over at  ...2.8s% the chazireman to oait for 2-3
noon, its‘s the tiee Chelse minutes, then go out o see his
has a date with the assis- aszistant principal.
tent prinvipal in his wastt.Tell the chaieman that he hes no
rotan. Howsver, wshen he Time Doczuse he has a date with
lefy $he mesting voom, the his nesisiand principal.
chairman 5388 o discuss «..C.Have the discussion sith the
sonething wikh hiie for 18 chairman hecauzme he should be
minmtes. What should he do? the mast isporiant person.

o wtdoink hiin secretary to tell his
assistant principal, then he has
meatiug with the chairman.

2% Chalee wani back o his ...a.lrite 3 lettear to the principal

n¥fice sy 1800 poe. sharp. snd the representative of the
After he did 281l his wrgent  tsachers who ooaplained, easking

work, he's already o ther to repord sii the details

EABR



manage the conflict bete— and hand them within & days.

egn the principzal and +exb.Tell his secretary to inform

the teachevrs which is his both sides write 3 report for him.

regponsibility.  What = wn«Phone both sides hiaself Tovr

should he do in wmaking other details.

his repori's conclusion?...d.Feet both sides himself and ask
them to present detzails of the

contlict.

39 Chalee Tound that the « -« n@aReport to the director that is a
cause of the problem is a cominon problem in every school,
misunderstanding. The prin~ after that the problem will solved
cipel is dictataorizgl. It's itselv .
also a case of nansat— ...b.Report all causes and tells the
isfaction from a big group director that the principal aust
of the teachers. What adjust his behaviour and adminis—
should Chalee do 7 trative style.

susttatell the principal that he will
vepart his weak points to the
director.

wuotdaTell the teachers who complained
that he will process evervihing

Fairly.

Part I is over. MNowm tuwrn to Part 11 on the next page.
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Part 11 Adeipistrative Behaviours

INSTRURCTIONS

"
o

Thiz soction covers six aspects of administrative
Pehavyionrs viz., scadomic affazies, persannel, popll

achivitios, @manapemssnt wd Finance, Taciliten and
soehonl oouwmanity eelobionsz. Belosr are given sone
Eask sibusbicos undeyr seach arcz. For seoaging each
tusk wmituation, 3 expected activiies are given

ailcngwi th some bianl speoe.

Four ave yoguestod to read sach bask situation
ard b specific artivities caretally select any
numbey of activities onge or more than one (1 or 2 or
Eoow § or B which you have acbaally ﬂmﬁé. Indicate
youre decision by tick marking ( V' ) the number of
cheices you selsotb. In case you have done sone
gobivities which is oot ligted here, please opecidy
Ehat i bilank provided under otherz. Hindly respond

By mil Ehe 3 Loos.,

Ruestions Regarding o Scademic AfFfeirs

1.1 manaeged the aochool zcademic 2.1 manage claszroos instructions

policy as Tolloaws 85 Tollowms g
v sotave 3 school scademic weofizgve ooademic plans sad a

coipRi thoe .,

colendor of antivities.



«sahiave & welitben academic v« JR2vE Fosching plans, toachar,

policy Tor the schaol. hondboolks, texta, cvic.
wmeimplesent all %h@ mohonl Te e s wacnnire Heaching ourriculap
acadenic HIEE R oW waborizls for teschoers o
- e w85l schonl beachoers to Follow sibudy .
the eshabilished plan. v wBsl osrhoel tezchers {9 grepare
wwotiavs 2 Tullow-up briefing their tsaching plan and
of ths plan overy sraester. teaching nobes.,
...atherz’ii? anfu'gieaﬁe e wnsiocete an spproprizte place
SRECiTY? wevsamusucwunsoans for producing teaching zids
e ansd bext book productisos,

»nothigre i any, pleass
ﬁpati.{yyw e Dw B NN RN QG NY RE Y NN

R A R R RN AR TN IR RN RN T Y N

S»l wmanppz the placement of &1 oupport bhe schools ioshe-
teaching stadfd as follows: vctional sctivitiss e follous:

eevBCCOrding o Their sHilitviem....have ghedents sske 3 repord.

eosbizve the Bkigh calibre koene— o.carvvangs s desasnshration teaching
heers o Yesch orasdexs 120 msEhugeed

so b2l Yenchors to Poach acceo- ...arrange e Qroup teaching eethod.
viding &0 their perforasnoe. ...use a role play esthod.

s s3@ve boachers teach oooor— owoitme an superisental sethod.
ding 5o apbibhwdoe and exps- - ws¥thars (if any, plesse specifyl

»
T3iBNCe e o b B e W WM MW MS B NN SR AR KR ST B RN VAW

= » « BVTINGE & bezclisr ssbstitute EEREUE TR D MY OV MR TS E R R RN YRR M RN

3913



to teach whan there s &
Lier sbhmenbee.

e eOEhers (17

teao -

givy y plezse specify?

BN TR BB NS DA CRB O TN NNS AR E AR

LI R I N N R A R I S

5.1 manpge 3 scisntific

ehing method by shoouraaing

studenis bo be criticoal

Tega—

- v s — o

&1 supporit school teachers o
proafuce , ase 3nd malindain bteach-

ing aid as follows @

thinkevs and groblem solvers

as folilows s
vesplay fimmtation ganon for
intelliectusl btraining.

» 5 s APPENGE an Znbuzl role
experionce.

«veBoive prablems through
QVOURD pIRCenBes.

v o s AREVOT DRATDIING QUGS

debaten,ehe

s s BPTange activibies suppo~

vhing demotratic oysheas.
wesBhiors {4 any, ploase
apacityl.

B ARSI TR ENES RN DO R RE

rohave thes plas and uwse beaching
2ids tagether.

s oave @ toaching progduction
worishop.

- o watguise tezching a2id eatevizls
SRPYITSE.

- --Tepaiv, service o provids

als.

manitences of broken pakeri

i

«~-owainate tha use of feaching alds

by the end of ench academic year.

- a oO8hars (17 ahy, pleaseo specify)

LR R L B B A A B I L B A B 2



7.1 1 avrange for remedial teac~ 8.1 I manage the scheool libvrary

hing as Tollows: as follows.

- x «prepara a remedial-taa:hing « - uprovide a meparate selfT
programs caontained library for use.
««earrange a3 definite teaching »vupirovide a librarian and/or

assignaent for teaching. epersonnel for the library.

«»earange Tor both individual and ...provide a2 complete libreary
agroup remaedial teaching. collection conductive to the

students age.

«»h18%2 3 record Tor remedial eneime a2 library classification
teaching. and service oystem.

«+» «manape z remedial teaching ««skeep a service record for the
progvram on a cantinuing basic, library.

v wofithers (iT any, plesase «»«Others (if any, please
specifyl specityd.

2.1 1 support the teachev's 1.1 I manage test papers and
aebivites as follows: school measurement devices

in as follows:

wesinvite resource speakers Tor ...use the "Measurement Handbook”

thea. by the Departwent of Educaltion
Technigue.
= » «produce academic papers for es=have a test bank.

distribution.

(3933



«» oBEnd bachers bto seminar, . have tost analysis to ioprove

vorkshap, confevrence, ebo. | the school s btest popersa.
=wwhtave Tlexibile Lenching - s w2z rank devices such as

supevrvision schedulez in hemesty .

SChDols .

wes2irangs for obosrvadion trips J..use devocies to measure prachi~

to other schoonls. calbrility of ths test.
« o sObhers (1F any, pleaze «suOthers {iFf any, please specity!l
ﬁp@‘:i?y} PR IR B B BERE BB B B R B AR N B BRI SRR B R N AR R

BOWOM W oD N MMM W DU MO W NI UM &N

11.1 I manage bo jmprove school 1Z.Y I suppori the school s
inatrucition as folbows: aizadumic ataosphere as
Tl Sovis g

-escall a3 monthly smeeting to disc~ ...use the aschool’s academic

us academic wori. office ss ceniter of
managenent .
» v« ARPange one acadenic workshop »uaB3BVE & centorence and/or
every semester. woskebop atb least oncd &
=1
s .use an evalustion result as a oo s aPrange for an aczdemic bage
for remedizl teaching. exhibition,
« s uEe znd evaluation resuli for . v s SWppoTY school Cesehors e
imporving school personnel. have Treguent acadamie
setiviies.
.« « 3ETION QTOUD reapunsiblé Tor » « nPeinforce and promote the

L5541



problem solving. movale of teachers who
conductacademicactivities.
«sefithers (if any, please specify} ...Others 7 2oy, plezse
R T specifylr.

NW S SR NN W W DRSS Y S

Quaestions Regarding Fersonnels

13.1 I made a school personnel 14.1 Y manazge school personnel
administerative chart and according bo their suitability
adminisbtrative chart and and sbility az follows:

vork handbook as Followss

seshave a shart showing the o asurvay for data concerning
gschoel aduinistrative strue-. their abilibty and btraining.
ture.

svvhave a haﬂﬂbamk.aeacribing s ssonterm with personnel before
work activities assigning them any work.

seehave & aeebing ouklining work J..provide an appropriate job
divections. description conducive to
personnel .
« o ciONI O achool work accord- .. .supervise, assist and help sta-
ing o the administrative ¥ solve their problems.
chart.

»eehave a2 clear and well-defined ...suppord sta¥ft moralie and work

AN



delegation of respngibility.

gpirit.

-« Others (if any, pleoase «w» «Bthers (i any, please specify)

specify?

L I B N A B N R N

PR R N N R BB N R ENEENEREER-E BRI EE N NS

15.1 I promote stadvf copperation
as Tollows:

» o vinglle official appointeenis.

soeverplain delbails of work to be
done.

«w warvange for schaol statf to
work together and discuss.

=»oask a committee to discusss

work plans together.

«vesarrange for a close and free

cooperation atoospehore.

»«eOthers (if any, please specifyl

BoW ok W M KM NG M UMY e W

1&.1 In each personnel meeting,
I do the fTollowing:

- wsarrange for staff meeting
every month.

«««3ll ¥or a meeting as per
the problewm arizes.

-»«C2ll for neebing azs sean
appropirizte.

« s infora staff members of the
mpating at least 2 days in
asdvance.

= v Pecord the minubtes oV the
meating.

«oesOthers (if any, plaace
specity)

W T AR RN MW BSOS 0N DM RR kN

17:1 I seknowledge and praiss sc-

ool personnel as followsa

18.1 1 arrange the schaol Ffringe

benatits program for

persannel as Tollows:s

£5951



« «opraise the perzonnel persona-
Ily.

= spraise the perzonnel publicly
at the aseting.

«»s3uard a certificate of appre-—

ciation to the personnel.

«swdward 2 shield of appreciation

Yo the personnel.
«» « PEPOTE to supervisors to

aeknowledge the personnel.

~=Otherz (if any, please specity)

L IR BRI N R N A RN R NN

-« wfiave school coopevatives.

« = @arrange a self-contzined such
agiffice staff.

«w e 8FFange Tor clean and
sanitary drinking water ¥vor
staff.

-=have an emergency loan Fund
for staff.

«wshave a school infirmsry for
firgt—aid.

«wo¥bhers {(if any, please
specity?

LR R R N RN N RN RS N NN RSN

17.1 1 support work in progress
and prompition to school
personnel as vollowss

« « o BEPYE 35 advisor giving ady—

isment Tor woek.

«esinvite outside gpezkers for
schoool)l staif.

-« »TObate school pevsonnel in
their work respossibilities.

« s warrange stedy educational

26.1 1 manage personnel following
and wovl evsluation as
tfollows:

e wsifiterm the statfd of the
follow—up/evaivation criteria
in advance.

-« -tConduct periofic/systmatic the

ayaiuation of the pevsonnel.
- = s Pecord evaluation results of
each sta¥f¥.

~ s «provide consultation and

L3971



vigits for school staff. agssistance to solve work

probless.

. = cmpport schoonl statd for »wotuge evaluabion resulits bto
gpecial tyraining and advanced improve school sork.
e@ucatian.

«««Others (it any, pleaze «wOthers {(iT any, please
specifyl. specify)

LA R N EEREREREZSEENRERE:ENESESRENSES}E. ANt E R ERRR NS S 3SANS SN2 SA N

21.1 I manage annuzal promotion 2Z2.1 1 support schaol teachers in
evaluation as follows: their spirit of love,
feeling of attachment,and
sense a¥ pride for the
schonl as follows:

-esinform the statf of the cri- -« «B5Chool teachers participate in

tervia in written Tora. setting school policy and
objectives.
«sshave 3 comnitiee Ffor work «u e 3dminister the schoaol through
evaluation. degocratic principles,

««have a teacher representative ...assist school tacherz in
as a committee member. solving their work asnd porsonal
problems as asppropriate.
.« otne data and criteria in oo s BGEign vesponsibility egually
conzidering proxotion. ta svery stat?? meaber,

-« xhave and evaluation form for ...suopport stadf seober.

LA



agvery staff seaber.
«n«Bthers {(if sy, plesse
specify)

AN D BS NG AT TN ER RS SRR G WKW

= =uBthers {1f any, please specify?

ER I N R RN R N A SN R

v

Questions Regarding Pupil Activities

2.1 I promose student dizci-
plines as follows:
.« f1ave studenks participate in

setting school disciplines.

««hnave z student commitiee

monitor the schonl disciplines

-sohave an evientation for
ztudents svery wueek.

» s spraise asmdifor reward good
students.

« s ca@rrange zotivities o support

school discipliines.

= » o Otfiers {(if any. please
spacify?.

LR RN R RS REEEENNENEEERZEEERENE NN

Z23.1 1 eaploy the Following

measures Tor school safety:
.« «spuf up Tences zvround the
schonl cospound.

-~ »issue rales amd regaulzsbions to
students Tor exiting the
school

« s e 20PanGe Tor a safs s;hna!
environmaent.

-« -put up the sians or posters in

dangerous places.

-« w3ssign duty teachers and statf
to overses daily school
ackvities.

««uOthers {(if zny, please

spaci Tyl

BT R DU YD RE RN O NS R AN AR



23. 1 manage the student absenteeism Z2&. I arrange ackivities to

as follows: support the school

athletic program as

Tollows:
«we Enllect data and infﬂfmatian an - = Dtave intramursl actiities
student zbsenteesit. in schopl.
-« on@ve psnaliy rules for unreaso - « - SUpport athletic
nable student abzenteeigm. ; - activities beiwsen
school.
« = x@ssign specitic school personnel « « e SUPPpoTrt the rhythmic
o watch students. activities and other
exercise.

«» sSENd school mems asking Tor co-op~ ...assign specitic ztalif o
eration from the parents. overses and supervise

athlietic program.

» o «Others (i any, please specifyl 2« Hthers (it any, please
-:CIou.;.ﬂdhﬂ"ﬁ.h.wﬂﬂ“ﬂ’i’lwll Spgﬁif}"}ﬁ
27. 1 manzge the schonl heaith 28. 1 svrange Tor school
program as folllows. ; recreation activities as
Tolloms:

««sacquire basic smedical equipment ...have sufficient recreation
Tor the schonl. areas in school.

= BTTange exhibitions for school ...have adequate equipsent and

L3567



healih.

- w o intbroduce correct tooth bruas--

hing techniques,sto.

space Lo support recveation
ProneEm.
v a «BUpport school sports and

performance activities.

v s c2Prange for health exasinationz ...have awdieo visusl service for

in school a2t least once
« v e AFPange for vaccination and
other preventive medivines for
students by physicians.
» v aOthevrs (it any, please specify)

Bow N B NN D0 DAY R KNS BRI DN e

B YBar.

recreaticn.

v wAnEign specific aschonl siaff

to oversee vecreriion
activities.

«woDthers (if any, please
aspecifyd

LI BEUE OO B I AR B BN B I U RN B RN R B B B SR B Y

29. I provide studesnt counselling

angd guidance az followssz

v w ftave counselling personnel div-
ectly responsible for the
PFOQTan.

.« ft3ve s

complete and systematic

student life.

v aeBiave student inforeation and

placenent services.

weshave a follow-up service for

L4313

34.1 manage special projects
helping needy siuwdent as
Tzl leues s

s eprojects that have specitic

widrlk guidelines.

» s« 253ign certzin personmnel
regpansible Yor sach
project.

« o orave realistic
implementation of the

projscits.

ssstlo & Tollow-up for the



students after graduated. projects.
vsoOthers (if any, please specify) ...O0thers {(if any, please

B EENERESEEEEENEREEREREREE R BB R ﬁﬁe‘.ﬁif}’?

WWE NN TSNS OBRSN N EESCN NSRS RN N

Ruestion Regarding Manageaent and Finance

S51. I manage the school business '32. I manage school and
and equipment requsitions aw information/docusent
follows: records as followss

e shave officially appoint per~— = x wNAVE systa&atis donumentary

somel Tor each section. records.

«~ohave qualified persommel work— ««skeep a separabte record for

ing for each sectian. important documents.

«.xhave 2 clear and wel—defined -« cfive a appropriate ¥ile dov

work syztem Tor each section. incoming and outgoig files.

»« shave a training program for ««chkoep a statistical vecord of

vorlk system for sach sectkion. documents according to their
types.

-sxfiave a2 chechking for each section ...dispose official docuwmenta
zecording toofficial rules.
=« «Others {(if any, please specify?’ vu Others {(iFf any, plesse
N rrTTIITmTTT speci fyl

LR BRI R IR B BN R B AN B B BN RO B B RN R R I

L4323



33. i manage a school document
smeckbion az Tollowse

« s sT@nister 2ll outgoing mail.

esorTegisnter all incoming mail.

« v o Z2nd oulk official doounsnts
on vegular besic.
-« «Ttave ghandbook and rules for

documentzry work.

«~zhave a gaily time table of
unrk activities.

s -Others {if any. please
speciftyl.

D I R R N N T A )

34. I manage the school budget
and finance as Followss
«wnplan 2 vearly sccountabiliy of
gsohaol budget and finance.

- s wianitor a disbursement and
expendation of the budged

gccording to the plan.

« s wkeen an acoount of all school
eHUPENSes .

«sutheck an account for all
budoet items at least once a
monr e,

~ssliave a budget auwdiit once =
YEar.

anafthers {(if any, plezse

' specifyd

LR B R R RN R R RN ER R R R R ENEEREN

I5. I manage the school bwdget

Tinance azx Tollowss

«wsall 2 aceting of concevned
staft for planning.
«»=Z8t the school budoget accor-

ding to needs.

Z6. I manage a Tinance shroctures

and update the budoet as
follomsy
«wwofficizlly appoint Finance
compibttee.
e v oBpecity clearly resposibiltiy

agnd duties Tor the finance

£44351



atrffe

«seallocate the school budget » v smake an axpending and

aceoarding o priorvity orders.

roceiving acoount for statdé

salary.

« o« vEBpandd the money accovding %o «veilp 3 separate itemized and

the plan.

each accounts.

= s s2djust and stretch the school ...updating school accounts

budget as civousstancss reguive.  daily.
-« Others (if any., please e xDthers (iFf any, please
spacifyl. speciFy}

LA BL R IR N B N A N R RN

IR BB N BRI A B L B B B I

37. I manage school esguipmsnt

acguisifian as Tollous:

e» 0T Tiially appoaint a8 committee
az vequived by school law.
. s omminitor purchasing, hiving and
appraving procedure correctly.
« o eep evidence of equipsent pur—
chases.
« s wChaecl and control all) eguipment

as vequired by school law.

sochzve 8 Tollow-up and evaluation

of 211 eguipwent purchssed.

£4£43

3B, I manage school egquipment
scguisition in support of
education as Tollows:
« e iave office supplies Tor
public uss.
» » wproviie school stafd with
texts znd handbook.
-nsiizve a btypist and vegulae
s£3ff Tor sevrvice.
oot up 2 systems and
guidelines vor daily
vequistions.
- - eirtitor a daily raguisition

service Tor aciual use.



ea-DEhars (a7 any., please specityl  «..lbhers

IR E R R YR N AN AR A SRR I R A

O B WO W WG NMNED NS YE RSN DN ko R

fuvstions Regarding Facilibies

392.1 provide acces

£ o school 45,1 aliot school
building and Tacilities as as Tollows 3
fol lowz

»

ase oF the bul ld- -« wProvide an srea for 2
iNgS. Flavgrouwnd.
2w a3ilow aocess school building =« =BYE an Fppropiiate area For
arter oifficial Vise. an sthiedic Tieid.
sespermiy the public and cutside ...zliow situdents znd the puablic
comasnicy o uss 8311

«» flave the rscord of the use of
sl Luiiding. ~ o = PO Lde G arsa
« s Others (1§ any, plsase specifyrs

and sgrlcadbucael auibensions

B WA N DR A N BB NN WL WD SRR N R XS mw

2.

« = oibbhiRvs

e
s
"

BIVY ¢ please

specifty?

KR N DD RN RS R SR PN D S SN X NS WS W

41. 1 avvanges the following Yor 432

I mansge schoonl building
satety measure Tor school

mainbenance as ollows

L8853
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baildings @

«xoafivicially appoint staff and
security per@annei:fnr the
sohool .

s saPrange Tor on duty staff fovr

school building.

« = iave vesponsibls statd for
maintenance.

- wmaindain regular inspeciion
and repaiyr of depreciating

material.

««udispose of all tilamable aater— ...mezintain pest control and

ial regularly.

»ehave Tire extinouishers and

equibment Tor virve prakection.

» s N8VE Tire escapes and othse

preventive Neasures.

gradication.

-« okeep vecord of maintenance and

repairment .

- =« Pegquest for a budgelt to reno~

vake and expand the building.

« o wUthers{i¥f any, please specify) ...0thers{iT any, please specivyd

LR N RS FEEFEEEFERNEFREELNFEEEEEE NN

B EK N W B NS T W N U R W B NN K F N R EE R W

45«1 manage school buildings in
suppoirt of school instruction
as tollows 3

-« x nprovide interior decoration
and improvesent of classrooin.

.- spPYOvide 2 cizssroom For gQroup
instruckion.

= e s drrange for a recreation
corner in bthe classroos.

« s opravide Foocilitbty and equip—-

mant in the classroom.

44, I provide school areass in

support of classvoom instrg-

Cions 25 follows s

..prnviﬂe-ﬂn~beauki?§!, rigstful
and orderly apace.

v wBAVE an appropriate school
plant plan.

o hBYe recreational space.

«wapravide 3 good envivommend.

- oBave school building aocess—

ible Tor good wtilizstion.

£543



# Tor ul of CLass  ...Uthersi(if any, plecse speoify)

1 4
1]
-
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£
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o
[
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2
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»x - ERErs {1 any, please aSpe
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1
o
!%
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Bueslions Aegarding School Coppuaity Relations

B T AP PN —————

453, I suppori the relabionship 46, L wanage the ochool develop—
pefwson ths school snd comr ment commnity as follows 2

unity zn voliows 3

svahEve o wark plan with the wvsifteibe cunmunilty represent-
conmuiity. atives 4o sesryve on the schood
seabtave 2 googl pubiic velation committae.
progeram Yor good unse st sweg28k up schovl-parents and
SNgRg . 2luani associstions.
»uat83ve Clie cooperaticn. oo soparate clossly wibh parents
» v whiave roagulae praject activi- ana aiwsnil associzbtion.
fies with the community. ceNBVE gprojects aobivities for
vweBthere{if anyv, please speocifyl teachers, sludents atei Lhe
g coman ity o worik toogether.

v oo DEfrerudid any, please aspeocifyd

BN DN HENREE RSN AN DA RSSO G W RR

47. 1 msnage public and cowms~ 8. 1 seazge the velationship
unity servicez sn Tollowss betwesn schonl mwl coenunity as

Tollows 2



«agllow public community «» vdistribute public relabions

access o sthletic Tield inTormetion o Uhe public,

and recreation areas. «wohizve school sbadd visili parents
aesdand schosl equipment as requlariy.

appropriate. s wwarrange vor aihlelic and recrest-

o v eprovide sehwool beilding for fonal aobivities wilh the pavents.

pubiic zocHivitiss., vohave school stav{ and stodont bo
. e @Prange specizl educationsi important pgublic soiivities.
groups for the poblic. v e dite Lhe oamsunity developoend
. w<t2en vecord OF cOgmiiby comni tise.
BEPYLICSS . e OEhers (AT mfry, pleoase ppecidy)

’

i ] a -
«awiithers {317 ErY o Praas P R R R N R N R R N R P e R N

=peciifyr.

LA A A N AR B A I A A B A I

4%, 1 suppoert and parbicipste 58,1 served a2z 3 leader in communi by

i teaditional and vulbural  Jdevelopment ackivities zw follows:

goctivities as tTolliowms @

o RPPange Tor Now Year's cveparticipakbs in the planning for
anbaviby wiih the Comsuna by commie i by deve Lopmantd.

e sPEPRICipats in bhe coma- s @Prange trainieg szrvicss for the

unity’s sepsonal activitvies. CoammEan g by

s s BPPANGY Tor B schodl »o vl o scliol teachers and
etigquebia conbast yoarly. studenis bo join in counuaniby
. v« BFTEMge pervormance acki— dovs lonpment.

wibiws with Ehe CommRibty. ««.us2 new nowbsdge and bechnology



«aotake studentszs to pertici- for the public.

pate in the community’'s » = sadminister the school as an
caliural fairs. example Tor the compunibty.

- s Others{i¥ any, please e Otheers (iT any, please specify?
speciftyl. RGN N RN EE O AN B R RN R

LB I RO B B B O B BRI R B B LR B N
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The Scoring Keys {Administrative Abkilities)

The following lizts give the corvect reaponses for each ofF the

numbera.
Plaoning

HNo. Boores
% t o
iI. & i Zz
2. % = 2
3. 3 = 4
4. 4 2 3
3. 2 3 4
&, 4 =& 1
T 2 1 Z
. = i 4
2. 1 = s
5. 2 3

B

A

A

o

Grganizing
Ho. Scores
] b
i, = & z
2. 3 Z &
5. 1 Z Z
. = 1 £
5. 3 4
16, 1 2 =
7. 2 i &
8. 3 = 1
1%. 4 = 1
2. = i 4%

L4103

- T - A

e

L4

Conftrolling
Moo Sroves

a b o
£l 32 4
22. 4 1 2
Zi. E 4 3
28, 4 J 2
Z5. 1 4 &
. 2 4 3
ZF. L 2 k.S
28, 92 2 £
28, 2 3 &
3g. 1 & 2

12

H B



