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IKTRODUCTIOM

History

The average cupervisiric princinal in secondary sciiools spends bet-.-'een

1
ei^ht and n.lne hours a day at scliool. In this tlrr.e^ it is iir^possible for

a principal, to be more than an office manager or a high priced clerk, un-

less his t.ir:;e is allotted and v.'ell planned. To help the principal perform

all of these duties, the principals have made considerable use of teachijig

and non-teaching assistants in the perfoni-ance of the office duties. On

the basis of the total time utilized in the perfoiTaance of these adminis-

trative duties by the various ncnbers of teaching and nor.-teaching enployses,

it vas found, the principa], could free h±r;Kelf fron office routine so that

he could spend iiore time in obsej^/ing the instruction in the school in hopes

of iiriproving it. This the start of the practice of hiring special as-

sistants, such as the assistant or vice-principal. The need of a vice-prin-

cipal varied vrith the si?.e of the school. The duties of the vice-principal

also vaj-ied v.ith the educational philosophy of the administration. The po-

sition of the assistcnt or vice-principal in secondar;^- sciiools today has

become a vi-to.l part of admiiiistration because of the larger enrollments and

size of the secondare- schcolo Ms;j York State and California have been lead-

ers in studies made to identify the specific duties for -wi-iich the vice-prin-

cipal was responsible. The position of vice-principal has emerged in ansv/er

to ail urgent need, much as did that of a principal a century ago,

1. P. B. Jacobson, C, Reeves, J. W, Logsdon, The Effective School
Principal, p. 43a. •
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Interest in tho StucJy

After working for tv.'o years in the capacity of vice-pi'incipal, the

author of this report never once reiilly knevf what the specific duties of

a vice-principal v;ere. After talld-nc to other vice-principals and prin-

cipals, it seemed that they all feJ.t that the duties of the vice-principal

v/ere not yet fomalized. It vas most generally agreed that the vice-prin-

cipal received all of the chores that the principal vented to "get out from

under."

.
Purpose

The purpose of this stud;r vjas to obtain infor.uation concerning t}ie

positic/n of vice-principal in the state of Kansas. The follo'/.lng specific

areas v:ere studied in relation to the problem:

1, The role of tho vice-principal

2, The acade;-dc requirenents for eligibility foi- the position

3, The nvonber and kind of duties the vice-principal right be
ex;;>3cted to perfona

lr> The title by vhich the ^dce-princlpal should be called

5. The teaching assigrziient, if any, that night be e:cpected of
the vice-principal

6. The nuriber of months for v/hich he should be hired

The infor-ation obtained is to be used to develop a systeiaatic pattern

for the role, function, and duties of vice-principal..

Reviev; of the Literature Pertaining to the Frcbler.;

There has been little -written concerning this particular subject \-i\en

conpared to other areas of educational ad'ninistration, Ifnat there was had
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beon v,r5tten about situations in larger schools located in the Eastern,

Ma.ddle Atlantic, and V'est Coast states. A thoi'ough reviev; oi all a-vailable

indexes and references failed to disclose any subject matter vnritten on

t^iis subject about Kajisas or the states close to Kansas,

Most of the literatiu^e \vas obtained from the periodical. The Bulletin

"^'"^6 National Association of Secondary-School Prjjicipals^ along vrith

ivTitten materials received fi'om the Los Angeles City School Districts, A

comparison of the results of surveys given in the larger cities like Los

Angeles, New York City, St. Paul, along vdth cities of the I-3.ddle Atlan.tic

states shov.'ed a striking similarity in the many duties assigned to the \'lce-

principal. In Eev! York State a stud2/ vjas conducted by Char2.es Long \ho sent

questionnaires to each secondary'- school vice--prj-ncipal. From his study he

concluded: • . .

MATERIAI5 MB PROCEDURE

1

1, The title conirionly used v.'as "vice-principal,"

2. Appro:cLmately 30 per cent were found to be teaching vice-
principals vfhile 70 per cent vrare supervising vice-principals.

3. Tne school year for vice-principals consisted of ten months.

Most of the vice--prj_ncipals possessed a Master's degree.

Principal in absentia was the only primary adidnistrative re-
sponsibility and inherent duty of the teaching vice-principal.

6. The position of teaching vice-principal vss a nor.ainal one
rather than an actual adiiiinistrative office, and, as such,
provi.ded little opportunity for gaining experience in prepara-
tion for higher educational rsosts.
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7. Tho supervising vice-principal had r.any duties v.'hich could

be considered prirrjary adiranistrative responsibilities which

v.'ould be inherent to the office,

8, The position of supervising vice-principal vE.s foimd to be

an active adriinistrative office v.'hich provided valuable ex-

perience and training for higher educational posts.

Hovard Bolden, viio sent questionnaires to high school vice-principals

in cities v.lth populations of 500,000 to one million, drevf the follo'dng
1

concl\isions:

1. The duties and responsibilities that related generally to the

over-all direction of the school, adiainistration of personnel,
and adiiinistrations of health and guidfuice services should be
assigned to the vice-principal,

2. The supervisory duties and responsibilities relating to pro-
fessional and pupil personnel, instruction, and guidance vere
the types of supervisory activities nost appropriate for
allocation to the assistant or vice-principal,

3. The assistant or vice-principals approved of those clerical
duties and responsibilities v:hich contributed directly to
the control, attendance, and educational progranis of pupils,

Edv.-ard Pfeffer sent his questionnaires to all of the vice-principals

in Nevv Jersey and found that a majority of suoei'vising vice-princioals
2 *

'

listed six: duties that were their major responsibility. They vrere:

1. To

2. To

3. To

4. To

5. To

6, To

1. Plois-rd Bolden, "Attitudes of High School Assistant Principals Tovard
Their Duties and Responsibilities," The EuLletin of the National Asr;ociaticn

.Secondaiy-Sciiool Princioals, Kover.iber 1956, p. 20.

2, Edv.erd Pfeffer, "Duties of Vice-Priricipals in Ue\i Jersey," The BuU.etin
of the National Association of Secondary-S chool Principals , May, 195$, ?. 5S.



Besides these duties, tlie vice-principal had clerical duties and duties

of orgardzation and actainistration, -
-

•
•

All of these sui'veys shov/ed the position of vice-principal in the

secondary'- schools today has beco^-ie a vital, indispensable pa.rt of adiviinis-

tration. The findings of Lon^f, Bolden, and Pfeffer vjere used as reference

r.aterlal for this study. Results of a questioriT.aire sent by George A. Vi,

1/eiss in the Kiddle Atlantic states vja,3 used in this stud^.' to compare w.th

the results of the questionnaire sent to the principals of the secondary

schools of first and second class city schools in Kansas. His study vjas

concerned vrvbh the duties regularly perfonned by 50 per cent or more of

the vice-principals, and was easy to compare,

Resu].ts frora the questiorinaire v.'hich \i':s sent to the Kiddle Atlantic

states shov.Bd the follovd.ng as the ten top duties perforned by the vice-
1

principals of their schools in the follovang rank order:

1, Running the school in the absence of the principal

2t Developing school philosophy

3. Preparing administrative bulD.etins

4. Counseling v.lth pupils

5. Representing the school at community functions in lieu of
the principal

6. Parent conferences regarding pupil, adjustment

7. Pupil discipline

8. Developing school standards

9« Conducting teachers' meetings

10, Parent conferences regarding pupil discipline

1, George A. VJ. Weiss, "The Duties of the Secondary-School Vice-Principal,"
2^ Bulletin of the National Association of Secondary-School Princircls ^ Decem-
ber, 1953, p. 109.
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There v-cre rviiiy raore duties listed in I'iaik order^ but the preceding

dutjes v/ere the cnez listed as the top te'; duties accordijif; to the per cent

of th*;: tot-.J of 66 qucstioiii'airoF. that v/ere returned and used iii conpleting

tne finding;:.. These v;ere duties regularly:' perfonaed personally by ir.ore than

85 pel- cent of the vice-princi^jalr;

.

The s'lirvey method ix: questioririaire form v.as used to gather the additi.onal

inforricvbi oil needed about Kansas secondary school vice-prlncirals. Thii'ty-

ej.ght questionnaires vrere sent to the principals of the ivansas secondary

schools J One i';as sent to each principal of all of t!ic first class city

seccndary schools and to the pr.i!-:c:i-pals of the secondary scriools of the

second class cities tl'iat v'cro conGiciered large enou^-;! to iiavc a vice-pidrcipal.

Accordifi;; to i'esearch. scimols large ersoxagh to need a vice- -principal

are sc!:ools <-,itri an enroll-nent of 400 or more. The resuj.ts of the questiorx-

naire polling are given in Table 1,

Table 1. Foiling results. -

'

Frequency ; i'_ej-.^ cent

Questioraiaii-es nailed 38 3.00

Questioiinaires retvaT.ed unansv.-ered because
they had nc %c.ce -principal 12 32

Questionnaires returned that V7ere ansvrered 25 66
Total que3tionna^.res returned 37 - 96-

Of the 33 questionnaires sent out, 12 v;ere sent back unansv.'ersd according

to instruction becaurjc they iiad no vice-principal. Only schools v.dth vice-

principals v.-ere to sxisvier,

AJ.1 of the questions in the questionnaii^e v;sre constructed so that they

could be answered briefly «nd completely. The questions v.'ere of such nature

that the individual v.-ould ansver according to his best belief. One hundred
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per cent of the principals \iho answered the questionnaire are in the ad-

niinlstratioa field and have active vice-principals. This nnsl be considered

in vreighing any conclusions of this study.

FINDINGS

Introduction

The findings were based on data obtained fvorn the survey gi-ven in the

Kiddle Atlantic states and the survey given to selected secondary schools

in Kansas that have vice-principals. Specific interest centered in the

results of these tvo surveys each conducted by means of separate question-

ns.ires,

Duties PerioiT.isd in Kansas

In order to give a clear picture of ha\i the duties of a vice-principal

in the secondary schools in Kansas conipa.red mth the duties of the vice-

principal in the 1-lidd-le Atl?jitic states. Table 2 v.-as prepared. In an

atten:pt to deteriiine the status of vice-principal, the fcllomng questions

vere included in both studies. The results obtained from both returned

questio-nnaires are detailed in the folio v-.ing table.
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Running: the School in the Absence of the Principal, This duty vra.s,

according to the questionnaires, the one job that all of the vice-principals

had to parforir.. This also vjas in accord vlth all the research reading on

the subject.

Pupil Discipline ^ Tv;enty-three pilncipals had their vice-principals

handling pupil discipline. Two principals listed their vice-principals as

having nothing to do ^rith pupil disciplnjie. Of the 66 principals returning

questionnaires, 59 principals listed this duty as one they performed.

Parent Conferences Ref^arding Ripil. Discipline . Tv/enty-three of the

25 vice-principals had this duty to perform, conpared mth 57 of the 66

vice-principals in the Middle Atlantic states.

Counseling vAth Pupils . Tv-jenty-three of the 25 vice-priiicipals had

the duty of coujiseling vath the pupils. Two of them did not because they

had too large of a teaching load. Mr. Weiss' survey shovjed that 6l of the

66 vice-principals performed this duty.

Parent Conferences Rej?^arding Pupil Ad justip-ent . Tv/enty-three vice-

principals pcrforKied this duty, and once again this correlated vdth the

23 that had counseling vdth the pupils. The twp that did not have parent

conferences were those vrith the large teaching load. This conpared rela-

tively the ss-e as that in the Middle Atlantic states.

Zli2il Attendance . Tv;enty-two of the vice-principals either handled

the pupil attendance or helped the office staff vdth it. Three let the

office staff handle this matter entirely. This, too, v/as similar to the

conpared survey.

Representing the School at Conaunity Functions in Lieu of the Princir'al.

Tw-snty-one vice-principals vrere chec!:ed as having to perfom this duty. In

Host cases the vice-principal represented the principal v.tien the principal
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had too much to do or could not be there due to other concrdtirients. Sixty

of the 66 vice-priricipals perforiiied this duty accordln.g to I-lr. V/eiss,

ether Parent Conferences Repar^din^ the Puoil. This duty v.-as perforimed

bv about the same per cent of vice-principals in Kansas and the liiddle

Atlantic states. Of the 25 principals retur-ning questionnaires in Kansas,

21 of them had their vice-principal performing this duty,

Orc-ai^AZi-tion of Curricula . 3eventy-tvo per cent of the vice-principals

had to help the principal vath the orgfiiiization of the school curricula in

Kansas, vAiile 79 per cent performed this duty in the East,

Parent Conferences Re.gardin."; Pupil Course Selections . Seventeen of

the 25 vice-principals vrere checked as having this duty to perfonn. Eight

did not have to v;ork vrith the parents regarding this course selection be-

cause this vas done by tl:e guidance director. Here contrast yss slio™ on

this conparison than any of the ten, as only 68 per cent of the Kansans

pei'forr^ed this duty vjhile SO per cent of the vice-principals pei'fcrnied it

in the Middle Atlantix states,

There v/ere other duties listed for the vice-principal, but the above

n-ientioned v;ere the top ten duties perfonr.ed by the vice-principals in the

secondary schools in the state of Kansas, This compared favorably vri.th the

research done on this subject in the Middle Atlantic states. Only tvx>

duties. Developing School Philosophy and Develouing School Standards , ijere

omitted by the Kansas administrators. In Kansas, these rated 48 and 44

per cent resoectively, vhile they rated 95 and 89 oer cent respectively
1

in the Iliddle Atlantic states.

1. George A. V;'. IJeiss, loc. cit.



11

Duties That Should Be Perforraed

In an- attsiapt to deterrTlne not only the top ten duties that are per-

fomed by the vj ce-prjncir.als in Kansas, but, also v.'hat the principals felt

should 'txj the r.-.ost jr^riortant duties of the vice-principal, a list \;as in-

cluded in the questionnaire. The principals vjere asked to choose from this

list v.-hat. they felt should be the ten most important duties and nu-iber tliern.

according to their iTi.portance, starting, with nu.n;ber 1 for their choice of

the top duty, number 2 for second chioice, and so on through number 10. In

oi:^der to get a rank, ten points vrere given for a first place vote, nirie for

a second place vote, and so on. Frora this the follov.dng table vras computed:

Table 3. The top ten duties that the principals felt the vice-principals

shoiU-d perforn.

i^^txes

Ruiining tlie school in the absence of

priricipal

Pupil di.soipline . - -v .

^
^

Pupjl attenda.nce

Counseling x-lth pupils
Supervisii"!^-, ei'itra-curricular activities
P?:Tent conference regarding pupil adjusfc-

nei-it

Ot'-:er parejit conferences regarding the

pupil
Parent conferences regaining pupil dis-

cipline
ijirccti.fig school social activities
Representing the school at comiunity

functions :n lieu of princinal

Per cent of
principals

listing these as

nost important

20 80
. 20 80

18 76
16 64
13 52

13 52

13 52

12
12 48

11 44

Running the School in the Absence of the Principal. This duty received

the highest rank. Oiily five men did not consider it to be anong the top ten

duties, .
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Piipil Discipline. This duty vra.s ranked second in importance. Seven

•jrincips-ls considered it secondary to the above duty, however it carried a

•:ich per cent of principals listing it as important.

Pupil Attendance. Five principals checked this duty as being most

• ijnportaRt, but only 18 of the 25 principals ranked it in the top ten,

Counselin
.f?

vith Puoils . This duty v.-as checked by 16 of 25 principals

iins-v.x;ring. It received four first place votes and also four fourtli place

votes,

.SHdSJZXPlS.iilii ^S!iI:lr"SHI!r.i.'Siy-Hl Activities . Thirteen p^dr.cipals i-anlved

this d'-ty as ir^povtant, while 12 orrdtted it cojvipletely.

Parent C^j:aferences Regardj'.n.>y Pynll Ad.iustraent . This duty v;as ranked by

13 priT:cipa3.s, also, but the principals ranked it more generally from fifth

to tsnt!'i place, i-4iile the above duty v-ar. i-anked from first to tenth place.

Other Pai;erA C';>nferGn(:u3S He^^g^ding P^-ioil. This duty, too, was ranked

by 13 of the 25 priricipals but with heavier emphasis on si:±h through tenth

place In ii/portance.

Parent Conferences Regardin,^^ Pupil Discipline, Tvjelve principals ranked

tills d'uty with the emphasis of importance beUv'een second aiid seventh place,

.^c.^o.ol Social i:£^"il!.lities. This duty ranked nir^th v.lth 12

principals listing it between third and tenth place,

Rejirescnting the School at Community Functions in Lieu of the Principal ,

Tenth place was given this duty with 11 principals ranking it among the top

ten duties.

Below is Table 4 showing hov; the princip3.1s ranked the duties they

thought should be performed by their vice-principals.
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•cie A. Computation of the votes of the principc.ls on the top ten duties
that the principals fe3.t the vice~princip3ls shovid perfom.

Total
Ehitj.es : 1 : 2 : 3 : 4 5 : 6 : 7 :'

-III
8 : 9 : 10 : Votes—— '

; .:n:iing the school in the
absence of the principal 7 2 1 2 1 2 1 3 1 20

;ur)il discipline 3 7 2 1 2 2 2 1 20
;;pil attendance 5 1 2 2 3 3 2 IC
;,vjnseling vdth pupils 4 1 1 4 3 1 2 16
j-:j:'crvising extra—
ciirricular activities 1 2 3 1 2 2 1 1 13

•'.-.rent cotiferences regard-

ing pupil adjustment 2 2 3 2 1 1 2 13
C:>cr parent conferences
regarding the pupil 2 2 1 1 1 1 2 1 2 13

r.ront conferences regard-
ing pupil discipline 3 3 1 1 1 2 1 12

..irectjjig school social
activities 3 2 2 1 1 12

HepreseiTting the school at
coirmunit.y functions in
lieu of prir.cipals 1 3 1 2 2 1 1 H

Comparison

The findings in the table belov;^ Table 5, cpjtie from a research that v.'as

1
::one in the secondary schools of the Kiddle Atlantic states. A total of 66

f.-uesticnnaires v.-cre used in compiling these findings. These were duties regu-

larly perforr£;d personally by nore tiian 50 per cent of the vice-principals,

Tney v.-ere tabulated in ranlc forrri. In tr^/ing to get a close comparison as to

these ranl:ed idth the duties of the vice-principals in the secondary schools

-n Kansas
J 40 duties vrere used in the o_ue3tiorjmlre in the exact order in \-vtiich

*--:ey appeared in Table 5; the information that they were in rarJc order vas not

-entioned. The question that \,a3 asked v;as, "If any of the follovdng duties

•-re performed by your vice-principal, please indicate by checl±ng the duty."

1, George A. \h V/eiss, loc. cit.
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A total of 25 coiestiopp.aires \:ei-e used in compiling the information fron

';r.e Ksmsas schools. The table sho-.-'s the comparison of the duties of the vice-

rrincipal in the mdle Atlantic states i.lth those of the Kansas schools in

-or cent form as to how many had these duties.
_

,

'j.ble 5. Coffioarison in per cent form of the duties perfonned by vice-prin-

cipals in the Mddle Atlantic states to those in Kansas.

Duties

Per Cent

Kiddle At^

tunning the school in the absence of the principal

Developijig school philosophy

Preparing administrative bulletins -

Counseling vjith pupils

Representing the school at coirinunity functions

j_n lieu of the principal

Parent conferences regarding pupil adjustment

I^ipll attendance
Developing scJiool standards

Conducting teachers' meetings

Parent conferences regarding pupil discipline

i\ipil discipline
Other parent conferences regarding the pupil

Preparation of school reports to the superintendent

Supervision of the office force

Routine office or clerical vrark

Parent coriferencas regarding pupil course selections

Organization of curricula
Setting up and supervising instructional experiments

SupervisD.ng extra-curricular activities
Inspection of building and grounds
Supervision of comsviencemonts

Classroom supervisory visitation ;

Directing school social activities
Parent confereiices regarding pupil health
Preparing the master roster
Developing courses of study
Teacher's conferences after the visita-tion

Organizing and supervising assembly programs
Recommendations concerning teacher demotion or transfer
?upil promotion—reclassification
Parent conferences regarding other activities
"ecomriendations concerning teacher promotion
^slection of school equipaent
?^.ting the teacher after the visitation '

•^ininistrative --.vork concerning special supervisors
-"•SJidiing school publicity
^rection of the school testing program
•~TX)cessing requisitions for supplies and ea_uipment

Holoing meetings of department heads
Ssntrol of custodia.1 force

States : Kansas

98
~ 100

95 48

95 60

93 92

92 84
90 92

89 88

89 I'M

86 12
86 92

86 92

86 84

84 36

83 24
81 40
80 68

78 72
78 28

78 60

77 28

74 28

72 20

72 6L

72 16

72 40
71 40
68 32
68 4^V

66 32
66 32
65 36
65 36
65 44
63 12

63
rV
O

63 28

62 28

56 12

56 16

53 4
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It "wa.s thus concluded that the duties of the vice-principal varj greatly

;n Kansas as compared to the Middle Atlantic states.

Additional InfoniBtion

To provide some additional infonriation that nught assist in helping

establish the status oj? a vice-principal, those questions v/ere asked:

1. "Is vice-principal the term you use in your system? If your

ansv/er is no, v/liat tern vra.s used?"

Sixty-eight per cent ansv;ered that vice-principal v.-as the term used.

Thirty-tv;o par cent used the terra assistant principal,

2. "Does your vice-principal teach any classes. If so, how many?"

Fourteen of the ti\-enty-five ansvrered yes, and of these, nine taught

t'.o classes, four taught one class, and one taught four classes. Eleven

of the tventy-five ansv/ei-ed that no classes were taught by their vice-

rrlncipals,

3. "Does your vice-principal have his Master's degree?"

One hundred per cent answered that the vice-principal had his 1-laster's

degree,

4. "Should a vice-principal have had teaching e:'g3erience?"

Here too, 100 per cent felt that the vice-principal should have teacMng

c:cperience before becoming a vice-principal,

5. "Should the vice-principal be iiired on a nine, ten, or eleven month

i:''-sis?" • •

Forty-eight per cent felt that they should be hired on a ten month basis,

^0 per cent on an eleven month basis, 4 per cent on a twelve month basis, four

cent on a nine month basis, and 4 per cent on a ten and one-half month bas
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Findings on the Additional Information

The findings based on datci obtained fror.i the survey of the schools in

5/.nsss that Iiave vice-principals included:

1. Tvx) different titles \:ere coia';ionly used for the position undei- studvj

-j>£:t most frecruent]-y used vx.s "vice-principal",

2. In all of the schools studi.ed, requirerients for eligibility to vice-

rrincipalship included:

A, Possession of a Master's degree

B. .Some teaching experience

3« A diversity of practice existed in the number of months for ivhich

. a vice-principal \!C.s hired; many v;ere hii'ed on axi eleven raonth assignment,

the median practice vra-s ten months,

4« In half of the school systems studied, the vice-principal taught no

classes. In the other half that did have teaching assignments, the majority

traight t^;o classes, • ,
-

5. The school principals invariably exercised a free hand in the as-

signment of adrnj.nistrative duties and responsibilities to the vice-principals,

6. Very little has been done apparently/ to develop clear-cut lines of

rt2sponsibi].ity or aut>!ority for a vice-principal,

7. The nu:.\bor of duties vrfiich the vice-pri::cipal might e:q)ect to be

called upon to perforra are great and vary in nature.

The tj'pical Plansas vice-principal's involvements v;ere found to occur in

'r.e. general areas of adxdjiistration of professional and in-service training,
i

J

P'-^pil personnel services, and parent counseling services. In order of import—
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..oe, the follovdng duty and responsibility areas were listed: (l) etc. It

^^.s found that five duties especially, varied greatly in the tvra areas. De-

v|ioE3iiS School Philosophy was handled by less than 50 per cent of the Kansas

vice-principals while 95 per cent perforired this duty in the Middle Atlantic

states. Preparing Adiidnistrative Bulletins was the assignment of 60 per cent

of the Kansans. Ninty-five per cent of the eastern vice-principals were as-

signed this duty. Developing Scliool Standards was handled by 88 per cent of

the vice-principals iji the East and by only per cent of the Kansas vice-

rrincipalso Classroom Supervisory Visitation vkis handled by less than 20 per

cent of the Kansas vice~principa].s while 72 per cent performed this duty in

tlie Middle Atlantic states. Conducting Teacher's Meetings shov;ed the largest

gap; only 12 per cent of the Kansans perfomed this duty in comparison to 86

oer cent ox the vice-principa,ls in the Itlddle Atlantic states,

cowausioNS

The follovdng conclusions v;ere based on findings of a survey given to

the principals in Kansas secondary schools who had vice-principals and re-

ports of research in the field.

1. There was found to be a need for clarification of the role of vice-

prLncipal, his status, o_ualifications , and exact function,

2. The position of vice-principal should be considered the proper train-

ing ground for the principalship.

3. The title of the administrative officer immediately below the second-

?r^/ school principal should be standardized as "vice-principal",

. 4. The acadendc requirements for vice-principal should be the saiiie as

those for the principal; all vice-principals should possess their Bachelor's
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and Master's degrees,

5. Definite administrative training and education should be acquired by

the vice-principal before entering the position,

6. School systems should fornulate and officially adopt a general duty

and responsibiLity statement for the position of vice-principal,

7. The vice-prjncipal should be a person v;ith some teaching eiqoerience,

8. Vice-principals should be assigned on an eleven month basis because

of the denands of the position.

9. Teaching vice-principals should be given relief from classroom duties

and teach one class at the nostj so they may fulfill t}ieir administrative and

supervisory duties as vice-principal, ',

10, Duties v.'ere found to be shared by principal and \dce-principal.

11. The follomng major areas of re£;ponsibility should be delegated to

the vice-principal:

A. Duties of organizatj.on and adrainistration

B. Duties in supervision ' \

C. Duties relating to pupil personnel

D. Duties in school-corrimunity activities

E. Routine office and clerical v.-ork
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519 West Spruce Street
Junction City, Kansas

Dear Sir

This study is being undertaken in an effort to define the position of
assistant or vice-principal, especially with respect to function, status,
duties and responsibilities. Through this vStudy I hope to establish the
vice-principal's present status in Kansas schools.

The follov/ing is to be a oomparison of the duties and reyponsibilitie?
cf vice-principals in the Eastern and Middle Atlantic statss With the
duties of the viccrprincipals in Kansas, and v/hat the principals who
have vice-principals feel these duties should be«

I am directing this survey to you because you are in the best position
to offer lae the assistance I need. If you do not have a vice-principal,
please do not fill out this questionnaijrej instead, check the square
below and return the questionnaire in the enclosed stamped envelope,

I am conducting this study tlu-ough the Graduate Sohool at Kansas Stat^
College with the assistance of Dr, Kenneth O'Fallon, Associate Professor
of Education.

I must have my survey completed in the very near future; so youi?
cooperation and assistance in this study will be greatly appreciated.
I hope to receive a reply at your eaj-liest convenience.

Sincerely.

I do not have a vicerprincipal.

George l'fedel6n



A SmVEI OF THE DUTIES OF THE VICE-PRlNCIPALS IN KANSAS SCHOOLS

Name of School^_^_
,

•

,
_„,.. . ,

.

. „ . „,-^ - l

Addresn w,.--^ .r-— r., . . . -r- —

N^iTnber of St^idents in System, • _ Number of Teachers

NOTE: In this questionnaire o.n attempt has been made to include. on3-y such questions es

can readily be answered without looking up any data. Pleas© give the information as it

applies to youi' school,

I- ^11 JH > in aw^ II I f r J u I 1^1
'

I « t- 11 r r m' I j ! I x n i ft' "'i ' '
"

' * i n n ruiHi > Wm nri'r¥iTHT»T|-T-m"—r^l r**—fl 1 ^ -— - • * i i i

,
!

^.i - .p—«wft^jn

'm*. „» »w m„ m i u , m, m. m' ^ m m ' » ' « ' I
'* '

i"*! ^. M. I u .^p..! I i « ^ r^^y

DUTIES OF VICE-FRITICIPALS

If any of tho following duties are performed by your vice-principal, indicate by
checking jres, if not, indicate by checking no*

•YES NO

,1. Ruruiing the school in the absence of the principal
Developing school philosophy
Preparing administrative bulletins
Counseling with pupils

m. • 5* Representing the school at community functions in lieu of, the .principal
• 6. Pexent conferences regarding pupil adjustment

1- 7. Pupil attendance
Developing school standards (teaching, pupil achievement, etc.)

9. Conducting teachers* meetings
Parent conferences regarding pupil discipline

11, Pupil discipline

^ 12. Other parent conferences regarding the pupil
Preparation of school reports to the. superintendent

l/„ Supervision of the office force
15. Routine office or clerical work (records, reports, etc.)

Parent conference regarding pupil course selections
17, Organization of curricula^ .18. Setting up and s'lipervising instructional experiments

Siipervising extracurricula activities
20. Inspection of building and grounds

Supeirvision of commencements
22, Classroom, supervisory visitation
23. Directing school social activities (pupil)

Parent conferences regarding pupil health
Px'eraring the master roster
Developing courses of study

•27. Teacher's conference after the visitation
28. Organizing and supervising as."^ea:b?.y progr&ms
29. RecoiHiiendations concerning teacher demotion or transfer

--^ 30. Ripil promotion-'-recla=;sificat5on^ 31. Parent conferences regoiding other activities (PTA, etc)
Recoma.endations concerning teacher promotion

33. Selection of sc'nool equipment



3/f. Rating the teacher after the visitation
35. Administrative work concerning special supervisors
36. Handling school publicity
37. Direction of the school testing program
38. Processing requisitions for supplies and equipment
39. Holding meetings of depsrtment heads
AO. Control of custodial forco

IMPCRT/uNCE OF DUTIES

From the following list, please pick what you feel should be the ten most important
duties. Number theia according to their importance, starting with number 1 for your
choice of the top duty^ number 2 for the second choice, and so nn through'nunber 10,
Rank onlj'- those you have checked ^es on the preceding page»

„ Fanning the school in the absence of the principal.

.
Developing school philosophy

,
Pt'eparing administrative balletins

. ., .
Coijnseling with pupils
Representing the school at community functions in lieu of the principal
Parent c:)nferences regarding pupil adjustment

, „ Pupil discipline
Developing school standards (teaching, pupil achievement, etc.)
Conducting teachers* meetings

^ Parent conferences regarding pupil discipline
^ Itiprtl tittendance

Other parent conferences regarding the pupil

.,,
Prepaa'ation of school reports to the superin't.endent
Supervision of the office force
Routine offico or clerical work (records, reports, etc.)

. ,

.

,

Parent conferences regarding pupil covrso selections
^ Organization of curricula

^ Setting up and supervising instructional experiments
.. .

Supervising ertracnrr ncula activities
Inspection of buildr'.ng and grounds

,
,

Supervision of coiDnvrcements •
.

^ ;
Classroom supei'visory visitation

„ , ,
Directing school social activities (pupil)
Parent conferences regarding pupil health

,
Preparing the master roster

^

Developing courses of stt'dy

Teacher's conference after the visitation
,,

Organising and supei'vising assembly programs
, . . .

Recomaerxdations concerning teacher demotion or transfer
Pupil prcEoticn—reclassification
Parent conferences regarding other activities (FfA, etc.)

, „
Recommendatious concerning teacher promotion

, Selection of school equipment
Rating the teacher after the visitation
Adisini^trative work concerning special supei*visors
Handling school publicity
Direction of the school testing program
Holding meeting of department heads



EXCLUDED DUTIES

Please list afiy important duties that you feel I have excluded,

1.
,

.

2.
^

; ^ .......

3.
,

'

.

u.
, .

'

. .

r.
J •

.1m r,ti iji.i
-

I

-

. . .. . I
.
. . J . I r . « II n- 1 .-

r I y .
iL .-

I . 1 f n
.

.- II . 1 I - . i i ii

" "
I

'

' I
'

J I

'
I I I I •« n

I
I 1 I II I tf i»

•

I

'
I 1 1 r IB 1 1 M l m il I I 1 1 I . '

1 m J ] ir I u riir ..I II 1

1

1 I J. 1 , . J IB ij II I I'm i

'

i I

'

l i «

GENI'SAL

1. Is vice-principal the terra you use in your system? Yes^
^

No^^. If
yo'cr answer was fto, what term do you use? '

^ ,^ , \

2. Do33 your vice-principal teach ayiy classes? Yqs„.. f^o.^; if- so, how many?
,

3. .Boes your vicc-'|)rincipal have his Master's degree? Ye9^__ Ko.^

U* Shovld a vice-principal be hired on a 9, 10, or 11 month basis?

5» Should a vice~prino5pal have had teaching ocperience? Yes^.,,,^ No_^

6i I agree to respect your wishes in regard to the use of yovir name^ Do you object •

to the use of youi^ name in the report of this study? Yea^
^

. No

7# If you yould like a copy cf the results^ please sign your name and mailing address.
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The purpose of this study v.-as to provide some data concerrdng the

position of vice-principal espvacj.ally vdth respect to function, status,

duties, and responsibilities, (l) role of vice-principal, (2) academic

requirements for eDlgibility, (3) nui.iber of duties a vice-principal may

expect, (4) the title by v/hich he shoiad be called, ($) the teaching

assigranent of a vice-principal, (6) the nu3sber of months for vMch he

should be hired. It is hoped that this inforrpiition can be used as material

to develop a systenabic pattern for the role of vice-principal.

The specific interest centered in the results of t\x> sur\-eys, each

conducted 5ji different areas of the country. (].) an j.ntensive study of

the duties and responsibilities of the position of vice-principals in the

I-Iiddle Atlpjitic states area, (2) the general duties of the vice-principals

of 25 secondary/ schools in the state of Kansas. The data for the first

survey v^as obtained fi-om The Bulletin of the National Association of Second-

£S"^£ll22iS' "^^^ data for the second survey vras obtained from a question-

najv-e sent to 38 principals of secondary schools in Kansas, of which 25

schools v.-ere eligible to take part and did.

The findings based on data obtained froni the survey given in the I-dddle

Atlantic states and the survey of the secondary schools in Kansas that have

vice-principals included:

(1) Tv;o different titles v.'ere coiriMonly used for the position under

study; that most frequently used vns "vice-principal."

(2) In all of the schools studied, requirements for eligibility to

vice-prinoipalship included:

A. possession of a Master's degree

B. some teacldng experience
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(3) A diversity of px*actice existed in the nuraber of uionths for which

a vice-principal ms hired; many vrere hired on an eleven month assigrtment;

the median practice vjas ten months,

(4) In h.alf of tlie school systems studied, the vice-principal taught

no classes. In the other half that did have teaching assigni.aents, the

majority tavight tvro classes,

(5) The school principals invariably exercised a free hand in the

assignment of adiainistrative duties to the vice-principals; and very little

has been done to develop clear-cut lines of responsibility or authority of

the vice-principal.

The follovdng recommendations v:ere presented as a result of this study:

1, The position of vice-principal should be considered the proper

training ground for the principalship,

2c The title of the administrative officer immediately below the

secondary school principal should be standardized as a vice-principal,

3, All vice-principals should possess their Bachelor's and Master's

degrees,

4, Definite admj.nistrative training and education should be acquired

by the vice-principal before entering the position,

5, School systems should forn.ulate and officially adopt a general duty

and responsibility statement for the position of vice-principal,

6, The vice-principal should be a person i-dth teaching experience,

7, Vice-principals should be assigned on an eleven month basis due to

the demands of the position.

S. Teaching vice-principals should be given relief from their class-

room duties and teach one class at the Fiost, so they might fulfill their

administrative and supervisory duties as vice-principal.


