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CHAPTER I 

INTRODUCTION 

A shortage of :raanpower during World War II and in the immediate 

yeers following, the war foroed the American farmer into an era of 

meohanized agricu.lture. Hi~ invest.ent in machinery tripled. With 
I;: 

this evoluti on 'in farming. additional traiDing b eoame neoessary tor the 

suocesstul operation, oare. and maintenance ot his _ebinery. The 

tanner became. ;through no choice ot his own. a mechanic. Many times 
i 

the sucoess or !failure of his tarming enterprizes 'WaS a direct result 

or how well he :operated his oostly farm maohillery. 

The evolution in farming m.ethods presented a new ohallenge to 

the instruotorin &«ri0l11 iure. Problems ot student,~ were changing 

with the mechazt.:i.&ation of agriClllture. The instructor needed. a4dltiona~ 

training and d~velopment of skills in this new field. Effeotive 

teaohing of vooational agrioul ture problems requires student partici

pation. In far;m. mechanios instruction the pupil learns. tor example" 

how to weld bY' aotually usiDg a welder to weld two pieoes ot metal 

together. ](uch or his learning takes ,plaoe on home projects whioh 

he DDlst build a~d' repair or maintain as a part ot his ,-~pervi~ed 

farming progratIf.. Modern farm mechmiel instruction in the school 

shop, there£or~. requires a wide vari~~ of materials tor use in 
I 

I 

project construction" instruotion, and demonstrations given by the shop 

instructor &lI.d ,or the 'd-evelopment of the skills necessary i'Qr the 

farmer and his sons to cope with the varied problems they meet on the 

farm today. Most ot the skills the. pupils acquire in the school farm 

shop reqQire materials. fo suooessfUlly complete the pupil's production 
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projeots-feeders, gates. housing, repair of machinery. r &otbuilding 

maobine17 and equipment ... requires JIl8.J3¥ materials. These materials tor 

the most part .st be readily available in. the tarm m.eohanios shop. 
I 

i The ef'ticiency~, of operation of the SQhool- farm mechanics shC!»p is 

therefore depexldent in a large measure on the availability of consumable 

and instructional supplies conveniently and systematically stored and 

issued to students with a miDimwa loss of time. 

Statement !! the problem 

Criteria for Evaluating Procedures used in Handling Supplies in 

I 
Farm Meohanics Departments in Utah High Sohools, this title implies 

the tonmlation of a set of criteria tor evaluatiag the m.ethods of 
, 
I 

secu.ring. storing, issuing aDd inventorying the supplies u.sed by 
I 

Future Farmers. Young Farmers. and adult farmers in the school 

farm mechalJicsshop in the rural high schools of the state. 

'Delimitation 

The study was limited to the devising of an instru.ment ter evalu-

at!JJg the procedures used in haadlimg supplies in the tarm mechanics 

departments of Utah high schools. This delimitation. is due largeiy to 

the 1."ao1; that Utah, unlike ma:r.w- of the states. has a .ysta of oonsoli-

dated schools. The problems in other states may be different. 

Purpose of !!! stut!Y 

!'he purpos!e of the stu.dy is to establish standards By whioh any 

teaoher of tarm mechanics may evaluate the etrecti veness of his program. 

If and ~eD criteria are established tor measuring the effeotiveness of 

an.v teaching proeedura. then the teaeher has" means of self evaluation 

and & basis tori professional improvement and grGwth. It 1s thought by 
I 

the lIli:ter tlat

l 

valid criteria ~ll be the means of improviDg the 

'I . 
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practices of handli~ SAOP supplies. 
I 

! 
~ of ~ study 

The program ill farm mechanios is Y'-ZIg and Tet has been growing 

rapid.lY'. Meohanization in farming has increased the deman.d tor this 

type of instruotion. Oollsequently. there has been a lack of un1t'Gr.mi ty 

and a degree ot inefficiency in handling shop supplies. The writer has 

not disoovered :a.ny uDifondty or existiDg standards on the practices 

used. During the past tour years. representati va agricultu.ral saops 

in the Western 'States-..... well a8 :ma.ny ot the high school shops in 

Utah ... have 'been visited by the writer in seeking a satisfactory 

solution to th:tspreblem of' standard procedures. These visits i ... 
I 

dicate that thd teachers in every sehGol distriot handle shop suppq 

pro'Dlems iB their O'Wll way. 

Definition of ter.ms used 
1 

Vooational Agrioulture., Vooational agriculture acoording to Geod 

is. "education in agriouliure tor persQIlS engaged in or expecting to 

engage 1m tarm1:Dg a.s a vocation. It It has been eatablish.ed in the 
! 

literature of ";ooatioDal education in agriculture that the pupil with 
i 
: 

oertain definite objeotives in mad works t01l'lard the acquisition of a 

eody of knowledge. skills, teohniques. and attitudes from the Simultaneous 

a.pplication of stuc\y and supervised pr-actioe. 

~ Mechanics. the term. farm. mechanics was defined by Cook 2 as I 

'lh. shop a.ctivities taught as a part of the agricultural pro
gram. The farm me chanica pro gram inoludes all the unspecial ... 
ized meehardcal aotivitiea that a progressi va farm.er should 
perform OD, his hame farm with the kinds of tools a.nd. equipment 

1. Oarter V. Good (~tor)~ Dictionary of Eduoation, p. 18. 
2. Glen Charles Ceok~ A Handbook on fea0lii5 Vocational Agriculture, 

p.411. - -
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he will have accessible. 
I 

Handling. ! Ylebster3 detines haadliDg as "buyiug and selliDgJ to 
I 

JD.8.1:Ilageand/or cbntrol, to direot, to perform some'fuDction 1111 th regard 

to, to pass through. onels haDets." 
. 4 

Materials. Webster define. materials as "parts, goods, steoks 

of whioh anything is oomposed or _de.-

Supplies. ! The wrd is used in this stuq interehaxtgeably with, 

the term "materlals. Q Webster5 adds to the meaning the terms, "raw 

materials, goods, stocks, etc., set aside- tobe dispensed as needed. 

i'he quantity or amount on hand or needed." 

Principle.l. The Dictionary of Eduoation, edited bY' Good,6 defines 
I 

the word priDoi~le as, ft .. ge.eralized statement through 'Whiok ot4erwise 

Wlrelated data :are systemized. and interpreted." 

Re~iaiti.a. A r~est for the purohase, or otherwise aoquiring 

of supplies or equipment for a department. 

Eva.luati 011. Evaluation as defined \1' Good 7 is 1Ithe process of 

asoertaiD:img or judging the va.lue or amount of 8 em.ething by careful 

appraisal.1t 
I 

Evaluative Criteria. Ilwapherya8 defines "evaluative criteria" as • 

• • • an instrument made up of· a number of 8~otions .. eaoh of 
whiQh diffe~ trom. the others. Bach section includes 
tor the most part, (1) a statement of principlesJ (2) a 
checklist ,of Cl)oDCiitlons. stand.ards and pronsio_. which 
when pre8~nt assures the oonditions prescribed in the prinoiples, 
(3) one or more statements of evaluation (measu.res) 'Which 
oonstitute a measure (OD a seale ot points) of the extent 

3. G. &: O. Merriam Co •• We'bsters Dictiona.ry. 
4. Ibid. 
5. Ibid. 
6. Good. OPe ICit. 
1. Ibid-. - -
8. L. R. Humpherys, Unpublished Correspol!ldence, Dec. 29. 1952. 
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to1lhieh. ~l1e aua total of the ooaci1tioZUI prescr:i.'becl 
1a, the ur~okllat contorm' t.~ th.e'ps._:Lples. ,he . 
aeGotloa" a 'WholeeoDS1;ltutea aa lJl~ of, 
",,1\1&t1. _1* is uaeel tor ra'ti!l. a't1mlatloa. ' 
I1'Glllltll.,. ~U'cliBation • .!!:!..'l'hes e~$Ui'i1ll iutl'l1" 
•• nta, ha;y~. ,"een -deailDated in O11r 11 U~_l". as 
1h'a1uat,i~. Criteria ... - . :, , ' 

Orlaaizatioll ~!!! stug' ,'. 
,I, ' 

5 

Ii 

Chapber ~,'et the iileaia _.'taiD8 aJl l'!-t:rodaoti •• to th~ proai-• . 
Ii , 

Chapter II is ~.T.'" _ tlle r~ew otrelated, literatare. 1. Whie •.. 
~ , ' . 

'the develop. .. of· 't118 prolJ,i~ot ,reoeclures. in handliJc . • pplies 'is, 
." t" " ' 

veated oaar-lIaIU. PeriliDAll1i1 evaluatiTe atu.clieB are also 

.itett iD the 81~_ci ohafter.·, .; ,- . 

!he prJL...reB UBed ill. develapilll the ol'iteria 18 v_ted ill. 

Chapter, III. i'·oltld1D1 the .81_'1;108 of &-~ ot experts, the fora .. 

latioa of :tAe I 81II'ta.tive d1'at't, of t. o1'1to1'1a. the tiNt 1'~.iOa .t 
the.riteria. ~a"ea4 1'eB,..O tJ'_ a 'lugerCl'GIlP of the jul'T. ad 

a trial .,PUti- of '\he criteria. ", " 

. Chapter,' I: 'O'~Dsiltl of a thircl and tll18.l revisi.a of ' ... oriteria. 
I • i 

whioh i8 pro ; "a8::th.i~'t~ tor evalUation 1. th. •• wq. 

" ' 

r 
I 
I' 
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CHAPTER II 

REVIEV'l OF RELATED LITER.A.TUBE 

Introduction 

The litetature in the fields of vocational agriculture. industrial 

arts. and geJ!1era! .... ooa.tional' eduoation contains 11 ttl e s paoifio in

i'orma:tion regarding the overa.ll pro'ble:m of hoW' best to handle supplies 

in the average high school tarm. ahop. However. in the writ1Dgs of 

a.ccepted authorities 1a vocational agriculture and in the tindiDgs 

of research in this area. there are a DI.Dlber of basic principles 
I 

which might s~rve as controls in evalua.ting procedures in handliDg 

supplies in the farm meohanioB shop. It is generally agreed that a 

tar;mmechanics teacher whe is able to secure. store, a.Dd effeotively 

issue needed IUpplies with. a miJdDwn 10s8 of iXlStruction tim_ a.nd .. 

negligible loss of uaterlals, 'ether'things eeiDg equal, i8 the 'better 

instructor. Teachers are agreed that haDdliDg shop supplies is a oom-

plex problem. '9$ieh requires good business management and oooperatioD 

on the part of! other teachers. administrators, and pupils. 

Godfrq9 in 19lj) iGUad in a survey-made of 63 beginning &griM 

cultural teachers in CalitorBia with de to six years experisaoe tha-t 

52 percent of them had diffioulties in the :JDaDagement of supplies in 

the farm mechanios shop, while the remai'Dit.g 4B percent expressed seme 

difficulty-. 

Budget (a basis .for, parohase of supplies) 

From the writer's observation, it seems that one of the most 

9. Arthur J. Godfrey. ! Study of ~ Problems !!!.. BeglDn1t!g Teaohers 
~ Veoational ~r1culture. 
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important and. probably me81; aeglected. jobs that _8t be accomplished 
i 

by Utah shep teachers is to pr epare an anmal budget of 8 uppliea tor 
10 

the ),ear ahead. F(!)8.rd reports (l9!.t2) that only a few· of the 95 

TooatioDal agricul"blre teachers in !6.asQuri prepared. and used aD annual 

'budget. mekeelsll directing a stud)" OR the Indu.strial Arts program 

'With a committe. of 15 Industrial Arts teachers of· Utah,. agreed, 

It goes allllOSt without sayiDg that a well administered 
ahop will Deed. a carefully prepared budget. The 'budget will 
usually 'be made out in cooperation with the principal and 
will 1'011ow the accepted pattern used in that sohool. 

The .basis· for :mak:1ug the 'budget will be the inventor! es 
and the estimated enrollment tor the ooming year. !he in
ventories will tell "What is on hand and the estimated en
rollments will help in gauging needs tor the comiDg 'Tear. 
By dedue~illg the differences, it "Wl11 be possible t o Dudget 
the various things that will be needed. 

The budget for farm mechanics shop supplies depends upon an 

additiollal factor, viz., the program of work of the farm shop as 

irxf'luenced 'byr various local conditioDS as' ~ointed out by Canada12 

in Colorado, i 

10. 
11. 
12. 

It is gener8l.ly agreed that ~ graduated program. or 
farm mechaDi os instruction should 'be taught each year if 
students are tG have the essential information and skills 
required in the present d~ field of far.m mechanics. This 
means that approximately onewhalf of each year should be 
dsvC!)ted to the development of flmdamental skills in the 
various ferm mechanics enterprizes. Bere is the point of 
departure, for estimating with reasonable accuracy. 'the 
amount 'ot supplies needed to carry out the instructional 
program. in each class tor that year. Instructors in farm 
mechanics can compile such a list during the summer m.onths 
and su'bmi~ the list of supplies for biu. 

J. lIe FO&J'd, Farm Mechanios .!!! Vocational. Agricul'ture, p. 14. 
William J. Micheels. Industrial Arts in. Utah (Part one), pp.l41~l1.a2. 
R. W. Canada. Proper ttems 2!.. Stortiig;Ciieek'IiijB.nd Inventoryi!!i 
T0018,~1pment.!!:! ~lies!!. ~ ~ ~eohanics Shop •. p. 7. 



In this way, more supplies can be bought with the 
budget prqV1ding materials that will be on hand when 
needed. Tibis e:tfioient procedure will eliminate tne 
objectiona;ble pra~tiee of s ending boys down town to 
purehas e suppli e8 during school hours. fhe purohasing 
of most of the materials at one time will also be 
appreciated 'by sohool officials. sinoe this prooedure 
will eliminate a contirmous flow of small 'bills comiDg 
in. The amcunt 0t shop supplies to be carried by a 
department will be inf'luenced bY' 10ea1 conditions. A 
greater amount will need to be bought and stered in 
rural consolidated high sohools where supplies oannot 
be purohased locally. 

8 

Oasberg and' Maysl3 state (19.43) that the "usual procedure is 

that the teao~er asks tor wha.t suppli ea· he teels h.e needs am the 

high school prinoipal deoides whether he should get them or not." 
I 

. I 

fheir study further indicates that sou.nd Dusiness procedure 

prevails when Ian annual budget is prepared during the spring 

semester a8 an indicator for th.e year ahea.d. The Budget then 

beoomes a basis for purohase of supplies tor the fellowing term.. 

SelectioB~ SUpplies 

lfajor censideration should be gi vn to the proper selection 

of supplies. Lewis14 (1945) ~ecommend8 that suppl~~'hould be, 
I 

selected acoo~ing to their !!!, merl t, price, and purpose. Con-

sideration shOl1ld also be given to the vendor or venliors of these 

supplies, i.e., for service rendered, promptness, integrity. and 

honesty". Supplies are used, (a) tor the construction ot pupil' a 

projects, and. (b) fer pupil instruction such as demoutratlng 

how to cut a ratter tor a farm buildi~g. Oertain supplies suoh as 

Daila, glue. and sorews are expendable in the instruction procesl. 

13. Carl H. easberg and Arthur B. Ma,7s, SOhool Shop Administration, 
p. 74. 

J.4. John W. Lewis, Seleoting Supplies 2 EqUipment, pp. 372-314. 
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In the study made 'by the Iowa Department of Public Instructiol'l.;5 

supplies were dlassified in the two following oategories, 
I 
I 

Instructiollal supplies. uaterials and supplies that 
are used tor maintenance and instructional purposes and are 
not directly involved in the construction of articles that 
'Deoome th, property of the student. It may include su.ch 
items as oil, grease. glue. welding gas, sandpaper, finishes 
and other materials enough to la.st for the teaching year. 

Proj~ct materials. Materials purchased from a revolvimg 
fund usually. Lterials should include those that are used. 
and paid for by the student. It may include suoh items as 
lumber, speoial hardware. metal stook, leather, etc. MOst 
of these items should be pu.rohased in large enough amounts to 
last a wnele year effecting a savings in purohase price and 
time in reoording. ' 

Same supplies, :suoh as forge coal, weldiDg rods. and electrodes, are 
16 

usually turn1shed by the schools, according to Phipps. He further 

recommends that a schoGl provide a revolving ~ to p.v for project 

materia.ls, 

As the instructor s ells the supplies to the students. he 
collects the money and turns it in at. tAe -school's office. 
where it is oredited to the revolving fUDd. When more 
supplies are purchased. these are charged to the same fund. 
Sometimes supplies are sold with a ten per cent (sio.) 
marlcup to allow for waste.Whf;tn it is a general policY' for 
a 8 chool 1;0' pay similar oharges tor other d apartments in the 
school, aimarkup 18 not u~ed. ' 

The us e of a ~evolviDg fund is by no means & general mle 1n the 

17 
schools of utah. Downs made a study of various plans used in financing 

farm meohanios programs in the rural high schools of Utah in 1952. 

He sent GUt a, questiOJm&ire to 50 schools in Utah oonducting farm mech

anics programs • Thirty-five ot these schools returned the questionnaire. 

Iowa Department of PubliQ Instruction, In.dustrial Arts tor Secondary 
Schools, .p. 52. --
Lloyd J. PhiP~8, Handboek on Teaching Vocational Agriculture· p. 711 •. 
Elvin D~. unds for thehrchase of Su~p1ieB used in Farm' 
MechaDios Shops in utah High Schools;-p. .• - --
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A summary of a part of the questionnaire reveals the following: 
i 
I: 

Question. Do you have a revolving fund wh:ich permits the 
purchase! of lum.ber~ iron. leather. etc. in quantity? (Yes 
or No) 

i 

S~y of answers. 
a. Xwenty three answer_ yes. 
b. Twelve answered DO. 

Question,: How muoh does the distriet provide each -rear per 
student enrolled in farm mechanios for instructional 
supplies, a.ud other consumable teaohiDg materials' 

slllDlD.8.ry of answers. 
a. Amoti:nt furnished per student ranged trom $0.00 to $5.00. 
b. The average was $1.53 per student. 

This report revea.ls the extr_e lack of uniformity of practioes used 

in the financing of the purchas-e of supplies in lJtah farm shops. and 

that_ teachers are aware of the problem and reel tha.t a study' must be 

made 'before satisfactory practices can lit. adopted in school shops. 

Requisition for supplies 

Some teaohers experience ditticulty ill k:nming 'What supplies 

(kind. qual! ty l eto •• ) to select. In a Utah Industrial Arts study 

18 
edi ted ,by lIich~els • it is suggested that the t ea.cherl 

••• 'build an extensive library of: catalogues. trade periodi
cals and, other reference material that will be helpful-men 
deoidiDg (1)]1 the kinds and types ot materials to be ordered. 
Such a library can be developed easily D,y merely sending 
post caru to the variou.s tirms asking tor a catalogue. and 
requesting to be put on their ailing list. 

The inferenoe iis that JEking of an adequate requisition is not to be 
1 

taken too lightly. tor a single error can cause the teacher trouble 

and will otten disrupt the teaChing program. 

19 
'When writing the various items of the requisition. Micheel 

suggests the teacher be very exact. and inolu.de all the' necessary 
i - - -----~ 

16. Miohaels ~. oit •• p. 151. 
19. .!!!!. 
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information. . He auggests that the requisition contain, 
i 

a. Numb~ of ani tl to be ordered. 
b. The ck,rrect Deme of the material. 
c. A complete desoription of the product" 

inoluding, size, shape, any peculiar 
ohar.cteri stics, DlDJ.ber if any" and 
specific type desired. 

d. Catalogue IlWIlber, :ume of oompany, and 
catalogue page. 

e. Uni t oost. 
i. fotal cost. 

In addition to the above information suggested for the requisition, 

it is assumed that the requisition c-ontain (a) purohase order number. 

(b) name and address of the shop ordering the supplies, (0) how to 

ship or deliver supplies, (d) deliver,y date after which supplies 

will not be aQcep~ed, aDd (~) who will make payment 'for the supplies. 

The writer~ in his visits to Utah school d:i. striots determined that 

the purchase of supplies 'is normally made by the olerk of the 'board 

of education or the high sohool principal. From the literature cited, 

the prevailing: praotice is that the requisition,original and first 
I 

carbon oopy, after being completed and checked by the farm mech.an1cs 

teacher. is £1~eQ with the high school principal tor approval. He 
I 

forwards ~he original to the superintendent or his duly authorized 

agent. Payment ia made bJ' the elark or purchasing agent only UPOD 

the Signature ot the shop instructor on the invoice certi£yimg that 

the supplies have been received. 

Storage of supplies 

The influenoe ot the several writers is that materials nmst 'be 

ohecked as soon as they have been reoeived. to determine whether a!W 

breakage has resulted. 

The basic·. storage requirements tor supplies, according to 



20 
Cline. (1946) are as follows. 

a. Space tor supplies must be arranged to suite the 
I 

size~ nature, and kind of supplies to be stored. 
b. Spao~ to afford-adequate proteotion agaiDBt loss. 

damage- and d~terioration. 
o. To bEl arranged and classified so that materia.ls can 

be leoated or returned to storage with mirJillU1 time 
and effort. 

do Fit into a general plan and design of the building 
and rooms,-both as to appearanoe and storage utility. 

e. Be located and arranged so as to af'fo~d maximwD. 
partioipation of students. 

f. Include provisions tor necesse.r.r expausioB and 
additioDs t:£ new materials inoident to growth and 
progress ot the department. 

12 

Casberg and Mays21 suggest that suoh items as paint. va.rnish, 

oils be stored. in metal cabinets. In planning storage "faoilities tor 

small items s~ch as brads, sorews. and bolts it is better to use 

containers or drawers that can be easily ]a, beled and arranged in an. 

o,rderly and accessible manner. Storage rooms should be well lighted. 

Weaver22 i resalves the storage problem. as tollows. 

a. Conveniently to minimize labor. 
b. So they may be issued quickly and orderly. 
c. For ease of maintaining while 'in storage. 
d. So supplies may be aocounted for easily. 
e. So tl}ey are visible so far as possible tG prevent 

ciupl~oation. aid in maintaining adequate supplies, 
to p~r.mit quick inspeotion and prevent wastage. 

I 

Handling materials 

In order to provide for econOJlW' in the use of materials and to 

train student~ in good business procedures" wea.ver
23 points out that 

I 

the student should always use areqllisi tiOD form. to withdraw materials 

20. 
21. 
22. 

23. 

R. W. Cline. "sPace!2! Teaching Materials, tt p. 24. 
Caslllurg &: Mays • ..2£. oi t., p. 76. 
Gilbert G. Weaver. Shop Orga.nization and Management for Vooational 
Teaohers, pp. 49-51. -- -
Weaver, OPe cit •• p. 51. 



trom the supply room 'W~ther a charge is made for them or not. 

Erioson24 alS~ recommends the use 'of requisition blanks or forms, 

Students: should De required to make out a.nd present bills 
of materials or reqpisitions tor suppl~es that the,y wish to 
use. This should be done 'Whether or not· such materials are 
furnished tree. Regularity in this respect is essential 
factor i~ the proper use ot materials. Written orders. 
containing estimated costs, also impress students wi th the 
value of JIB. terials and make them less likely to ask for 
additianal amounts without good reasons. A simple form 
for this' purpose may me made up. The arrangement of the 
form. is not essential. The faot that one should 'b e used 
is important.' - - - - --

The req~sition for.m or bill ~t materials should includes (a) 

13 

a sketoh drawn to indicate the type of project tor 'Which the materials 

will be used; i (b) the kind and quantity ot materials desired. (0) the 
i 
I 

student's name, a.ddress, his olass, and the name of the project; (d) 

the estimated! cost of the project; and (3) the final go-ahead initials 

ot the teacher. 

There are several methods oommonly used in handling materials in 

the shop. 
25 . 

Casberg and Mays discuss four methods I 

a. Materials are issued as called tor on the requisi tian 
form; by a paid supply clerk. 

b. students are appointed to serve as supply clerk 01' the 
instructor. Students are rotated throu.ghout the semester. 

c. The student go_as to the supply room.to get materials 
under the general oversight of the teacher. or the 
teae~er ~ssues materials to students. 

d. Insi,"b on accurate material bills made out in duplicate -
Record keeping is minimized when the teacher -requests 
an original. material hill tor eaoh projeot made. 

Inventory of supplies 

In its simplest torm an inventory is a written listing of material 

in possession~ of' the owner. A contimous inventory is one which keeps 

24. Emanuel E. Ericson, Teaching the Industrial Arts. p. 238. 
25. Casberg and Mays, !R.. ~ •• P:--5li. -



the reoord up to date by posting additions and withdrawals at the time 

they are made ~nd' reoording the balance. 8mi th26 lists the many uses 

of an. inventory reoord: 

a. A oontrol of school properties tor general acoounting. 
'b. Guide, in purohasing tor quantities to 88 bought in 

oonneotion with the annual budget ot needs. 
c. To pr,event unneoessary duplioation. 
d. Avoidanoe of oll>so~ete and slow movillg items. 
e. A guide for repla.cements' .. maintenanoe and repairs. 
t. A guide tor insuranoe adjustments due to fire .. 

theft and misplacement. 

Beoause of its many purposes an inventory is very important. To 

aooomplish the purposes listed 'by 8mi th it is necessary for items ot 

the inventory to be adequately identified .. giving explicit information 

regarding location .. quantities on hand .. oondition of item .. and acou.rate 

desoription of each item and cost. 

The Illinois State Board27 advooates the use of an inventory form. 

that may 'be used tor s ever&l years. The Board requires.. as one of the 

first jobs ot :new teaohers.' the taking of a physica.l inventory or 

supplies on hand in the shop. This inventory- is taken with the assis

tance ~ of the ~etiring teaoher and the prinoipal of the school. It is 

generally a.gr~ed tha.t the inventory (a) should be acourate .. (b) should 

be _de on a printed form, (0) should be made on a separate fom. tor 

ea.oh olassifioation of supplies, i.e ... all plumli>ing supplies listed 

tog ether.. etc. 
I 

The Illinois stu(br also reoommends that "materials whioh are 

furnished 'by the Board of Eduoation shou,ld be inventoried independently 

from _terials; purohased trom a revolving fund) materials purchased 
I 

out of a revo~~i:ng fund should include oost of item and tQtal value; 

i 

26. George F.! 8m! th. A Continuous Inventory ot Supplies and Equipment .. 
pp. 386-393. 

27. state of !~llinois Board tor Vocational Eduoation, Indlstrial .Arts 
General Shop (Series A. Bul. 123), Sept. 1950. p. 69. -
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and students should assist in t_ing the inventory as part of their 

training.1t 

. 28 
Kramer advocates the use of a conti_ous inventory system made 

I 

'upon 3~inch x .5-inch cards. These cards are looated on the st9r age 

bin, shelf or raok where supplies are looated. Eaoh w.i. thdrawal is 

recorded. In this manner a teacher nay al'Vl8fs know ~t a glance what 

supplies he has on hand. This system. is enly one ot many types used 
I 

I 

in sh ops todaY'. 

. 29 In a utah Indsutrial Arts study" Ib.oheel recommends a oomplete 
I 

inventory be taken at the end of each year. at the end ot each semester, 

or a oontimous inventory be taken. A oopY' should be placed in the 

principal's oftioe, and it should be brought up to date from semester 

to semester. including any new purohases whioh ms:y have been made. The 
I 

inventory should include (1) "number. name. make and desoription of 

the article; (2) unit and cost when new as well as date of purchase 

and smrce of 'purchase. U 

Aocording to Phipps30 (1952) an amal inventory is needed. 

"Items of equipment and supply will be lost and will wear out. An 

inventory is an organized method of discovering needs and keeping a 

reoord of equi.pment. A normal loss and wearing out of equipment is 

expected eaohiyear by administrators." 
I 

Finanoial reoqrds ot ~!!:!:! mechanics shop 

Oasberg and ~s31 recG.mmend that a teaoher should never haadle 

sohool money un! eas he is b GDded. It is unfair to require a shop 

I. J. Kr~er" Simple Inventory Systems tor Materials ~ Supplies, 
p. 471. I ' 

Micheel, '~, ~. p. l.4L. 
Phipps, op. cit. p. 948. 
Oaaberg I JIai1s. ~. oit •• p. 98. 

• 
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teacher to assume suoh a responsibility. They reoommend that all materials 

purchased by the pupil should first be paid tor by the student to the 

principal's oftioe. This payment is indioa.ted by the presenoe of an 

approved requisition signed by the instructor to the prinoipal's offioe 

'by the stu.dent making the projeot. Following payment the student may 

draw the materia.ls to be used in construotion of his projeot. 

Englehar4'b and Englehardt32 recommend that all teachers who 

handle money should i e Bonded. 

Some sch~ls require pupils to purchase ooupons or shop cards 

from the principal's office. When a student buys supplies the 

instnctor punches the value of the sale trom the card. Essential 

information that the oard should oontain include (a) name of student. 

(li» serial number for -identification pllrposes if card is lost 

. (teacher keeps a. reoord of names of students and card IS erial numbers 
i . . 

of each stude~t), (e) name of sohool, and (d) value of oard printed 
i 

around the edge of the card in common coin values. 

Wilmr33 :recommends concerning financial records the following: 

Teaohers should be partioular ly oareful in k.e eping aocurate 
reoords of all finanoial matters related to the sohool shop. 
Frequently a teacherts standing in a COmmRnit,y may' depend 

.upon his ability to demonstrate olearly the disposition of 
funds collect~d for projects and materials. 

1Ihatever els e a teaoher may do or :Ie ave undone his record 
of fina.!lCial dealing should be olear and accurate. 

&. Money received. It should be 1DJmediately recorded. 
if possible in presence of the student from 'Whom the money 
is collec>ted. .A set of duplioate reoeipts one of which is 
given to ithe .. student has been found effeotive record for 
purposesiof aooounting. 

b. om 'barned over to the school. It is important 
t~t the teaoher have&reoord of moneY' 'Whioh is turned 

32. N. L. ~leha.~dt and Fred Englehardt .. Public Sohool Business 
Adminis~rati on. p. 328. 

33. Wilbur.;op. oit •• p. 238. ,--



over to the proper 8ohool author1 ty. The amoullt r ecei ved 
from students unless other arrangements have been made. (Sic.) 
Here again a duplicate receipt shou.ld be made. One to be 
kept by the office and the other by the instructor. 

o. Money paid out. In some schools teachers are 
parmi tted to use oollected money tor projeots as a petty 
cash fund to purohase supplies for the shop. 'When -this i8 
the case the teacher should oe partioularlycareful to keep 
an acourate record of all such expenditures. A Ipecif~o 
entr.y for eaoh pruohase. together ~th a receipted sales 
slip should 'be sufficient evidence. Money reoeived and money 
paid out plu8 cash on hand shou.ld al1l8.ys balance. 

Records are likely to .e effective and accurate to the extent 
to whioh they can De kept without an excessive expenditure 
of time and effort. A record system that requires more than 
one half hour a day of teachers (sic.) time is inefficient 
and should be discarded. 

17 

~ . 
Davis School District· over a period of years ha~ developed what 

i8 ae01ai_d to be efficient forms and procedures used in the sale. 

of suppli as. When mQney is received. it is imaediately recorded. 

preferably in "th'e presence of the pupil trom whom the. money is 

colleoted. Duplicate receipts are made. the original ODe of ~ch 

is given to the pupil. This has been found to be an effeotive reoord 

for purposes of aooounting. Money is turned over to the school 

treasurer. each day. The instructor receives a duplicate receipt for 

suoh moneys from the school treasurer. All purohases are paid tor 'by 

the sohool treasurer ·or the Clerk of the Board of Education. 

Develo~ent E!. evaluati va cri tena 

the American Teohnical 800iet,'4 in 1952 developed after consider-

able work an excellent evaluatioD- prooedure to be used in trade and 

industrial education. This means a progressive ·teaoher is always 
! 

on the alert ~o disoover new methods and new ideas. He is not content 
I 

I 
I 

.. See Appe¥1x A tor sample supply forms used in Davis School District. 
,Lt.. Amerioan ITechnical Society. A Procedure tor Evaluating a Local 

Program Of Trade ~ Ind;u.strI'al Eduoation.- -

) 



to oontinue the use of ineffio1e:n:t methods. An effective method tor 

improvement is I through the use of approv.ed evaluation instnuua.t.~ 
! '5 . 

The Cooperative Study of Secondary Schoel Stand.ards extending 

18 

from 1936 to 1939 resulted in the·toraulation of a group of evaluatimg 

oriteria Whiehwere validated by field tests and proved to be rle~iDle 
. II 

for use ia all,departments of bigh sohool, including tarm meohanios. 

A. 'body of guidiug principles were selected from. the literature 

of secondary scheolsJ these principles were appraised. revised, and 

classified int() six areas. Appropriate oheoklists were formulated 

to permit evaluation of prevailing conditicm.s in terms of the criteria 
I . 

on a five-point seale. As a result of the use of these evaluations a 

seventh edition was published in 1950. 'Which is now Being us ed tor 

evalllation" at! Dl1la.tion" and ~owtll. 

The sum total of the Uguiding principles" in this study constitutes 

a philosophy ~1; of "ioh the objectives grow. The o'bjectives in turn 

give direotion to _1'8 and m.eans of securing desirable outcomes. 

Another evaluative study _8 made of Vocational Education!! 

Agrlcalture by:the Nat1oDB.l Committee on Standards for Vocation Eduoa

tioD. in Agrieultu.re.36 Many of the teohl2iques used in this studY' 
I 

resermle these'in the Cooperative Study. After three revisions and a 

trial in eight! states. the oriteria were revised. Trained evaluati8n 

oommittees mad~ evaluations of the total program .r vooational agricul-
I . . 

ture. On a .fiS of the oharaoteristics rated. the departmen~ progr8ll8 

were termed nV~ry Superior, R DSuperior. U "Average." "Interio:;" and 

35. Cooperative Study of Seoo:ndary SChool Standards, Evaluatien of 
SEJCondttr.r Schools, p. 535. . - . 

36. Feaeril S,ouri ty Agenc)". Of'fioe of Education. A! Analysis !£ Local 
Programs _Ot_ Vecational Eduoation in .Agriculture. 
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"Vert Inferior_:-

Following ~he e~luatien ot the 4,00 agricultural ~epartments in 47 
I 

states .. another revision of the eriteria was made. ~he aecoad editioD. 

or the oriteria was printed tor general evaluation purposes.'7 In this 

torm there are :ten major areas Ydth accompanying criteria. !he checlclists 

of the oriteria were adapted to a five-point scale and the evalu.ative-

ratings were designed on a five-point rmmerical scale. 

Another stucV' 01es811' allied to the problem selected. h1"the writer, 

Oriteria for EvalliatiDg Programs 2! Preparation tor Teaohers of ~

tional Agrioulture, was made 'by B,rwmer38 ot PeDJ1Sylvam..a. He used the 

opinion of a jury in setting up his oriteria. He made a trial applica* 

tioD of the oriteria in the teacher traiDiag program of whioh he 'ftS 

di rector. 'fhis particular study has one charaoteristio the. t i8 <111 te 

urdque. What BruDer terms liThe Guiding Statements of PGsitioa" 

(equivalent to, "guidi-ug- principles" in the- pres-ent stu.dy with accompany
i 

ing oheck lists and evaluating items) are weighted acoording to their 

relative importance. AJlother d.eparture provided tor a percentage soore 

at the conolusion of the evaluation. 

The Coop.~ative Study of Secondar,y Sohool StandardsJ9 recamneDds 

that, "Criteria should be brief' cough in extent. sufficiently 'Varied 

in torm. and convement encru.gh 1. arrangement to be practicable tor 

use in secondary- s cuol •• tt As a further requirement this same sauroe 

na1ms the oDservatioll. "~e oonsidered judgm.eJlt of compet_t .'d.ueators 

1s an as sential factor in the evaluation of the fluali ty and character 

of the "WOrk or the school. tJ 

38. 

National Committee on Standards for Vocational Education ,in Agricul ... 
ture" Evatuative Criteria for Vocational Bducation ill Agriculture. 
Henry S. Brtmner. Criteria for Evaluating -Programs ;; Preparation !.!!!.. 
!eaoAers 2! Vocational Agriculture. 
Cooperative Study of Secondary Ichool Standards. ~. Cit., p. 
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Cri ten. tor Eva.luati~ Programs of Agriculture !! ~ Commrmity' 

College 'by Cl7~ura40 i. a studY' Dational in character use~ a similar 

teolmique to that of The Secondary School Study. lIis stud.Y uses the 

ju.l7 system. of developing the oriteria. Clyburn had the ad.vantage rJt 

u8i~ people partioipating 13 a junior college convention 1. addition 

to his Campus ¥visory Committee and an Off-Campus Jury. He also had 

the cooperatioD of the Amerioan Jtm10r College Association. The work 

'ftS -validated 'by field trials and the judgment of his seleoted j1U7'-

Summary 

A. few maj~r deductions are apparent trom"a review of the litera
I 

ture in the se~eral fields related to the pro.1em ot this study'. theae 
I 

may Be summarized as follows: 

a. There. is aVailable at thEt pres.at time no valid instnament or 

device to aasure the eftioienoy of han.dling su.pplies in tae sohool 

farm meohanlos shop. 

D. In a mmiber of local and national studies cited. a jury of 

experts was selected to tormla'te ooaoise stat_eta of desiraDle 

guid.ing principles to be used in evaluating prevailing eduoational 

oonditions. 

0-. From a review of the literature some guidiDg prinoiples _'1' 1I»e 

crystallized ~ used a8 a. 'basis tor the t-Ormulation of criteria for 

evalua.ting the, effectiveness of handling supplies in the farm shop. 

These include the followings 

a. A well administered shop will need each year a carefully-

prepared budget as a basis for purchase of supplies. 

40. Lloyd E. 9lyburn. Criteria tor Evaluating Programs of Agriculture 
.!!!: ~ Colmmllu ty College. - -
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.. ' li. IBIJnOI'll ill t _ _ Obam.OI should 00IIIp11e a 111t et slIpp11 .. 

duriJ the SUllllier JIAIId;ha ell ,a propel' r8qUisi tic tel' IIItlppll .. 

Il~ for, the ytllL1" ahead. . . . , 

o. The 8C!hool _.14 ,r.n..e, a revaln,. tund 'to paJ' tor prejeet: 
, 1:' i ~' , . . ._:+1s. aDd tand.111iBSt:ruotiCJI&li 11IptlUas for tlle tan. . 

_eo i c.~ .hep~ ~ ~ , '"'. 

d. SuPP1~,e as aD4 _t8l'ialBshe11ld 1te n~ed. fliJl' . eale at bandlbg, 

oonT.~ent ~ fer' tIl.8. ancl viallD1. for· chectiag iii adeq, .. te :c-+_s. '.' . 
e. 'PIlp11ilhoald 1te required t411 make cut aDd ],II'as_1o 1I111s et 

;_t-Ts er requisitioas tor I1lppll,iestllat t ll.,,,iS11 to 111\. 

1Ihe'IIl\f . tu.naisheli fl'88 or purollasa4iry 1;118 papU •.. 

f .. ' ',.Aoo.p~a.l-e lavmor)".ls .talcenof all at.rials in a 'basinesslike 4·: ' .......... , ..... , ..... . 
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CHAPTER III , 

THE DEVELOPMEtrr OF THE CRITERIA 

A renew of the literature in the fields related. to the study 

provide definite .help.in formulating specific criteria. AccordiDgly 

the writer has exptitnded the list of principles alsemBled from. th.e litera .. 

ture and inoluded those whioh cover all aspeots of the problem. 

Guiding principle. 

These proposed prinoiples were submitted as oontrols tor evalua-

tioD to two members of the Faculty Superviso17 Oommi tte8, Professors 

L. I.. Humpherys and S. S. Richardson, tor their criticism. and 

comments. After close examination it _s found that the torm could 

be Simplified By using a key word or words to identify' quiokly the 

"guidi'ng priaeipleu in each area. The revised 11st was again sultmttted 

to the Faculty ;Supervisory Committee members tor their critioism 

and recommendations. The first set of these revised prinoiples were. 

1. Purchase ot supplies. Supplies are purchased in aooordance 
~th a definite distriot policy. 

2. Budget. A 9udget for tarm mechanics supplies is suBmitted 
to the Board of Education each spring as a bases tor authorization ot 
purohases tor the following .,.eer. 

3. Inventorz. An inventory :1.1 taken of all supplies at least 
onoe each year as a public reoord of expenditures tor the shop. 

. 4. :atetz- Safety regulations are a'bserved in the storage 
and handl ng of supplies. . 

5. Revol v.i.ng fund. A reval v.ing fund 18 S at up 'by the district 
tor the purchase of IS upplies used and sold '£ or construction ot hCDlle 
projects. i 

I 

6. Estimating SUPtlies. Students receive traimng in good 
business proo~l1res in1ie estimating and purchase of supplies. 

. I 

7. !!:!!.!!.. supplies. 'fhe student pays the school a fair price 
tor all materia.ls used trom sohool supplies in project oonstruotion. 



, 7. .!!!! of supplies. The student pays the sohoQl a fair price 
tor all materia1~ used trom school supplies in projeot construction. 

8. Annual: report. The farm meohanios instructor submits 'to 
the high sCheol ~rincipal a record annually of all sohool purohases. 
sales" and inventories of 8applies. 

9. Co~b1e supplies. The school distriot provides supplies 
used exclusively for shop, demonstrations and instructional purposes. 

10. Indi vidual stu.dent reoords. An a.dequate record is kept of 
supplies purChaa1ea: liy studelits for the oonstruction of projects in 
the shop. 

11. Efficiency in bandllag supplies. A minimum of' time and 
effort is spent ~y the instructor to control the storage and issuance 
of farm mechanics supplies. 

Revised !!!! !!... iprinoiples 
! 

With the ~ecomm.endatiolls of thfJ 'Fa.culty Supervisory Oommittee, 

a oonsolidation and further revision was made. ,The alevell ttguidiDg 

prinoiples" were further reduced to seven, oovering as many areas in 

the first revision. The revised prinoiples are as folloW8: 

1. Pu.robAse of fNpplies. The efficienoy of operatioD of a 
farm mechanics &hop 1s dependent in a large meaSure on the availabili t:r 
of oon~Dle and instruotional supplies-oonveniently and systematically 
stored in the tarm meohanics shop. Adequate supplies should 'be purohased 
well in advance 'of the opening of' sehool on a basis ot the spring 
inventory of su.pplies on hand. the estimated enrollment of the year 
ahead. and the Jstimated needs for projects of individual ,students. 
Purohase of all supplies· is made througb the use of approved requisition 
forms imtiated'by the farm mechanics teachers and oM_eled through 
the high school and school district otfice. 

2. J\.tmu.al r~ort ot inventory. The farm meehamel instructor 
submits to the hig~sohool principal annually a record of inventories 
of aterials OD..ihand. 

I 

3. Orderly issuanoe. Adequ.ate space ~s pro'Vicled tor the storage 
and orderly issuance of all supplies. 

4. Estimating supplies. . Students receive trainiDg in good 
_siness procedure in estimating and purchase of supplies. 

5. Safety!!. handling supplies~ Safety regulations are olosened 
in the storage ~nd handling of supplies. Sufficient space tor preseut 
and future stor~e ;requirements are provided. 



6. Reval ving fund. A. revolving fund is set up by the school 
distriot for the: purchase of supplies used and sold to students in the 
construction of home projects. 

7. Sale of suppli es. The student pays the s cheol a fair 
price tor all materIals used from sohool supplies in the construotion 
of home projects. 

Needed -information and checklists 

To eaoh of
i 
the "guiding principles" was added the speoific in

formation items needed to make a valid evaluation, together with a 

grcup or "check 'items" believed to 'be essential and helpful i11 evalua

ting the extem.t to which the prevailing conditions canform to the 

"guiding priDoi~le." 

Evalu~tioD stat~ments 

One or more evalu.ation statements was designed to help t,he evalua-

tor to register I judgment on the pertinent area in the light of the standard 

of excellence stated in the guiding prinoiple. Provisions were made tor 
I 

scoring the ohe~k items and registering the evaluations on a five-point 

Clualitative soale. 

Eaoh cri teroD then is composed ot a guiding principle. ini'ormati0D 

concerning pr~iling conditions. a checklist ot speoific items needed 

to make an evaluation and the evaluation statements. 

Validation of' the oriteria 
--:-

The writer in consultation with his Faculty Advisory Committee 

made a tirst draft of the criteria and submitted it to a seleoted group 

ot six oompetent farm meohanics teaohers for suggestions and reco~enda. 

tiona tor revision. With the suggestions ot tbis group and the FaoultY' 

Advisory Cammittee a first revision was made and mailed to a larger 

group of 30 tarm. mechanios teachers in Utah a.nd other vocational leaders I . 
for their cri ti'cism. and recommendations. In the light of these sugges-

:;:-.. 

tiona a seoond irevision was made. 
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The seoond! revision was used for a trial evalua.tion in the Farm 

Mechanics Department at South Cache High School, Hyrum, Utah. 

The first revisi'on of criteria 

The revision of the first draft of the oriteria as explained else-

'Where was mailed to 30 farm mechanics teachers and other leaders attaohed 

I * to a circular letter in'V1ting these individuals to familiarize them-

selves with the :proposed measuring instrument, make oriticisms and 

reoommendations, and return 'by letter. 'rwenty-three responded wi th 

construotive suggestions. 

!he oontents and arrangement of the first revision of ori teria 

are set forth in the 1'ollow.i.ng pages I 

See appendix 
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CRITERIA FOR EVALUATING PROCEDURES AND TECHNIQUES USED IN HANDLIlfG SUPPLIES 

III THE FA.1UlI J.4ECHA'N"ICS DEPARTDN'TS IN UTAH HIGH SCHOOIB 

Directions 

rrinciples 

The principles are statements subscribed to 'bY' a group of successtul 
individuals (teaohers, aaainistrators. supervisors, and lay people) tram 
utah and other states. ~hese guiding principles form the 'bases by whioh 
a teaoher may determine how well that 'phase of his farm. mechanios pro
gram is meet!. ng : the standards ot a go od department. 

Cheoklists 

The check~ists consist ot practioes, provisions, and conditions 
found in a good: tarm mechanics department. A looal shop program may 
lack some of these items, but excel1 in others. The cheoklists are 
intended as a factual determination of how well a department measures 
up to the priDeiples in'VOlved in shop supply prooedure. 

The cheoklist items are to be marked in the parentheses preceeding 
them 'Wi. th the symbols A, B.. O. and N. 

A. Indic~tes that the provision or praotioe or condition is 
present tully_ 

B. Indicates that the proviSion, praotice. or condition is present 
to some extent. 

C. Indicates that the proviSion, practice, or condition is missing 
but is needed. 

B. I;ndicates that the pr ovision, practioe, or condition does not 
apply or is not desirable. 

Evaluation summary 

Evaluations represent the best judgmeBt of those making the evaluation. 
The evalua.tion 811J11lD8.ry is based on personal observation and judgment in 
the light of the oheoklist items as they have been scored on the available 
information needed. This evaluation is made on a point soa'le 00_on1y 
used in many evaluati ons: 

5 - Exoellent; proviSions are functioning fully and/or conditiOllS are 
extensive. 

4 - Very good; provisions are moderately ertensive and function well. 
3 .. Good; the provisions are average" present and functioning about average. 
2 .. Fair; the proviSions are limited and are funct10mng Delow average. 
1 .,.. Poor; the proviSions are very limited and are funotioning very poorly. 
I - Jassing or ~oes not apply. 
• I 

How to use this evaluation 

Effective, use ot these torms depends upon the individual under
standing its Ptl1pose and how it is to be used, The teaoher should go 

I 
I 
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over these oriteria with someone 'Who is familiar with it even though it 
may be us ed only as a selt help. 

AN EVALUATION OF I\IlETHODS OF HANDLING SUPPLIES IN THE FARM mCllANICS SHOP 

I Purohase of'Supplies 

The efficienoy of' operation of a farm meohanios shop is dependent 
in a large measure on the availability of consumable and instru.ctional 
supplies conveniently and systematically stored in the farm mechanics 
shop. AdSq\lat e supplies s~ould be purchased well in advanoe of the ,open
ing of school on a basis of' the spring inventory of supplies on hand, 
the estimated enrollment of the year ahead" and the estimated needs of 
projects of individual students. Purchase ot all supplies is on approved 
requisition fo~ initiated by the farm. mechaDios teaoher and oha:rmeled 
through the school district office. . 

A. Informs. tion needed. 

1. List of the schoGl shop enrollment (mmber of students on olass rolls) 
a. All day students ____ _ 
b. Young farmers 
c. Adult f!armers 

Total enrollment -----
2. .A. oOPY' of the annual budget in farm mechanies. 

3. Copies of a:pproved purchase or requisition order forms used in 
purchasing 'supplies. 

~ Shop problems and projeots ot enrollees and the neoessar,y supplies 
stored. in the supply room. PLACE A CHECK denoting the importanoe ot 
stocking the neoessary supplies in the table below, 

Importance 
I 

Shop problem .... 
0 ...., 
i 

a. Farm. carpentry area 
(I) Feeders" bins 
(2) lI'arm structures 
(3) Gates, fences 
(4) EstimatiDg 
(5) Sketching 
(6) 
(1) 

... 
0 2l $:2 
:g 0 

:z; 

~portanQe Becessar,y supplies stooked 
' in shop for use in connection S B ! .,.., s:l 
'wi th solving of s hop problem :i $I ~ 

b. Farm. oarpentry supplies 
(l) Belts" machine & Carriage 
(2) Bolts. stove 
(3) Hinges" hasps" etc. 
(4) Dwmber. instr. & projeot 
(5) Nails 
(6) Screws" brads. fasteners 
(7) Sandpaper 
(8) Glue 
(9) 
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4. (Shop 'problems alld supplies, continued) 

Importanoe 

Shop problem J..& 
0 on 

~ 

o. General shop problems 
(1) Concrete' oonstruction 
(2) Eleotrical projects 
( 3) Irri ga ti on struc-

tures i 

(4) Rope work 
(5) Painting 
(6) Plumbing, sanitation 
(7) 
(8) 

e. Ifachinery, farm. 
(1) Planting machinery 
(2) Harvest:ing mach

inery 
(3) Cultivating machin-

ery 
(4) Ga.rden ~quipment 
(5) Tractor, truok 
(6) 
(7) 

g. Metal 'WOrk area 
(1) Rot and cold 

,metal I 

(2) Arc welding 
(3) Aoetylene wel.ding 
(4) Sheet metal 
(5) Soldering 
(6) ~ empering 
(7) 

... 
0 tD 
s:2 Q 

~ 0 
l2; 

I Importallce 
Shop supplies necessary 

on hand ... 
~ 0 on 

== 
$1 

d. General shop supplies 
(1) Blades, hacksaw 
(2) Cement, portland 
(3) Sand and gravel 
(4) Paint, implement, 

and 'WOod 
(5) Supplies, electri-

cal 
(6) Suppli as ~ plumbing 
(7) Tape. friction 
(a) Varnish, shellac 
( 9) Oompr es sed air 

(10) 

t. Farm machinery 
supplies 
(1) ,Cleaning solvents 
(2) Gasoline &/or 

kerosene 
(3) Oil, motor & 

machine 
(4) Grease, lubricating 
(5) Parts, tam 

maohinery 
( 6 ) Rivets, farm 

maChinery . 
(7) Bolts & washers, F .1l. 
(8) 
(9) 

h. Meta.l working supplies 
(1) Ooal, coke~ water 
(2) Fluxes, welding 
(3) Solder, acid oore 
(4) Welding roo, arc 

&: acet. 
(5) Ketal, angle, flat, 

ohannel, etc. 
(6) Washers, screws, 

rivets 
(7) 
(8) 
(9) 

Q) 

~ 
0 
~ 
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B. Checklist ~ supply purohase (Rate A. B. ~. & N) 

1 

1. Availability.2! supplies for student ,use 

( ) a. A suffioient q~antity of supplies is purohased"for the entire 
teaohing year. 

( ) b. Essential supplies used in the produotion of student projeots 
in the instruotional p~ogrrum are stooked in the sohool shop. 

( ) o. Supplies are purohased and Btooked for instruotional 
demo~strational purposes. . 

2. Anwal budget, a basis for purohaf$e of supplies 
~ ~-- ~ 

( ) d. The budget inoludes: 
(1) An itemited list of supplies specifying desoription, 

( ) e. 

quanti ty, and quality of' eaoh item. 
(2) ~eeded repairs and improvements. 
The basis for the annual shop budget is: ! 

(1) ,Total shop' enrollment, for the year " 
(2) ~pplres-' on'h9iia- as-'reflec-ced"bY the"'sprlng -i'riv8ritory. 
(3) tt'ype-'ofJ'oommunity projects and problems enrolle'es are 

ins~ruoted in. 
( ) f. A copy of the anmal budget is' filed for futur'e reference in 

the .offioe of the principal, the district superintendent, 
and the F. M. instruotor. 

3. Purohase prooedure is businesslike 
. ~~ , 

( ) 

( ) 
( ) 

( ) 

( ) 

( ) 

( ) 1. 

g~ The irequisition form resembles the distriot 'purohase order form. 
h. The 'requisition form. provides-for.'," ," 

m :::- :~~~~ar~B ~~t:t~:~~~:~~:~~~:~ ~:~~~:t~~~~!:eB. 
(3) A definite order number, order date. and space provided 

;for signature of responsible persons involved in making 
!the purchas e. .' . .. -' I -

(4) Desoription, amoUnt, and oost of the- purohase by i tam. 
i ~ All isupply re~is~ tions are approved by the high sohool prinoipal. 
j. Little admiilistrative delay is involved in prooessing the 

. requisition. 
k. A oOPY of the requisition is retained by the shop, the princi

pal's offioe and" the distriot clerk of the-t1ohool board. 
1. Shop instroctor ohecks inooming 8uppli-es against duplioate 

reqUisition-or oopy or purohase order from the Clerk of the 
Board ·ofEducation. - - - , ., ' 

m. Payment of supplies is made only upon evidenoe from the shop 
instruotor that the supplies have been reoeived. (Checked 
and 'approved duplioate order form) 

d. Evaluation ·su:m:m.a.ry (Rate 5. 4. :3. 2, 1 - N) 
I 

To 'Wb.a~ extent are supplies avaflable tor use by stu(j.ents in the 
several areas or instruction? -



( ) 

( ) 

2. To, "Wha.t extent is a meaningful budget pr epared and used as a 
basis 'for requisition tor purohases for the year ahead? 

30 

3. To what extent are supplies purohased in acoordanoe with detinite 
businesslike polioies' 

II Annual Report of Inventory 

The farm mechanics instruotor submits to the high sohool principa.1 
a record annually ot inventories ot materials on hand. 

r • 

( ) 

( ) 
( ) 

( ) 

( ) 

( ) 

( ) 

( ) 
( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

A. Info rmation needed 

1 ~ A oopy of the annual inventory'. 
2~When ~s the inventor,y acoomplished? 
3. Who i~ responsible for accomplishing the inventory? 

1. 

2~ 

3. 

4. ' 

5. 

,o'~ 

7. 

8; 
9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

B. Checklist (Rate A, ~" .£. &,!) 

The sl:lOP instructor us as· a definite printed inventory form. to 
a.ccomplish the inventory. 
A proVision is made for recording obsolete i tams in the inventory. 
A provision is made in'the inventory to r soord losses due to 
da.nag~.. fi:re. and theft. 
A provision is ade 'to write" oft obsolete supplies and supply 
losses due'to tire and theft.- , 
The inventory' is taken oounting' and recording 8.1l-i te~ at supply 
irreg~rdless of size and number~' '" . 

-S"bldents receive 'trainib.g' in oonducting a-businesslike inventory 
of 'supplies by a: ctual participation in oounting and recording 
items of supply. 
At th~ time' of inventory the supplies are put back in an orderly 
arrangement. ' - , , 
Good housekeeping praotices are involved during the shop inventory. 
In addition to the snnual'spring,-inventory, an inventory is made, . 
of all supplies 'When a neW instruotor is hired to take over the 
shop~ - , 
The new instruotor is assisted in aooomplishing an inventory 
of supplies by the retir'--ng instrootor and the high school 
prinoipal or his representative.·' , 
A o.ontinuous inventory file' card on each item of supply is 
posted on the shelf, raok; or drawer where' the supply is stored. 
A copy of the shop inventory is kept 'on file by the instructor .. 
high ~chool principal and the Superintendent -of' sohools. 
The inventory reoord clearly shows the amount of, supplies on 
hand and the value of each itein.~ 
The inventory record clearly Shows the amount of supplies on hand 
and tpe value of each item_ for the previous year. 



() 1. 
() 2. 

() 3. 

( ) 4. 
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c. Evaluation summary (Rate 5. 4, 3. 2, 1, .. N) 

To -what extent is an a.nnUal inventory made? 
To whf;lt extent is the inventory acoomplished in a businesslike 
manne:r1 
To wh*,t extent does the inventory show the actual financial 
picture of supplies on hand? 

III Orderly Issuance 
i 

Adequate space is p~ovided tor the ~~orage and orderly issuance of 
all supplies. 

A. Inform tion needed -, 
.' 1. What sotrage space is availab~e fo~ s~op sup~lies1 

2. Haw are ,supplies a.rranged according to the follo~ng cirteria? 
a. Orderly issUanoe 
b. Safety measures 
c. Student partioipation in issuanoe (ease, of). 

3. What arrangements are made for additional new supplies and neeess&r,1 
expansion?' 

( ) 1. 

( ) 2~ 
( ) 3. 

( ) 4~ 
( ) '5~ 
( ) 6. 

~ ) 7~ 
) 8. 

( ) 9. 

() 10. 

( ) 11. 

( ) 12. 

B. Check sheet (Rate A, !, .£, or!), 

Supplies are stored as far as 'possible so as to be visible for 
ease .~n checking and"issuanoe. 
Sinalll'items of- supply" are" stored in' 'oompartnlentized bins, drawers. 
Siippllres a.'re·· 'itor-ed -accoriiing to'- some~ recogmzed . filing system 
such ~s "stor,ing- according to units" o£"ii::J.Struction~"" 
The s~orage' spaoe affords" adequate protectfon-against loss. 
MaXimum student' partioipation" fa' used' in'the issuanoe of Supplies. 
To ti"'great""ext'ent'"s'upplfes"'not"a£f'ec-bed oy'weather are stored in 
encl'ose(f, non';'heated 'ar~a adj6imng' tne" shop. 
The sil:;orage are a- is' adequate'ly illuioiilateCi.'" 
Suitable entrances are provided to storage area tor proper 
reoeipting 'of' materi'als.' , ',,' " , 
Inflalllable supplies' are" stored' in metal cabinets properly 
secur,ed in air-tight conta.iners ."" " -, ", 
The st'orage area is so arranged for necessary expansion to 
inolude new' Supplies~ ... ' . ' .. " '.- _ .. 
Lumbe~ and steel supplies' are stored-'''iri'ei ther' vertical or 
horizb:r:ital racks looated for convenienoe of issue and safe storage.- ~- - .-. -.' .-. 
The storage area is conveniently looated to the shop for ease of 
issue. 

I 
I 
I 
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c. Evaluation summary (Rate 5, 4 .. 3, 2, 1, - N) 
~- ....... - - ..... 

( ) 

(. ) 

( ) 

1. To what extent is the storage spaoe arranged to suit the size, 
natur<a. and kind of materials stored? 

2. To mat' extent' are the 'supplies stor~a to a.fford maximum 
partioipation of students and the orderly issuance of supplies. 

IV Estimating Supplies 

Students reoeive training in good business prooedure in the estima
ting and puroh~se of supp1i~s. ,_, _ , ,_,~ ~ _ _ ,_ ,'''_ 

A. Information needed 

1. What methods are used by students ,to proour~ the neoessary supplies 
for projeot oonstruotion? " ", 

2. What forms:: are used for estimating and reoording the supplies used 
by student~? " , . ' --

3. Who stores, maintains inventor" in an orderly manner. and issues the 
supplies to students' 

B. Check sheet (Rate A. B, C. or N) 
~ - .. _ ...... _... -----

() 1. When ~ student desires to oonstruct" a. farm. meohanics project. 
he first make& a' sketch and-a bill of materials needed in the 
o ons truotion of the pro jeot.' 

() 2. The sketch and' bill of materials is made -'upon a printed standard 
form. made up for this particUlar purpose. .. 

() 3. The materials form is ohecked and' approved by signature of the 
instructor before' any supplies are issued' for projeot construction. 

(.) 4. Studehts are aSSigned the duty of' supply clark to reoeive 
training in good business procedure.' ' 

() 5. The student 8upplyC clerk' checks and places in stora.ge all 
inco~ng supplies under the direotion ot the' instruotor. 

() 6. The student supply clerk is sues -supplies upon pre-sentatiC?n of 
tea.cher-approved Jna'terials form. ' , 

() 7. The student 'supply olerk keeps supplies in storage in an 
orderly manner - he maintain good housekeeping habits and 
procedures. '-

() 8.' As s~dent supply clerk he'reoords on 'the' materials form 'What 
he has issued'and after each issue authenticates the issue by 
the proper 'signatures'."· "' "" - .. -,-

(') 9. As materials"are issued"the'bill-ot'materials form becomes 
a supply'"reoord ot Jiateria.ls'issued~"" ,",. co' - -" 

( ) 10. Upon completion of the' s'tudentts-projeot' and b'efore the project 
is taken hol'tle~ the teacher'records on'the materials' form the" 
final grade. paYment" in·f~ll~" and' receipt 'number"ft)r payment. 

( ) 11. The bill of materials' torm upon oom:pletion~' is" plaoed' in the 
teachbr's' permanent" supply file as evidence of supplies used 
in prbject oonstruotion. 

( ) 12. I 



( ) 
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c. Evaluation (~.,2, 4~ .2., 2, 1:. - N) 

1. To vbat extent are supplies checked in, stored in an orderly 
fashiori~ and issued by the students under the supervision of 
the teacher as a phase of good business management teaching? 

( ) 2. 

V Safe~ in Handling, Supplies 
-

Safety r:egulations are observed in the storage and handling of 
supplies. 

A. Information needed 

1. How well p.oes the physical faoil1 ties -for the storage- of supplies 
meet existlng state- safety regulations? 

2. Is there adequate proteotion against ,fir'e-'1 _ 
3. Are entra~ces constructed to eliDdnate common hazards, i.e., 

adequate Ilighting, wide corridors~ non-skid floors, freedom from 
overhead obstructions. -. 

4. kre supplies stored in well construoted cabinets, b,ins, raoks" or 
shelves. in an orde~lY"fashi?n? 

( ) 1. 

( ) 2. 

( ) 3. 

( ) 4~ 
( ) 5~ 
( ) 6. 

( ) 7. 

( ) 8. 

( ) 9. 

( ) 10. 

'( ) 11. 

( ) 12. 

( ) 13~ 
( ) 14. 

B. Check sheet ~ safety (Ra. te A, B" C" or N) 
-~- ~ - .~~ ~ 

Adequate J3torage space is provided to prevent loss, breakage, 
and Ispoilage. -
Cons!truotion . of supply cab inets, racks, bins" and conta! ners 
ar eadequate. ---
Cabi:nets, racks; and' oontainers used for storage of materials 
are well 'constriicted-~' -- , - -- ,-, -,--. -- -- , _. ,.. 

Suppli'es are stored il:eatly and" i-n an -orderly fashion. 
Supplies are stored within easy reach of' students, and instruotors. 
Fire protection· equ~pment is adequate and prominently displayed 
wi thin easy reach of all personnel.-· '---
li'loo:rs in "the storage ar m.s are made of non-skid fireproof 
m8.t~ria.ls-~ . ~ ,"" .'-- _ .. ,- -- -.- '._,_., .. _ .. - .. - ~ ' .. - .--- '., " -

Entranoes. -corridors, and stairways are proviqed vd th adequate 
illumination-. -' 
Stai,rways are provided with the necessary gua.rd-rails and 
skid proof steps. 
Enttances to-supply areas are free from overhead of otherwise 
obstructions. . -
Safei~ standards used 'Whioh are basic in industry are a9-opted 
as far as is reasonable and in keeping with educational praotices. 
The students and instruotor participate in organized safety 
inspections periodically. 
Good housekeeping prooedures are evident in the supply areas. 
Inflammable materials such as paint, mineral spirits, and 
gasoline are stored in metal oabinets in oontainers that are 
fireproof. 



( ) 15. materials not immediately used for projeot oonstruotion or 
instruotion are promptly placed in storage in a neat and orderly 
fashion. 

( ) 

( ) 

c. Evaluation summary (Rate 2" 4. 3. 2, 1:. - !1) 
i 

1. To what extent are safety regulations observed in storage and 
handling of ~upplies. 

2. To what extent are physioal faoilities construoted and mai~tained 
in keeping with existing sarety regulations. 

VI Revolving Fund 

A revolving fund is set up by the district for the purchase of 
supplies used and so ld to students in the oonstruction of projeots. 

A. Information needed 

l~ How is the purchase of supplies financed by the shop? 
2. What supplies are charged against the revolving fund? 
3. Revolving fund records. 

( ) 

(. ') 

( ) 

(J 

( ) 

( ) 

( ') 

( ) 

( ) 

( ') 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

B. Ohecklist (Rate A, B, 0, or N) 
. ........-- -.-. --. 

A revel ving fund of sufficient size is -set up by the sohool 
distriot for the purhcase of supplies used and sold to students 
in the construction of projeots -during the-teaohing year. 
The student pays for all materia.ls issued to him that are used 
in th~ oonstruotion of -projeots. 
Materials- used in demonstrations and for general instruction 
are paid for by the district and are not a part of the 
revolving fund. 
The student pays a fair"prioe for materials issued him for 
student projeot construction. -
A duplioate record is maintained of all purohases and sales 
of shop supplies. 
All mone.y collected from the sales of material are returned 
to the shop" revolving fund for further antiCipated purohases. 
The district underwrites the purohases of supplies aDd maintains 
the necessary booli:keeping to insure the return of funds from 
sales of supplies. 

c. Evaluation (Rate 2,. 4, 1. 2, 2:. - N) 

1. To what extent is the revolving fund adequate that is set up 
for the purchase of supplies used and sold to students in the 
construction of shop projeots' 

2. To wlat extent are records kept of purchases and sales of 
suppl~es by the district'l 

I 

! 
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VII Sale of Supplies 

The student pays the school a fair price for all materials used 
from sohool supplies in projeQt construction. 

A. Information needed 

1. Price list for salable materials used in student project"construction. 
2. Policies of sOhool district regarding sales of materials. 
3~ Records of sales of materials. 
4. 

( ) 1. 

( ) 2. 

( ') 3. 

( ) 4. 
( ) 5. 

( )- 6. 

( ) 7. 

( ) 8. 

( ) 9. 

( ) 10. 

( ) 11. 

B. Cheoklist ,(Rate A, !, .£, -!) 
The student pays the school a fair price (not more than local 
merchants charge) for materials used in projeot construction. 
The bill of materials form used,'by the student in securing 
pro!ject materials becomes a record of materials sold by the 
instruotor. 
The: student pays for materials actually received, used or 
wasted, in student project construction. 
Before a ~Qmpleted projeotmay be taken from the shop it is 
paid for by the student. 
The teacher upon reoeiving payment for student projeot oompleted 
makes out a reoeipt'showing payment in' presenoe of student.. 
The l student retains the original oOPY of the reoeipt'showing 
payment for supplies. 
~h~ instruotor files 'the carbon copy of the'receipt showing 
payment for supplies. 
The; instructor turns into the high school treasurer all 
moneys received each day and receives a receipt for the same. 
At the clos~ of sohool, the bill of. materials forms, (2) the 
receipt for payment of supplies, and the'receipt tor moneys 
turned into the sohool treasurer-balance. 
The instructor keeps "an alphabetical student acoount record 
of all student sales. 

C. Evaluation (Rate ,2, 1:, 2." ~ .. .!. - !) 

() 1. To what extent are adequate finanoial r .. eoords of sales of 
mat~rials kept by the Farm Meohanios Instructor? 

() 2. To what extent does the student pay a fair prioe for all 
materials used in projeot oonstruotion? 



Summary of oritioisms and recommendations of the first revision of the 
criteria- I - -- ---

The first revision of the oriteria was sent by mail to 23 seleoted 

farm meohani:cs instruotors and supervisors and ten industrial arts 

teachers engaged in teaching and supervision of vocational eduoation in 

Utah. Twenty-three teachers responded with oonstructive suggestions. 

The ~er of comments reoorded on the oriteria ranged from ODe to 

eight. Under the first general area~ ~rohase of Supplies," Elvin 

Downs~ Assistant State Direotor of Vocational Agriculture, reoommended 
I 

I 

that (A-4) shop problems be ohanged to shop projectsJ another reoommenda-
i 

tion suggested the two terms be included. Several instructors reoommended 

additional items be added to the lists of supplies needed by the farm 

shop. Under the heading I-B-l, an additional chec~ item was reoommended, 
I " 

"Supplies n~eded in the construction of large projeots are purohased 

by the students from looal merohants 'Where and when possible. 1t 

Addi tional ~heck items were suggested under f,f/Annual Report of Inventory. n 
! 

One additiorlal statement on evaluation summar,y regarding complexity of 

inventor,y systems was suggested and adopted. 

". Under "Orderly Issuance"" an additional evaluation summary was 

suggested tq point out to 'What extent the storage system suggested a 

like arrangement for the farm shop of th~ student. "A check list item 

was suggest~d for '. Safety' • It A further connnent was. "Is a written 

record available sho~ng that safety preoautions were taught to all 

students in ,the operation of power equipment." This check item was 

not included beoause it does not pertain to the problem of "Safety in 

handling supplies." It was suggested that a joint supply room to 
I 

operated by!a sohool bus driver employed by the district rather than 



- -'~. -~' . 
" 

_:\.-,_. ' 

I' 
I ' '7 
T 
, .. _I",; 

'by students. fhi~ i,t,~ has mer:tt. but was not included beoause o£ its 

oontroversia.l ;,nature." ' 

'. Under the!~ Gene~PrinciPles several suggestions Were _de reoOllllll8Ild

ing ~g es ii' the 1IIOrding o£ oertain s entenoes • For example a differeJ:It 
, " , j " 

, method of ~b~ering supplies was recommended!'"and" this ~a~ adopted~ 
!, h " " 

El"ven te~oherl indioated that' the firs~ revision of ori tena was 
!i 

exoellent. o~~:teacher re.ported ,that the'p~se, dealing 'With the, keeping 

or acoounts ..j~' toooomplex. ,Thi,s seotion was therefore revised • 
• I: .,', ' 

, Th~'f'Greg:oi:og suggestions were analyzed, and in the light of all 

"'~ondi tions. a !seoond reTision ot the oriteria 118.8 made. 
, I 

, ,:.: " I 

" S •• ond.";r evisi$l of the, ori teria 
, ',', ,~,-- , 

, ',As a res~ltof the maDy suggestions of the Faouli;y' Advisory 

" Committee and !the group of teachers of' farm. "eohanios. the second revi

sion'was made,): It ...... felt by the writer that the fOB of this ~evision 

'would serve, a 'pu.lllos~ for the professional improvement of' the teaoher. 

Summary !!! ev , uations 

Prior t~ lithe trial applioation of the 'second ,revision of the 
- '. - I., ' . I , -

criteria it w4ssuggested l~y Professor' L. R. Humpherys that 'a summary 
" , ',',' -". --. - ' 

of evaluationti of the areas oovered by the, oriteria be made on a f'ive .... 

point 'lto~~e.' !The purpose of this summary' was to show the teacher or' 
,. , ~ i' ' - \' 1· - - • .. ' 

: '., I ' 
-'evaluator in ,r,l.phio form the strengths and :weala.tesses ,of' the f'arm, 
'r , ' ; lie' " 
meOhaId~S sup,ly p:roo~dure... Acoordingly a :f'orm was devised. for this 

, ,.' PUl'Ros" and sfSeqUently used as a part' of~he trial applioation o£ ' 
c, ,I , 

the ori tecla', ~t ,the South Caohe High SChool. 
- r ' 

Trial 
-a..~_-+-_ , ! ,', 

.A. part "0 I the ,validating procedure us8(i i~ devi,sing these oriteria 
. , i . 

III See last pL~eo£ seoond re'V1sion in Appen4ix. 
, " 

, I 
, I 

i 
I 
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was to make a trial application of the instrument in a typical farm 

mechanios dep~rtment of a high school. 

It was thought that the reoommendations of the Faculty Advisory 

Committee and the 23 farm meohanics and industrial arts teaoher~ in 
I 

38 

addition to the benefit of an application of the revised oriteria in a 
. . -

typioal farm ~eohanios department. 'Would provide an instrument of high 

reliabilit,y for use in evaluating procedures used in handling supplies 

in the farm meohanios departments of high schools of Utah. 

The purposes of the trial application in this stu~ were to deter-

mine the clarity of the several criteria, the presence of unneoessary 

items. or impJoper coverage. the extent to which the criteria reveal the 

prevailing conditions in the shop, and 'Whether after the application 

is made speoifio reoommendations could be made for the improvement of I 

I 

the program. 

i After oareful consideration of various departments it was decided 
I 

f 

that the farm-meohanios department .of South Cache High School would be 

desirable for a trial application. This department bas students ~nrolled 

in all phases I of the program. It represents typical fam meohanics 

oondi tions and the school administrator and the farm mechanics teacher 

expressed a desire to oooperate. 

Aocordingly ~ Mr. Ray Cannon. instruotor; Professor L. R. Humpherys J 

and the write;r used the secpnd revision* of the oriteria in making a ~ 

trial evaluation on the afternoon of April 13. 1955. An effort was made 

to evaluate prevailing oonditions in terms o~ the oriteria. 

Changes in ~ second revision of criteria 

The oommittee made an effort to determine the effeotiveness of each 

criterion in terms of its usefullness in appraising prevailing oonditions. 

*. See Appen~ix 
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somehnetici~lC~ es s eEllllSd desirl!obie . as a result ci' this .trial. 

39 

'The ma.~o~ etes .. re._e~ted as to11_. . . 

"", .i.! rteiVi,rI§ ~!!.!!!!l!. ~ RurOhase !!! suERlies. 110 
• fl . ' /, .• ,- , 

,,' Oh8.~es",su~ested. 

2. ' 'Inst
i 

.. ~tdr. submits a.=ual invento?,., Item 11 1n-:8 Qhe,eklist " 
, - . . 

.,:dpes' not -.ppear to be ,pract1'oa1 und~rtTtahf),~~itioDS. There-
-"'l, • _: ' • I ~ • ..' }'. i ." " . " , ' _, _' " _ . , 

'I,:" ,- , jto.rer i twas IItricke~;;out. J;ta15 !in£~ "'~uatiCll S!umnary 

, 1snpt ill r~a~l~Y' atl,:~valuative statement and b'elonglunder, 

,~ 'th .. ,.:~lbheok11st'.":"· ",:. ", " " "'. i ' '" ,',,' ' 

,- ,:' j '.' .... ' ,,' ',; "" ' , 
";, ":,i' 3,~ "purc' ,S8:,,2!sU2pl~e8. 1~' IDforma~ion ne~ed. t. Farm' 

mac :nenr, 'sU,ppli,s.ttea 5 ,parts .. tarmmaohinery,' it" ,11s 
, ::' .. '" ",: ,:-. ,,: " ' ' ,:,,' . ',',' , "':,' ,<' -'.' .,;-

\:'quesltipna'ble' whethet tarm ma.ohinerY,pari~ .,hould<be stored :i.n < ,,',' i "": ',',",.,,",' '~ . " ' . " .,' ':' " , ' ": '. :':;," ' ".'.",,", 
the rarm meehan1csehop~ It ftS .bl,t-tha.t some 1nstructioIlill 

~BsUeh>!iS mower ledger Platee~~te ~~'ti~: ani d1fferexrt 

; .. tnJ guards "wid be kept ~ ba:nd~ . . 

4 •. ' Melate apace and IIRa~ing - £~ "'ltaations~. Item 

'.,.; j,' ~~Shi~edto theohlKlklist 'an!l' an addi tiOD&l. evaluatto!!. 

;. .t"~l!Bt _I ~~~I, "To what m;~nt are Supplies conv~exrtq 
Itt and.et!~ciettl;~ issued'·· • '..' . . 

5. Est ~ing and, purchas, 2! sUiplie~ - .£. Evaluation. It_:fIe 
j' • ' 

was. fhatJ.led:~(), re~4., -Is ~he s~,t~ ... of. ~h~cld.ng . ~ut ,'Iuppl,ies , 

c,' .. ~deqbate and' etrie~ent' ~d' '~tiil,n~t too time~onsumi~ tor the t_fer71t 'i< ,. '. "" ' .. ,.: •.•.....•.. " ',., 
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f CRAPTERIV 
Ii 

I~ CONCLUSIONS .Qm'RIOO~ATIONS 
, ,f, " 

Iilch aJ-tioniS gi~ in our research studies to the problem c£ 
H ' ' , 

I, 

developing r~:laible instruments,' tor evaluat~Qn of programs in education. 
,'f '.,. 

For some tbt.1 there has been a .telt need tor the deveJ.o~. of an 

instrument tofappra~~e the effioieno1' and effeotiveness of handling 
,I ", 

sup~lies in t~e sohool fa.na'meohanics departm"nts or Utah and other states. 
I "/ 

" With tM: need in mind the writer has 'onu.lated criteria for 
,I ' , 

the evaluati ,'" of this aspect of the program of vocational ag:ricul'ttlre. 
. ~ ~ -~ 

These 6r1teri,: have ,beEtD reVised as' a result of the judgments of 
, ' Ii,."', ' , ',-' - - . , 

representativte groups of teache~s_in the field of .tarm. meohanics. The 
Ii -, 

revised oriteria were applied ~n a trial ey~lua~ion in- South Cache High 

Sohool. Hyrwuj~ ~tah. As a resul~ of the ju_~gJD.ents ot the f~rm. mechanios 
Ii 

teachers and I: he trial. application, the fi~l 'draft- of the cn teria· 
. " ~ , ~ ; .' --_. -4. wbie! ap~~ars, in the: to110w.l ~ pag e8. 'The 'writer l' eels that 

I 

the use of' th' Ie Qriteria will provide a meana of ,self improv.ent, tor 
I, ~ ", _, _ .~ ~ .. 

teaohers .ot II m8abam.os. . 
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CRITERIA FOR EVALUATING PROCEDURES AND TECHNIQUES USED IN HANDLING SUPPLIES 

.!! 'THE FARM MECHANICS DEPARTMENTS IN ~ ~ SCHOOLS 

Instruotions for Making Evaluations 

Guiding principles 

The guiding: principles enumerated in each section of these or! taris. 

are statements subscribed to by a group of successful teaohers, adminis-

trators, supervisors, and lay people from Utah and other states. The 

use of these principles" supplementary\information, ohecklists and 
I 

evaluations taken together are intended to be halpful to aqy teacher 
I 

in determining -the e-£ficiency of' his important phas e of the local farm. 

mechanios program. The guiding principle serves a.s a.' standard of excel-

lance against ~ich the prevailing aspects of the school may be evaluated. 

Sooring ~ cheoklists 

The checklists consist of practices, proviSions, and conditions Which 

in the opinion of the group of experts are found in a good farm mechanics 

department. A local shop program may lack some of these items, but 
~~ ~ - . - ~ 

exoel in others. Tha checklists are intended to be used in a factual 

determination of hew well a department measures up to the standards involved 

in handling shop supplies. They are to be used to score proviSions and 

oonditions eXisting in the looal program as revealed in the.oolleoted 

"Infor.mation needed" and by the personal observations o~ the evaluators. 

The prevailing oonditions in the ohecklist items are to be evaluated 

in the parentheses preoeeding them with the symbols A, B. 0, and N. 

A. Indicates that the provision. or practioe, or condition is 

present tully. 

B. Indioates that the proviSion. practioe, or oondition is 

present to some extent. 

c. Indicates that the provision. practice. or condition.is missing 



I 

--; . 

I 

but is I~eeded •.. ' , , 

If. 1I1dic~~ell that 7he ~vi~~on: practice~ or condition does not 

., apply Jr. i. not; desirable. 
. . f: ' " , , ' , 

,Registering eva!b.ation mmmar1es' . 

Bvaluati01 represent the best judgment of those lDIIking the evalua-

,tion. fhe evalttio;-~i8 ba8ed on perB~ODal obllervation.and jladpent 

in the light of I~he cheoklist i·te~ as they hav~'b~en a,cored by the use 

~ the a VailablJ iDtorm.a.tlon' oollected..' !his evaluation "is made on a. 

tive-point 80al1 md should be UBedto i~icate the follow:\.. qual1tiel, 

5 - Exo ell +t I provis iollS are tunctioll1ng fully md/ or oondi tiona 

are edel18ive. 

4. Very g~od.provisiona are moderately extensive ,aM: ~l1Ction well. 
r . 

, 3 .. Good, Fe provisiona" are atera~e. present. and functioll1»g 

about ~verage.,· . '., . , 

~' - Fairlrhe provillions are limited and are funotioning below 

average. . , " 
,~ _ .J: ...".. _:' I " , ' 

1 .. Poor •. jthe proviSiOns are very limited and are tunctioll1ng "If8'ry 

poor17 t· . " 
" 

, II - Jftss~or does not apply. 

COJDJRents '. ~ , ---- ), 
" . .' r, " , 

The commen~ are6l;s should b~used ~reely. bY.' eval~_ato:rs in' Gr4er to 

record additiCl,., W~tlon oonaidereci pertlner.rt to the suooesat'ul 

, operation or thj program., ' ' , 

Who JD8l !!! this!, evalua]l;i •• 

The use or'lhill illSt1'WllBnt ill intended to: be help~l to alV' teaoher 

in detemimng I, e effioienoy of bandliug supplies in a farm meqhanios 

program. 
I ' , '. , 

It is suggested' by ,the writer, tba t tp,e local teacher request 
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I I. llnol vilighnd. : 

. i 

1 " ..... " 
A. rev:olving;:~d is set up'by the 'sohool district for the purchase 
, ::- : II ..... ! ~ • • ::.. ~ ~ ~. . ., .. ; " • 

ot IlUppl1es ~~eellby ab.a. sold to pupilll in the ~ ~_iruO'tion ot tlma and 

homep~jeots~ the f'und l'e~o~~es or ~~ ~S~~de~'tor IIUPp~:l.ell • 
I' '..' : 

l'~ ~thet!; 1'IIIot l'eo~pta tor ma~eriii.llJ:~~ld •. TldS tund .is ade-

quate tor the.pu ilst D.~ed ••. ~'.rhe school district maintains necessary: 
. t" l.... - . . -. \, , • '\. . . '!II - •. -" .. 

bookk~,:I.at;~,tllUre~~ r~ot 1'unds tr_~.'ale ·~IIUPPl1ell~ .. 
j, A., Information ,needed " , 
!: --

. . . .• ' . ~ II . . ". ' 

• 1. Seou.re acCj" ot school dis~ot .P~:l.c:l.811 W. IItandardJJ regardil!g 

.., ,t~e plU'OhaS, and salesot su~~i:es. ..,. ' .. 

. !=. The amount ck' the revolving tund--~s t·. • . 
. ", ',".'.,'<'f. .,. ," ., ", ' ....... :~,. "., ....... ---..... _-

~. Secure a coW' of, th~ r'eyol~ng fund recordS. 
'i' , "-'.," '. ' '. ' .. ",-' .' ' , I B.. OheGklist(Jlate A, B. O. or ]f) 

( ) 1.. A l'evofl9g t~tmll. :I.~, ~ ~ uP, by t~ :Oh:~-:i:~riot tor 'the 

,; 

pu.rchat otsuppl:l.ell us eel and sold to' ptip:l.1l1. ... . ' . . 

()2. ~ r .. ntimgtund.~ sutt:l.c:l.en1;s:I.~e i~ maintained baSed 0r1 ..,' 
pupil "nrollment. the shop btldget, and the amm&!, pr~g;ram otWork. 

() 3. .A.l~IIIO~ 0:11 eot~ t~aIIltl1esale~ of materials iscl'l!d:\. t_ 
. ,- ." ' , . . - " .: 

. to the I shop revolving fund for further, antioiptited pul-chases. 

() 4. The dlJtriot undBl'1ll'it811 ,the IKU'l'haB~~~~~l:I.e8andmai~~ . 
~ f . : " . . " , < 

tains the necessary ~ ookkeeping to i~ure the return Of funds 

trail. tt sal;" of .upp~es~.. . .,' .'. , , . . 

.' .(.) ·5.- Cost·of _tar.iale used.in demol1strat'~o_ or for, general instrU:otion , . .:,:<~ " .' ." - - .' . ,- " ";, . , '-, " .. 
isp8.i~ tor' bY .the districtd is n~t ohargetitothe 'revolv1ng 

fund. : 

( ) 6# An aud~t o·i'the revolving . fund records is ~~. 'each Y'$a.r. 
, I 

I 
" ~ . 

'! 'II 
- r,. 

, " ~ , . 
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r . 
The farm m10haniOS instru.o~o:r submits t~ the hi~ school pri.noipe.l 

I . 

a reoord: annua11r of i~entories of materials on hand. He ~loY'S 

proper'inventoryf forms. 'His pupils receive training by assisting him 
I' " 
I:, ' 

in oondUoting a fbusinesslike inventory. 
I: . 

. 1 \ A. Information needed 
! 

1. A oopy at ~a1 inventories tor two or mo~e year~. 
i: 

2. 1fhen is the i:inventory taken?' - (usual dates) 
---------------------

3. 'Who is resp~nsibl~ for~ taking' ~he i,nventory' 
I' . -----------

( ) 

H 

, Ii B. Cheoklist (Rate A. !. ,£. !!> 
1." :the Sh~P instruotor uSeS 1m. aooeptable prin:ted invent~ 

I 

form to make the inventory. 
• ! 

( ) a. Tht ~D:ventory.:co~ olearly shows :the amOlnt ot eaoh item 
.'1" • 

otisupply on hand. 

( ) b. Tht inventory record clearly sh01lll resale it.B, u:a:l.t ooat, 

. an. total value. . 
t; 

( ) o. An/adequate description of eaoh item of supply is made. 
~ 

( ) d. Prh'Vilion is made in the inventory to :reoord losses due 

:to I, fire, theft. eto. 

( ) e. Pr1avision is made to write off obsolete supplies. 
. ~' :' 

( ) f. Provision 'is made to allow an estilDate on the. number of' 
I 

I' 

S+l items whioh are purchased by number instead. of weight; 
II ~ ... • 

II . 

i .r., cott~ pins. washers. eto •. 

( ) g. Prpvisions are made for prioe changes ,on stocks of supplies 
[: ' . ":". . . 
I 

he~d overi'rom the previous year. 

( ) b. T+ SigJl8:Q~re of the shop. iJlStruotor or person takillg the 

,i~~entory appears on the completed in".e~t~ry record. 
I 

* See .Appendi~: tor form used by Davis Sohool Distriot. 
f 

I 
r 
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.. .- ,,:,'r" .,' .. ' .... ...:.:..';..( .. '.... ~- -_._-_ .... _- .. ~~.'''',., .. "',,, ". 
" f ) "2.' ~pgpil.i receive irain111g in ~oti~a buaineaslike' inveDtOry. 

'.() (3.fh~:l.len~~istaken b7aot.1al'pby~iOalOiJlU1t ot the it_ . . 'f' . . .' .... .... ' : , ... ~- .,' - -
,;ot sUPflY exoept 1iIl1ere an. ~stil!\ate :I., allowed or o;ther meana 

, .}t ,.earementia _ployed. ._: . . . 

. " '.< l 4~. Good:h. ·u.S~keeping is practioed 4uring the . inventory. . , .- - , - - - . ' . '~'- - '," "', 

, -- -~ 

( ). 6. ' In addttion to tl!-e aDXIIIal illYentory~ ,an ~~ent~ of a11,ppliell 

. , ' ", ia _j'llhen a u,ew :LJUltructor :La m:ployed.· . 

.. , I, , 

J )7.;: :*::~:lt:::t;~!i:~::::e;r~rro: 
" 'hi.s, r,~tresentati ve.. . .. . ,.,. . '; .' . .. , 

, ~ !' . I I~ ~ ·..rla. .... OON' ; of the inven.tory rec(lrci is k~ on ,tile. in the offioe 

','O~' ~he (shop in$truotor, the higb S~hJolp~~ncipal, and the 
, ~: :' ~' " ," • ,:', •• ' .'~ , ,;' _ • > I - • • - _ ' ,.... - • I '-'" , ' 

" 7) '" ,I ' ' • 

8oh091·I~str1ct 'When· required. ' " 
, " ',~ ,,-.', - - .. ...., -'. -- . - ~- -- --' 

" ( ) '9. "~he us' of inventory forms do not require eX~e~'sive.t1me·' 
l . . 

I ••... ' .. 

. ~d et .,ort of the' instruotor. 
, )" .... ,. 

. ~ . 

c:~iuati~.,~('fiato.2-,~ 2.~1~,!) 
.( .) . '." ,', '.. ' I . " 

1. ~ inv' ntory'i.'~_ at a 'clesirable time and in a bUlineSslike:" 

manner. '.' .' ". ". ' " 

" ( ). 2~' 

. '( '), .~:. 

. : ' ' .... -) .' ~ '". ' ,- .~ .. ' ': -, ':' .... ,":' .. ", ,,' .; , .: ' , . 

Accept~b'iej.~ventory: forms ar$: employed. 

Stud!ln~ reoeive tr~n1~ i~ taki~ tnv~~: 
' •. " t 

,~ ,: . :: ' 

" ,--

, , '~ , , ' 
"1 _ 

1 . 

-:. ' 

',,,' I 

"j' 

r ",' 

",. '1"1,, 

- ',,' 
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III. PUrchase of Supplies 

The efficiency of operations of a farm mechanics shop' i's dependent 

in a large measure on the availability of needed oonsumable and in-

structional supplies conveniently and systematically stored in the farm 

mechanics shop. Adequate supplies should be purchased well in a.dvanoe 

of the opening ?f school on a basis of the spring inventory of supplies 

on hand. the estimat ad enrollment of the year ahead. and the estimated 
- I 

, -

needs of projec~s of individual students. Purchase of all supplies is 

made with the use of approved requisition forms devised by the farm 

meohanics instrfctor and ohanneled through the high sohool and/or 

school distriot: office.' 
• I -

I 

A. InfQrmation needed 

1. A list of the school shop enrQllments. 
I 

a. All day! pupils ____ -----

b. Young Farmers and adults ------
2. The file of farm. surveys, made by the instruotor. 

3. Copies of ~rohase order and/or ~equisition forms used tor the 

purohasing ~f supplies (attach.). 

4. A oopy of the annual budget in farm mechanios submdtted for the 

ourr~nt year (attach.). 
I 

5. A survey of farm. mechanics supplies on hand in: the shop. Check on 

the follo~ng form the available supplies stored in the ,shop for-use 

by the student. The most oommon supplies are listed and olassified 

acoording tp the accepted areas of far.m shop instruotion. Space is 

provided for listing additional supplies. Check each item of supply 

as to whether the amount is adequate or inadequate for the teaohing 

year. 
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Survey of ~ Mechanics Supplies 

Instructions I 
1. In the column "On hand" mark with the letters 

"I" indicating an adequate supply on hand for tea.ohing year, 
"x" indioating an inadequate supply on hand, 
t'n" indicating item of supply not on hand. 

2. Under the heading "Oomments" indicate in writing if used for 
instruction, re$a.le for project use, brought from home, etc. 

Item of supply 

a.. Woodwork ~ farm carpentry 

I On • 
'hand' 

Comments 
(Indicate in writing) 

1. Bolts, machine and carriage 
2. 'Bolts, s~ove, other --~--~----------------------------
3., Chaulk, ptax"king 4. Fastner'l,c~rriga.~t-e~d-,--o~th~e-r----~--~---------------------------
5~ Glass, window 
6. Glue, wood, other 

~----~--~~--~---------------------------7. Hardwar e:~ hinges, has ps, locks I, 
8. Lumber, rough and common ~--~--------------------------
9~ Lumber, finish, pl~od 

------~--~----------------------------10. Pumice stone, leadwood 
11. Screws, ~od, brads 
12. Nails, common, £inis~h-,-b--o-x----~--~---------------------------

13. Handles, wood 
14. ----------------~,.----~,,---------------------------
15 . i 

b. ~ metal, forging ~ tempering 
1. Goal, coke,'water 
2. Steel, flat,' angl-e-,-Q'!:""h-a-nn-e"="1--:-f--~-------------
3. Stee~_ round, square, tool 
4. --~----~--------------------------
5. 

c. Cono-r-e~t-e--a-n~d-,ma---s-o-n-ry---------------r--~~--------------------------
1. Blook, ooncrete, oinder, brick' 

~--~----------------------------2. Cement. oement color powder 
3. Slaked lime 4. Steel, rein£~o-r-c~i-n-g------------~--~---------------------------
5. Aggregat~, sand, gravel ______ ~ __ ~----__ ------__ --__ --____ __ 
6. I ' 

7. 
d. Elec~t-r~i-o-a"="l----------------------~~--~----------------~---------

6. ------------------------------------------------------------



Item of supply 

e. Painting 

On 
hand 

t 
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Comments 
( Indi cat e in writing) 

1. Paints, implament, project, etcl 
2. Rags" paiht remover t--~-------------
3 • Sandpaper~ 'VI) od. wet or dry 
4. Shellac, varnish, steel wool--~----~---------------------------
5. Solvents, thinners, linseed oil' 
6. ----~---------------------------
7. 

~~---~~--~~~----------~--~~-------------------------f. Plumbing and pipe fitting 
1. Fittings, pipe" assorted 

~~--~--~---------------------------2. Fittings,,! sanitary, assorted t 

3. Lead, oakWm --~--~.---------------------------
4. Pipe, 1/2~ 314. 1, 1 1/4 in. 

black galwanized 
5~ Pipe ~pel ~~~~~~~~~~~~~~~~~~~~-

6. ' 
7. t t 

g. Rope - Leather work 
- , ~eather, harneii,-ha1ter ' 

2. Oil, 'har.ness, wai. thread------~--~----------------------------
3. Rope, 3/8"-2011=, 112" 
4. Twine, string, 2 balls 

--------~--~----------------------------5. Rivets, oppper, tubular 
6. ------~----~---------------------------

h. Sheet metal and soldering 
1. Galvanize~ sheet metal. 16, 24 ' 

ga. , , 
2~ Salimoniac, emery cloth 
3~ Solder, acid' core ------~----~,----------------------------
4~ Rivets,~heet met~~~-,-,-a-s_-~-~-#t~_,-~d~~----~-------------------------

5. t 

i. Tru,ok, tractor, ~ :arm machinery' 
1. Bolts, washers, r1vets I 

--------~--~----------------------------2. Fuels, solvents 'I f 

--~~~------~----~--------------------------3. Gaskets, ~asket materials 
4. lubrioants, oils"·,',· - ., --~-~:o-------------
5.' Parts, small. "IDla., i.e~, I 

ledger plates, sections, ~ards' 
'6.! ~I----~---------------------------

--------~--------------------~----~--------------------------7. ' j. Wel~d~i-n-g-.-a-r-c--an--d~ar,y-----a-c-e~t-y~l-e-n-e----'~------------------------------
1. Fluxes -;-Weld ing , 

--------------~----~--------------------------2. Gas, aoetylene & o~gen, t 
carbide '" ' 

3. Rod, acetylene, 1/16, 3132, 
1/8" ", - "',,' ",. 

4~ Rod, arc,: cutting, welding 
5~ ,Sorap, plate, or used steel----~--~----------------------------
6~ 
7. ----------------------------------------------------------------

----------------------------------------------------------~----
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B.,CheGklist (Rate A, B,'<:O - X) .....-.--' ... -

. ;'1', 

, " 

'. '.' '~:J ,\ '.... _. 

1~ The-annual'udget is, a 'basis tor purchase 01': all supplies. . 
. . i" - , . '. . " :.. "', . . . . .' .: .' . . .' . . . ' .' -

'" ' 

() .. ' .Axrbi1iPated P!1pil~Olblent.1I0op.'ot 1D/f1;Z:UGtiOue.J. prog~ " " 

far 1he year ahead~ a:ad supplies l?11 bed as refieoted' by th:e '~. " ,'" :",." 

, illYJwry are the be.sio ta.otors af'i'eoting the _&1 shop bu.dget ' 
~ . ,II ' ' .' . , : -

'(. ) D,. !heludget includesl . '. , 

, (1) in i teniia';' list ot'lIUpplies' 11t!~' tor the 7~ ahea~~' .,: 

"(2) ~tity. ~uate' d8ll0riptiOn~ '!P~li~ •• ·lDiciestt.tllli " 

1Bit Prioellp8oL!108.tion: 1,£;'" '., ' ,,~,., ',' r " .' " 
',,', ;(,' re~e4 ~epe.,in and UqI~ ..... ent~ottlu! suPP17 ar~ to 

, te made. ' ~,' ':.'...: . .<:,. 
... ,:.,: ',' Ii, ,""., ': . 

( ) o. fie ral bu.dget .... a futare retei'eJlce. is rUed 111 the 

: : ~ttite: of the'Pri~ipal alui/or 8Uperint~ent and shop 1n-

- struttere . 

2.A'Vaile.bilitr~ IlUppli811 for student use~: "'~"'" ,,': ", " 

'( ) a._ Supp~ies are purchased tn adv~c. t;>t us. tor the ·teachiDg year •. ' 
! - 1\ I • • ~ • 

. ,.( ) b. Cert~in supplies lLe~ded. in,the oonstruction of larg~·proj.ot8 . '" 

are ~rohe.Sed bT the plpil from th~ 1~e.1 merohant ~r brcia.ght 
! : . . ' troll home. . " 

() o. Bas 'ti&1 IlUppli811 that are USIlll i", the produoti.OJ1 of 'pupil ',', 

, '.'. pro4ot~ ~thei~ttuctioaal p'~areS~Ddm the shop 

3. ne Paroha1 of supp~ea is, _de il1 a :mis~aeil8u.ke ~.. . 

( ) a. 'fh~ f&ql1isitllJJ1e.nd/~ puro~e' or~er fora in duplioate or 

" trjJu.oate is 8IIIplo,red. in the puro~~¢ all supplies. ' 

~ ) b. R&qI1, sition or purohs,se order tOl'1ll8 OIJJ1ta1a the following 
. I .' . 

pe juent data. . 

I 

. "~; 

, ,~ 

I' : ' ~, ' 

' '\'. 

, ~. 

'j 
I 
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(1) ~paoe for nwme, address of vendor, payee, and purchaser. 
l 

(2) Space for desoription, quantity. qua.lity. and price of 

~tem.s. 

(3 ) Space for the date of order and deadline date after which 

supplies wi 11 not be acoepted. 

(4) A printed order number. 

(5) :Spaoe tor si~nature ot person authorized to make payment 

for supplies. 

( ) o. The requisition is initiated by the shop instructor. 
i 

( ) d. The :principal approves the requisition. 

( ) e. A oopy of the requisition is retained b.Y the instruotor. 

( ) r. The oopy retained by the shop instruotor is used to check 

all incoming supplies. 

( ) g. P~ent for supplies is made only upo~cBrtifica.tion by 
, ~ - p ~ 

the instruotor that supplies ordered have been received. 

( ) h. Little administrative delay is involved in processing the 

requisition. 

( ) i. 

c. Evaluation summary (~.2, 4, 2.. ~ • .! - !) 
I 

( ) 1. A', survey was oonduoted and a meaningful budget is prepareq and 

( ) 2. 

( ) 3. 

used as a basis for requiSition of supplies for the year ahead. 
i 

Supplies are available for instructional and pupil use. 
, -

Suppli~s are purohased in a businesslike manner. 

D. Co:mments 



IV. Orde~ly Storage and Issuanoe 

Adequate space and'spaoing is provided for the 'storage 'and orde~ly 

issuanoe of all supplies and materials. A~~ognized syaten is employed 
I 

in the storage !of supplies in well arranged and construoted bins.. cabi-

nets.. and raoks. Supplies are o'onveniently located t,o the shop and are 

easily aooessible t'Qr use. 

1. 

i 

I 

I 

Infor.mation needed 

Secure a sketoh of the storage spaoe available for supplies (attaoh.). 

2. Indicate how each of the major i tams of supply are stored. 
I 

T •• _' I, a • .LIWU.ber I 

1----------------------------------------------------
b. Steel, pipe 

-------------------------------------------------
o. In£la:mtD.$.bles 

------------------------------------------------

,. What systar ot storing supplies is anployed? Explain """"-____ _ 
I 
I 
I 

B. Checklist (Rate A. B, C. or:l) 
--....... ...... _,---

() 1. The £aoili ties for storing supplies and materials provide 

viSib+l~ty and ease in oheoking and issuing. 

() 2. Suppl~es are stored according to some recognized system suoh 
,., '.- -

as st(,ring according to units of instruotion or aocording to 
r 
I 

sizes~ 

() 3. Sma11j'items of supply are stored in . compartmental bins or 

( ) 4. 

() 5. 

drawers. 

The storage spaoe affords adequate protection against undue loss. 
I 

I 

Supplies not affected b,y weather or temperature are stored in 
. , . 

an enolosure adjoining the shop. 
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v. Estimating Materials and Supplies 

Pupils reoeive training in good bUSi~ess prooedure in estimating 
\ 

kind. quantitY'i quality' .. and cost of materials and supplies used in the 
, ! " . 

oonstruction of; projeots. 

A. Information needed 

1. Outline prQc~res used by pupils to procure"supplies, 

a. ______ ~ ____________________________________________ --____ __ 

b. __________________________________________________________ __ 

2. 'Procure torms for estimating and recording supplies used by pupils 

(attach.). i 

3. What training do pupils reoeive in the prooedure of es'timating kind. 
, 

quanti ty .. quality. and cost of' materials us ed in proj~ct construction? 

Record of avid~nce ______________________________________________ ___ 

B. Cheoklist (Rat's •• B. C. or N) 

( ) 1. A pu.pi~ makes a sketch and oompiles a bill ot materials upon 
i J 

an aoo$ptable form before beginning oonstruction ~f a projeot,. 

( ) 2. The bill or materials is oheoked and approved by the instructor 

or an assistant before supplies are issued. 
. . 

( ) 3. Pupils iara assigned the responsibility of "supply olerk" at 
I .. • • 

intervals to receive training in issuanoe ot materials. 

( ) a. The supply olerk ohecks and places in storage incoming 

;supplies and materials as direoted by-the instructor,. 

( ) b. ~he supply olerk issues supplies to pupils upon pre-
. .. 

sentation of instruotor-approved lists. 

( ) c. ;The supply olerk maintains the supplies. in an orderly 

,~manner obs erving good housekeeping habits. 
! 

I 

I· 
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.. and su.ppliea dedfz:mt~OhOOl IJUppli es in project 80J1!1tru.otiOll 

tor the home o~ £a.r,m.. "",' , 
'. ~ " 

, ~. A. 'Inforation needed, 

1. Procu.re a J:op'1 of Policie. and regu1ati-ou of the sohool' district 
I ',;," 

. r$ga.rc!iDg ialea of' _terials (attach or make;not.tioa}. 

2 •. DeterJrdne 1;'heprioe .in peroent of' oost''to pupils for materials .uslild. 
Ii ' . . 

, IJ, 

in the oOnlitruotion or projeots: 

a. ~ea malrials are sold all a oOJilplete or whole mdt. Prioe . '1 -----
: b.:,._ a ~1eo. of materi.u. is sold that mstbe out trom. a large' 

, " 
pi eoe iJi steck .'- 'Priee 

'~' .' ,,-----
"3.' , Pr.oour,e ooJ1es of records and receipt tor:ms' used in the process . 

• 'of' sale. 'JJmat~~.~:::!::::::t~:n_(::~~h~)~ .'. . 

, -......- .... - ..... -
, ....... 

,(, ), 1. The pi1 pays the school a fair price for mate-r:\,als used. 
),~, - ," ... " -, .. ".~"~. . - .. ' .. , -, .. ~- .. ,,--- .... -- "-".'.'''", ..... 
'I ' ' 

, in pr~ject construction (not'more than local merohants oharge , .. ,., " f' .. , , ..... ,... '- ...... ' .. , ' -" ,- ," '.' ."., .: , " , , 
f~ ~terial$"111 ,similar amcunts.) ',' 

i "" "" ,. "''-' "", :''.'" .. ", '_ .. ". - .. , 

C".' " 

" ( ) ,,2. 'The p~pil paY's. fQr _terials or supplies' aotually"_ reoeived "' l:' ,,-, , .. -- .. -.,' ............. ,' ", ''', ~"'" 

"1'IhethEJr, used or 'wasted in project oonstruction. " . , , i',',' ,..." ".' ", -, ' '... -...... -< '" • - • .. , ,"" , ". " 

.• ( ) 3. Bef'C)l"t a coinp~:ted ~o~o~ i~. tak~.f!c>m:<the,,,hop the _terials . 

uS8d 1IL the oonstruotion of the projeot are "paid for by'. the pupil. 
f" ' . , ,", 

,( ')' ~. '!fhen_~eceivi~. ~ymeat, tor _ a~o~ple~~~.p'r~je,ot., o~ tor materials 
, , I, , ' ~ _ , • 

used. tthe lnst~.ct~r ,issues to the pupil 1n his presence a 
" .. . 't: .. .. ...... ~ ........ ~;-~'. ' .... ... , ..... ~ -;" ~"'~., - ~ ...... ,- ........... ~ .... ~- .. ; , -" . 

. ~ - .. ," 

( )5~::r~:o::he~:::=:~:~ ~pp~~e:cr mater~alB 
, ii' ,:' .' .. ", .. " " '-' """ ,"' ...... - -- ~ " 

i:f'il~ in the. office of the lbop inetru.ator. 

Ii 

" 'jl: , 
" ' 



,I:" .... 
• ".' t 

. " ~.-

. ':,'.,', 

~ '. "j • 

I ,~. 

, ,. 
" .. -

I ..... . .. 
: I' .' . . . ". . . . 

() 6 •. ',1!hetftructorram ts .lIJ.llllOll~ 1'80~i~ tl'Olllllales' oI:8U~pl1es 
.' to th~ }d.gh, s'chool prinoipal· •. 'otfice at reguiar intenals. 

'I . ~ , ' '. . ' , ' .' ' . 

. ( :l ':7~, .~ Th.1~1~ sohool prinCipal or ~s representati!e issues. the 

inst ,otor a receip:t" 'f.or all moneys deposited • 
;. ~ ....... - ~"" ~. --" I 

". '( )~k4t th1 olose ot the sohool Tear,.the ~lll\o1,'-'tfJrials. the 

, recei~~s for payme~t'o't lupplies •. the inventory ,otmateriala 
it ' 

"_ ~. and t~. ~eoei~ tor moaey remitted 1;0 the ~gb. school 

PriDO~pal .. ~~ r.oo.c1~.d.. 
j' . " 

C,): :9. (fhe ~,:t,ruotor keeps an'dpbabet:f.cal: acoQUl'lt of records of all 
,! ' . " ., '. . . ',- . 
, .. 

: .. "( ') 10~.: Au ia·.pendent audit o£ the finuoie+1 retords (record ot sales, 
" '.' .... " j .... .~ 

of 'suf~ii$8 ·to pupils toroonstruotioD or projects) of' the, ' 
. I:. ' . ..' , .. : • , '" , " 

,shop ; s _de 8Jlnual17~ " 
, ' , 

( ) 11. '$0000,' _plO1.~, responsible for handling mOBeys troltt.,the 
• - " - ~. .. t,.'-

:s&168 jot .:upplies are bonded. 

( ) 12. 
, ,. 

I' ,·"l " .' . 1" BYaluation B1IJII!!'l (Rate ~ !t. "1. ~ ! - !) 
() 1~ i An adr~te r~ord" o:f:',~al~8 C?t._t~~al and suppli ... 1s kept .. 

':(' :) ... 2'~ . i: :Pupil . ~~ .. ·a ttu.-r . pr~o~ _ t f!r . ~~PP~1r e~ '. 
,; \... 

. ; () '3'~:; The s es of supplies ~. J?-P~ ~.equlre excessive teaohe~ time • 

. ~, .' 

, ,~ ,.' 

" ' 
, , 

.:~ .' 

, 
. , 

. ' 

:-,.1 " 

'. ,,' 
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I: 

I' vn. Safety in" Handling; Supplies 
I! 

Acoeptab1el! safety regulations are observea. in the storage and hand-
, i; . ' ~ . , ' 

ling of SUPPl1e!( • Pupils receive effective tra,iDiug and observe adopted 

safety- praotioe in the handling and issuance of supplies trom well 

construoted aup:ly faoilities conveniently looated to the farm meohanios 
- ' . f 

shop. 

I.. .A.. lrIformation needed 

1. Secure a cOfPY, of the 100a1 fire and safety regu,lations obsened. 

( ) 

I ' 

bY' the hight! school shop (attaoh.). 
I 
: ' ~. Che~k, sh'~t(Rate !.. !, .£E!.!) 
! 

1. Copiesii 'of sa£ety regu.lations ,are displqed ,prominently in the 
. I . · 

shop. f ' 

() 2. ,Traini~ is given pupils in safety prooedures. drills, inspec

tions.! and regul~tions: 
II ..... , . 
1, . 

Su.PP, oabinets, racks, biu, and o()JI.ta.iners used for the storage 

of aU~~lieB are adequate and Substantially oonstruoted. 
I' 

Floors!: in, storage areas are made of:p.on-skid fireproof materials. ( ) 4. 

( ) 
1 ' , ',' ". ,-', ," , . 

5. Fire prrot~ction .eq~ipment is _ a~equ.-te and properly displayed 
~ 
I' 

~thi, easy reaoh of all personnel. 

() ~."Sta±+ are provided 1I:ith n8C/eBa&ry guard rails and skid-proof' 
1 

steps~: 

() 7. ·Ent~e., o~rridora. and stairw&¥s are provided·with adequate 

illumi!natiolle .. 
I; 
ii 

( ') .. a.Entran[oes to supply areas are tree from overhead or ether 
i: . ~ ~ ~ , . .' r 

obstrui'~tionsJ 'i.e., attic eaves, water pipes, or heating pipes. 
. I, - . -. ',' • " , , -

() 9. Safet~ Btand.ards. basic in industry-are adopted aa.t'~ as is 
i -

reaSOrble and in keep1:og 11:1. th eduoational praotioes. 

I: ' 

t: 
ii 
I 
; 
! 
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( ) 10. Students and instru9tors participate periodically in organized 

safety! inspections and drills. ' 

( ) 11. Good housekeeping procedures are used in the supply areas. 

( ) 12. Inflammable materials are stored in metal cabinets in leak:-

( ) 13. 

( ) 14. 

( ) 15. 

proof ~ontainers. 

Gasoli~e is stored in cans equipped ~th safety spouts. 

Oily rags are kept in air tight metal containers. 

Materials not immediately used for project construction or 

pupil instruction are promptly plaoed in storage' in a orderly 
I 

fashion. 
I 

0
1

• Evaluation summary (~.2.- 4 • .2" 2. 1:. - N) 

() 1. Safety regulations are observed in storing and handling supplies. 

() 2. Physic!al facilities are oonstructed .and maintained in keeping" , 

with desirable safety regulations. 

( ') . 3. Pupil$ observe safety habits and partioipate i~ safety in-

spections and drills. 

D. Comments 

Summary of evaluations 

Teachers ,nd evaluators are encouraged to plot the numerical evalua

tions on a five-point scale on the chart on the following page. The line 
I 

graph made by oonneoting the points of evaluation will be helpfu,l in 

reoognizing the weak and strong areas of the progr~ and planning for 

an improvement program 
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SUMMARY OF EVALUATIONS 

Ratings 
...... C\J I'C' ...::r I Lr'\ 

i H 
0 

r-I or4 

$.t 

l 
~ $.I 

H (I) 

0 -1"'1 0 Pol 
0 a:S ~ r7l p... ~ 

I. A revolving fund is set ~ for supPly ;eurohases 
I 

1. The revolving fund is adequate 
2. Adequate records are kept ,of sales and purohases 
3. Sohool district honors all requests 

I. The instructor submits an annual inventory - -I 
I 

I.' Inventor,y take~ in businesslike way 
2. Proper inventory forms are employed 
3. Pupils receive training A 

I. Purohase of supplies 
, - , 

II 

1. A survey is oonducted and a meaningful budget 
prepared -

2. Supplies aVailable for all use 
3. Supplies are purchased in a businesslike way 

IV • Adequate space.!! provided for stora.ge of supplies 

1. Stora.ge space is adequate 
2. Supplies stored in orderly manner 
3. Supplies easily aooessible to pupils 

I 

v. Estimating~materials ~ supplies 

1~ Supplies handled in a bUSinesslike way 
2. Handling supplies requires a minimum. of 

teacher time 
,. Pupils receive training in estimating and 

purchasing 

v I. The pupil pays for materials ~ 

1. A re()ord of sales of pupills materials is kept 
2. Pupils pay- a fair price for supplies 
,. Sales or supplies requires minimum teach.er 

time 

VI I. Safety is observed in handling supplies 

1. Safety regulations observed in storage and 
handling 

2. Physical facilities for storage of supplies 
meet i standards ' 

3. Pupils participate in safe~ inspections 
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DIRECTIONS 

Prinoiples 

The guiding principles enumerated in eaoh of the following seotions 

of tl"e se criteria are statements subsoribed to by a group of successful 
I 

I 

teaohers, administrators, supervisors, and lay people from Utah and 

other states.: Follow.i.ng each prinoiple, certain specifio items of 
i • 

information are requested: as essential in ap~rai.sing the prevailing 

oonditions against the prinoiple or standard. .A nwnber of items are 

enumerated Whfoh taken together designated as "checklists", assist 

the appraiseriin eV'aluating the effeotiveness of the prevailing con-
I 

ditions. ! 

Cheoklists 

Eaoh cheOklist oonsists of' items, praotices, proviSions, and 

conditions which are considered desirable and acceptable. A looal 

farm meohanics shop program may conform to these items to various 

degrees. The,ohecklists are intended to assist the appraiser in 

determining how well a department measures up to the standards set 

up in these oriteria. 

The preva.ili:ng oonditions in the shop are to be evaluated through 
i 
i 

the use of the checklist it ems in the parentheses preceding them. with 

the symbols A. B. 0, and N. 

A.. Indi~ates that the provision, praotice, or condi tiOD is present 

tully. 
i 
I 

B. Indicates that the proviSion" practice, or oondition is present 

to some extent. 
I 

I 

C. Indi$ates that the proviSion, praotice. or oondition is missing 
I 

but is needed. 
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N. Indioates that the provision, practice, or condition does not 

apply or is not desirable. 

Evaluation summary 

Following each ohecklist one or more statements of evaluation are 

listed. These evaluations or ratings are to be made on a five-point 

scale which ~11 measure the extent to wnich prevailing conditions 

conform to generally accepted prinCiples or standards. 

Evaluations repre~ent t~e best judgment of those making the evalua

ticm. The ev~luation summa~ is based on persona.l observation and 

judgment in tJe light of the ohecklist items as they have been scored 
I 
I 

on the availa ile information needed. This five-point scale i's to be 

used 111 th thetollowing interpretationsl 

5. Excellent: Provisions are functiOning tully and/or condi tiona 

are ~xt ens iva. 

4. Ver,y,good. provisions are moderately extensive and function 
I 

I 

well. 

3. Goods the provisions are average, p~esent and functioning 

about average. 

2. Fair: the provisions are limited .and are functioning below 
I 

avert+ge. 

1. Poor t the provisions are very limited and are functioning 

very!poOrly. 

N. l\ti.ssing or does not apply •. 

How to use tbis evaluation instrument 

Effective use of this evaluation device depends upon the familiarity 

of the indi vidual with the technique proposed and a. thorough under-

standing of the prevailing condi tiona in a given farm mechanics depart-

ment. The teacher should beoome thoroughly familiar with the rating 
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device as a selt evaluation instrument and use it for the improvement 

of the fanD. mechanics department. 



. , ! . 

, i 

i' I. ' 'Purchase ot SUpplies 
I!, " ',:,' '. 

'lb.e effi~iency ot'operatiOl1o.t' a t'~ meobanioll ehopie dependent ' 
"" j' " ' .. , . 

,i., a, 'iarg.meJs~e 'on th~' aTaii~bilit.v' otoo:na~ble aDd instructional " " ' t',,:, ".': ,',4' I,' "',e' , , 

supplies cODv~ent17 ,and systematica.lly sto,red in :the tana mechaJ:lio8 

ahOP~ Mequa.~ eupl!Uee ehould 'b. purohalled _11 in advanoe i£ the 

openi!lg of eo,ool on a 'basie of the epri!lg :i.nVlllll1tory of lIuppUes 011 

I ~ " . , , ' '" ' 

hUd,.. the enrdllm.ent a8 determined by ~rer.gist~ation tor the ~earah~ad, 
, ,! . , , '. .., " 

and the estiDltfted. needs otthe projeotsot individual students. Pu.rcQ.al!u~ 

of all ituppuj.' is_d. with the ue. ot'. a~oftd riquiaition t'0I'IIIII 

farm mechanios teaoher, a:Qd. oh~eled through ,the school 

district ottt 
, ~' 

A. Information needed 

,1. An, esti_te ,ot'the f'ara lleohaDioe shop 4Im'01blentll(JIUIIIber ot' 

studentsi:on class rells) , 
. I,. 

a. 'All fi'ltUd~S ____ _ 
'b., Yml1 t'armers 

c. AdU1l farmers 

d.' Tota: enrollment 
"1: . -----

,I 

2. A:coP7 ot : the annual,budget in tam. meelia,nics(attaoh). " 
" 'J."" ' - " 
Copies of '; approv6d. puroh8.s.. or:der and/ o~ requisition torms used' tor 

. . ;,' 'i' . J 

. " ,. ! -, , . 

the plu'0ri!lg of suppli8&l • 

. 4. Anestiilar ,Ustot', shop, projectll ~ ei.rol~_Uld the ne08s."17 

.supplies!stored in the 8~pplT:roo~. ~e~'l~~ai teache~' p~ac.s a, 

check d", ~:ing the impo.rta.n~. of the p~()j~ct &J),d the importance 

the ~uppl:ie8 in ,the tt4ble below, . 

I 

.1 
, 

, I 

.' 
I 
1 



Shop project 

a. Fam carpentry projects 
(1) Feeders, bins 
(2) Farm struotures 
(3) Gates, fenoes 
(4) Estimating 
(5) Sketohipg 
(6) I 

(7) 

Iiip'ortance 
H H 
~ 8 ~ 
:i;t~ 

b. General fann shop projects 
(1) Oonorete projects 
(2) Electrical projects 
(3) Irrigation structure. 
(4) Rope work projects 
(5) Painting projects 
(6) Plumbing, sanitation 
(7) Mas onryl 

o. Fani machiliery projects. 
(l) Planting maChinery " 
(2) Harvestfng machinery 
(3) Culti va~ing mach. 
(4) Garden equipment 
(5) Tractor~ farm 
(6) Truok. farm 

i 

I 

70 

. )iportance 
H H 
.2. 9 ! Shop supplies neoessar,y ~~ ~ ~ 

a. Farm carpentry supplies 
(1) Bolts, carriage & 

maohine 
(2) Bolts,' stove 
(3) Hinges, hasps, etc. 
(4) Lumber, instru.ctiona~ 
(5) Nails, common and 

finish 
(6) Sorews,' brads, 

fasteners 
(7) Sandpaper, glass 
(a) Glue, putty 
(9) Staples 

( 10) Pap er, drawing 
(11) Paper, soratch & 

ditto 

b. General farm shop suppliE s 
(1) Blades~ hacksaw 
(2) Oement, portland 
(3) Sand and gravel " 
(4) Pamt, implement, 

wOod 
(5) Supplies. eleotrical 
(6) Su"pp'lles, plumbing 
(7) Tape', "friotion & ,ale c~ 
(8) Varmsh~" shellao, etc. 
(9) Compressed air I' 

(lO) Wire, baling, electr •• 

o. Farm ma chi ner,y ' supplies 
(1) Oleaning solvents 
(2) Gasoline. and/or 

kerosene 
(3) Oil, motor & machine 
(4) Grease~ 'lubricating 

and"ptessure 
(5) Parts', -farm machinery 
(6) Rivets, farm machinery 
(7) Bolts, washers, cap 

screws 
(8) Teaohing aids 
(9) ,Cotte~, spr~ng 

* Machine is either repaired, servioed, or built or a combination thereof. 
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B. Checklist - Purchase of supplies (~!~ !, £, ! N) 

1. The annual budget is a basis for purchase of supplies 

( ) a. Antiqipated pupil enrollment, soope of instructional program 
for the year ahead and supplies on hand as reflected by the 
spri*g inventory are the basic faotors affecting the annual 
shop I,budget. " 

I, 

( ) b. The budget inoludes needed repairs. improvements, and additions 
for -yhe year ahead. 

( ) c. The annual budget as a future referenoe is filed in the office 
of the prinoipal and/or superintendent as well as the farm. 
mechanios instructor. 

( ) d. 

2. Availability of supplies for student use. 
I 

( ) e. A sufficient quantity of supplies is pUrohased in advanoe of 
the time of use for the entire teaohing year. 

( ) f. Supplies are purohased arid s~ooked conveniently for instructional 
and demonstrational uses. 

( ) g. Certain supplies needed in the construotion of large projects 
are ~ither purohased by the pupil from the local merohant or 
brou$ht from home. 

( (') h. 

3. The purchas~ of supplies is aooomplished in a businesslike manner. 
I 

( ) i. The requisition and/or purohase order form in duplicate (or 
triplioate) is empl~ed in the purchase of all supplies. 

( ) j. Requisition or purohase order forms oontain the following 
pert~nent data: 

(1) Spaoe for n~e, and address of vendor. payee, and far.m shop. 
(2) Spaoe for name and desoription of supply or-material ordered. 
(3) Space for quantit,y. quali~. and price of materials ordered. 
(4) A printed order nwmber (serial). 
(5) Space for date of order and dead-line date after whioh 

~upplies will not be aooepted. . 
(6) Space for signature of person authorized to make payment 

for supplies. 

( ) k. An approved requisition form is initia.ted by the Farm Meohanios 
instruotor. 

( ) 1. The prinoipal approves the requisition. 
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II. Annual Report of Inve.nto~ 

The farm m.eohanios instruotor submits to the high school prinoipal 

annually a satisfaotory record of inventories of materials and supplies 

on hand. 

( ) 

A. Information needed 

1. A copy of two or more annual inventories. 

2. liJhen is the inventory taken? (usual dates) 

1. 

persols responsible for taking the i~ve~tor.r? 

B. Cheoklist (Rate A, B, 0, & N) 
I . -- - - --

The sh!op instructor us es an acceptabl e printed inventory form. 
to malge the inventory. 

() 2. A provision is made for recording obsolete items in the inven
tor,y.' (See attached for.m) 

() 3. Provision is made in the'inventory'for a record of'losses due 
to fire, theft, breaka~e, ~~ ~ge. (See attohed form) 

() 4. The inventory is taken by oounting 'and reoording all items of 
supply, and material, exoept such items as brads, cotter keys, 
etc. ' 

() 5. Provision is made "to 'allOw an estimate 'of "small items as men
tioned, in (4) above or to indioate by weight the quantity on hand. 

() 6. Students reoei ve training in conduoting a businesslike inventory 
by actual partioipa.tion in counting and reoording each item of 
supplYr 

() 7. Good hfusekeeping practices are praoticed during the inventory. 

( ) 

( ) 

8. Whenever a new instructor is anployed~ an inventory is made of 
all supplies by the retiring instructor, the sohoo1 prinoipal, 
and the new instruotor. 

I 

9. Inventory cards are kept on all supplies and materials by the 
farm mechanics instructor and the superintendent of schools. 

( ) 10. The inventory record olearly shows the amount and value of 
supplies on hand. 

( ) 11. ProviSion is made to indioate the oondition' of each item on 
inventory, (i.e., excellent, good, ~air. poor). 



-, .' 

.', '; '~~."'~ , 

, ,'\~.:,'~. ~.~ 

;:';~:';" i~' 
~ ~:/~. 

,I 

:-:~ .... /.'"'*':''''' 

'1,' 

--~-

.. / 

i 
,t, 

'r 

. .... : 

• v ~-

.', 

--, 
~" -:-.... 

: ,I, 

~. ,.... ! 

., ~,-,:~/~.-

,,'n' :' ¥_ 

:'i/ 

"./- . 

',' 
" 

/-
-I 

-·1 

:. :-~. ~ 

<'. "":~l 
.. ;.~" j,: 

.-~~:""J 
• 1~~ 



76 

III. Orderly Storage ~ Issuance 

Adequate spaoe and spacing is provided for the storage and orderly 

issuanoe 'With student participation of all supplies and materials. 

A. Information needed 

1. 'What s:torage spaoe is available for the storage of shop supplies? 

a. Area available for lumber 
b. 'Area available for steel 
c. Area available for inflwmmables ( gas, oil, paint, etc.) 
d. Cabinet area for small supplies (Nails, bolts, screws) 
e. Ar~a for materials and parts (misc.) 

I 

2. How aJe the supplies and materials a~anged: 
I 

i 

a. Fo~ orderly issuanoe? . 
b. From the standpoint of safety measures? 
c. For the ease of student participation in· the issuance of the 

supplies? 

,. What arrangements a.re made for add! tional new supplies and 
neoessiary expansion of the supply area? 

() 1. 

() 2. 

() 3. 

() 4. 

() 5. 

() 6. 

() 7. 

() 8. 

() 9. 

B. Cheoklist (Rate A, B, C, or N) -----. ...................... --..... --
The fao~lites for storing supplies and -materials provides 
visibi:tity . and ~a~e in che.~~ng and ~ssui~g. 

i 

Small ~ tams o£ ~upply a.r e s~ored in oompartmental bins or drawers. 

Supplies are stored aocording to' some reoognized system suoh as 
"Storing aocording to the units of instruotion. Q 

-, ~ ~ - - -

The stFrage sPllce a£fC?rds _ adequ~te _ prot~c~ion._ ,against loss. 
i 

MaxiDlllin student partioipa.tion is us ad in the is suanoe of supplies. 
! - - .. .. ' ~,. <-" ,. _.. -~ •• 

Supplies -not affected' by we'ather or temperature are stored in 
an enolosure adjoining the shop in covered raoks or bins. 

I,· '. -. " '. . ... , , 
I • 

The stbrage. areas a~e adequately ill~.~~ed~ 

Sui table entranoes are 'provided to' the storage areas for proper 
receiving and dispensing of the supplies and materials. 

Inflammable supplies are stored in metal cabinets properly secured 
in metal containers. / 

I 

( ) 10. The storage area provides for neoessar,y expansion to inolude new 
supplies and materials. 

( ) 11. Lumber and steel supplies are stored in either vertio~l or hori
zontal raoks located for convenienoe of is sue and safe storage. 
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,t 'IV.' ist~ating Materials and Supplies 
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78 

. i' , : 
Students tece1veef'f'ective 'tr,aining prooedure in estimating" quantity, 

i 
quality., imd cost i on the form of materials and 

, t· 
~upplies used in the construo-

i,' . 
tion ot projeots ,sed. 

( ) 

( ) 

( ) 

. I 
A.., Information needed 

i· 
I 

1. Vibat me,ods are used by students to procure the neoessary supplies 

for proj~ct construction'l . 

2. 1Ihat fO+ are used for estimating and recording the supplies 

4. 

studentsljuse, ' 

Are stud+n:tS used or t~ined in recording supplies estimated and 
I 

is,sued'l I 

t '. 
, ,'I B. Checklist (Rate!, !,.2" .2!:!) . 

1..1. studeni, maltes a sketoh ~d a bill ot materials needed betore ' 
begiDDi1 the construction of a farm meohaDiOIl project •. 

2. The sketrh and bill of materials are' made upon a standa.rd form ' 
designed I tor this pa.rticular purpose. 

. - ,. 

3. The esti~te of· materials is ohecked. and approved by sigDature of 
the 1nsttuotor before any supplies or materials, are' issued. tor 
projeot fonstruction,. , _" ' 

( ) 4~ Students rare assigned: the responsibility ot "supply clerk'" at 
interval~ to receive training in good bUSiness procedure. 

( ) 

( ) 

( ) 

( ) 

( ) 

. II ' .. '. -,'" . " . "~, -, .. . 

5. The studt,nt "suppl1'olerk oheckS' and pltices in~torage all incomiDg 
supplies las directed by the instructor. 

. '- ~. .. -, , , 

6. The stud+nt supply cl~rk issues sll:pplies ,to pupils uponpresenta
tion o~ instructor approved.lists. (Material forms) 

I: ' .. .. - :" ' ,. , , , 

I " 

7. The stud.nt supply 01 ark maintains the ,supplies in an orderly 
mapner 011>8 erving good hen s ekeeping ha bi ts • 

8. The SUPPlY olerkrecOrdB, '''materia~s iSS~~ and atter eaoh is'sue 
requires Ithe~pil r~o~i ying ,the ~te~a1.s to sign tor them. 

I " 

9. .As mater10ialS are issued the bill of matenals beoomes a record ot 
sup~l:les liSSUed.. . 

I 

I 
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v. Safety in Handling Supplies 

Safety regulations and standard~ are formulated, made a part of the 

instruotion program, 'and a.re gen,erally observed in the storage and handling 

of materials. 

A. Infonnation needed 

1. , A copy of prevailing regu.lations and standards governing safety. 

2. Copy of provisions concerning aooidents in the school district. 

3. Records of periodioal safety oheoks made by the state industrial 
oommission. 

4. 

B • Check sheet (Ra te ~, !, ,2., ..2!:!) 

() 1. Supply oabinets, -rao~s, bins~ and oontainers are substantially 
oonstruoted and are adequate. 

() 2. Fire proteotion equipment is adequate and prominently displayed Wi thin 
easy reaoh of all personnel. 

() 3. 

() 4. 
Floors in storage areas are made of non-skid fireproof materials. 

Entranoes~ oorridors and stairways are provided with adequate 
illumination. 

() 5. StairWays lara provided 1Pli. th necessary guard rails and skid-proof 
steps. 

() 6. Entranoes .to supply areas are .free from overhead or other obstruo
tions. 

() 7. Safety standards basio -in indus try are adopt-ed > as far as is reas on
able and in keepi:n~ w~th ~ducati?~al :praotioes,., 

( ) 

( ) 

8. Students and instruotors paritiopate periodically in organized 
safety inslpeotions and drills. 

9. Good housleepi~ prOCeCil1reS are used in the supply areas. 

( ) 10. Inflammable materials are stored in metal oabinets in closed 
leakproofccntainers. 

I 

( ) 11. Suoh materials not immediately used' for pro-ject oonstruotion are 
pramptly placed in storage in a neat and orderly fashion. 
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VI • Revolving Fund 

A·revolving fund is set up by the, sohool board for the purohase of 

supplies and materials used a.nd P'1lid for by students in the construotion 

of home projects. ' 

( ) 

( ) 

( ) 

( ) 

A. Information needed 

1. Available, reoords of the revolving fund indicating pu.rohases" sales, 
and reoei pta. -

2.' What method is used by the sohool distriot to finanoe the school 
shop? 

4. 

1. 

4. 

B. Cheoklist (Rate A, ~, ~, .2!. N) 

A revolving fund of suffioient size is set to purchase supplies 
used and sold to students in the oonstruotion of' home projeots. 

The student pays the farm. meohanios department for all materials 
issued to him for the oonstruction of home projects. 

Cost of materials used in demonstrations and for general instruo
tion is ~id for by the sohool district from funds other than the 
revolving I fund. 

i 

The student pays a fair price for materials issued him. for some 
project o0nstruotion. 

I 
I 

- , 

() 5. A duplioate reoord is retained by the farm mechanios departmaent 
of all purohases and sales of shop supplies. 

( ) 6. All money: oolleot-ad from sales of nat erials are -oredited to the 
shop revolving fund for further antiCipated purohases. 

I .". - - .. - -

() 7. The distr~ot-mainta.ins the necessary bookkeeping to insure the 
return of ifundS. trom sal~~ ~f. sUI>p~ies._ 

() 8. Money collected for the sale of materials and supplies maintains the 
revolving:fund. 

( ) 9. 

( ) 10. 

Provision lis made to inorease the revolving fund if suoh need is 
demonstra~ed by the instruotor. 

I ,. ~ - • 

I 
I 

Where a r~volvirig'fund is 'not in operation the school district honors 
all reasottable requests for the purchase of materials and supplies. 

I 
i 
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VII. Sale of Supplies 

Xhe student pays the sohool a fair price for ~ll materials and supplies 

used fram'sohool supplies in project oonstruction for the home or farm. 

( ) 

( ) 

( ) 

A.- Information needed 

1. Policies of the school di. strict regarding the sales of materials 
to students. 

2. Price lists for salable materials for quantities used in home 
projeot oo~struoted. 

3. Records, of sales of materials to students. 

B. Checklist (Rate A, B, C - N) 
- ~..,.. - -,-

1. The student pays the sohool a fair pric'e (not more than local 
merchants oharge for materials in similar amounts) used in project 
oonstruction. 

2. The bill of materials torm us ed by the stUdent in securing pr oject 
materials:'becomes a record of materials sold by' the instructor to 
the PUPil'r 

3. The s.tude~t pays tor ~terials or supplies actually received whether 
used or w~sted in student project construotion. 

, , ' ~ . -

( ) 4. Before a oompleted project is taken'from the shop the materials 
used in i~s construction are paid for qy the pupil. 

() 5. The instructor upon receiving plyment for student projects completed 
issues a receipt in the presence of the student. 

() 6. The student retains a copy of the receipt showing payment of 
purchased! supplies tor home projects. 

() 7. The iiultlctOi-· files a oopy ~f the receipt of payment for supplies 
used by the student. 

( ) 8. The instri.otor remits to the high school treasurer at regular 
intervals I all money received tor supplies and rec,eT,ves: a receipt 
for the same. . 

( ) 9. At the c1~se' ot the"school year the 'bills of ma.terial, the reoeipts 
for payme,t of' supplies,' the inventory' of,'m9.'terials on hand, and 
the recei,t for m~ney remitted to the school treasurer are reconciled. 

i 

( ) 10. The instrUctor keeps an alphabetical student aocount record of all 
student ~rchase8 and sales. 
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SUMMARY OF EVALUATIONS ~ H 
0) 0 ::: ~ 

~ H "d G> Q) 

~ 0 i P-t 
0 0 rE fl.. ft4 c 
I I I I I 

I. A revolving fund is set up for supply purchases f""'i C\I 1'<'\ ..:t l.C"\ 

A. The revolving fund is adequate. 

B. Adequate r~cords are kept of sales and purchases 

I I. The instructor· submits an annual inventory 

A. Inventory t uen in business way 

B. Proper invento ry forms are employed 
1 

c. Pu}2ils reoeive traiDing 

II I. Purohase of supplies 

A. Meaningful budget pre~ared and used 

B. Supplies available for all use 

c. Supplies are purohas ad in .business way 
i 

I V. 
I 

Adequate spaoe I. pr ovided for storage of supplies 

A. Storage spaoe is adequate 
i 

B. Supplies 
I 

stored in orderly manner 
I 

c. Supplies easilY' acoessible to pupils 

v. Estimating materials and supplies 

A. Supplies handles in a business way 

B. Handling supplies requires a mi. nimum of 
teacher time 

c. Pupils receive training 

VI • The pupil pays,for materials used 

A. A record of sales of pupil's materials is kept 

B. Pupils pay a fair _prioe for sUEplies 

c. Sales of supplies req2ires minimum teaoher time 

VI I. Safety is observed in handling supplies 

A. S~ety re~1ations. observed in storage and handling 

B. Physi cal faoili ties for storage of supplies meet 
standards 

c. Pupils partiCipate in safety ins_~ections 



SUPPLY ACCOUNTING FORMS 



STUDENT RECORD OF PRPJECT CONSTRUCTION 

Department of Vocational Agriculture 
Davis High Sohool 

Kaysville, ut. 

87 

Name Period Date Started 
------------~--------------- ---------- --------

Project _______________ _ Date Completed ----------------
Bill of Materials (Sketoh projeot on reverse side of this sheet) 

Number Total Reoeived 
of pieces Desoription of materials units Cost by student 
items Brd. ft. Ibs. (initials) 

i 
I 
I 

I 

Total Cost $ -------
Procedure analysis I 

1. I 

2. -----------------------------------------------------
3. -----------------------------------------------------
4. ----------------------------------------------------

Payment in full -------
Go ahead approval Final Grade 

~--------------------- -----------------
R ecei pt numb er ---------
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DAVIS COUNTY SCHOOL DISTRICT 
Farmington, utah 

INVENTORY OF INSTRUCTIONAL SUPPLIES 
(not for re-sale) 

School 

89 

----------------
Dept. Room -----Teacher 

--------------------
Beginning 

Description &: size of items inve~tory Received 

, 

i 

I 

I 

I· 
I 

I 
I 

I 

, 
! 

I 

'" All items indioa~ed in loss &: breakage 
must be submitteq on a separate list 
(Pink) signed by!the teacher & prinoipal 

Amt. 
used 
I 

Date 
------------------

Loss &: Ending Additional 
'" breakage inven- am.'t needed 

·tory for 

Signature of person taking inventor" 



DAVIS COUNTY SCHOOL DISTRICT 
Farmington, utah 

INVENTORY OF ALL MATERIALS FOR RE-SALE 

School 

90 

------------------
Dept. Room ---------- ------Teacher 

------------------- Date 

Beg. Pur-
Description & size of ite~ inven- ohase 

tory 

! 

I 

i 

I 

* All items indica.ted in loss & breakage 
must be submitted, on a separate list 
(pink) signed by ~he teaoher & prinoipal 

I 

End Cost Total 
Sales * Loss &; inven- !Unit value 

breakage tory price 

Signature of person taking inventory 



I· 
r 

DAVIS COUNTY SCHOOL DISTRICT 
Far.mington, utah 

Sohool 

91 

--------------------
Teacher Dept. Rm.*_ 

----------------~----- --------------- -------------
Date 

INVENTORY OF Loss & BREAKAGE lTE=m=----------

Tools & E~ipment, Material for re-sale, Instruotional supplies, Text books 

Desoription & size of items Explanation Value 

" 

" 

, 

I 

. * All 1tems 1nd1cated in loss & breakage Teacher 
must be submitted: on a separate list -------------
(pink) signed by the teacher &,prinoipal. PrinCipal 

------------------------



REQUISITION NO. 
ORIGINAL 

THE BOARD OF EDUCATION 
DAVIS COUNTY SCHOOL DISTRICT 

JOHN I. HESS, Clerk and Purchasing Agent 

FARMINGTON, UTAH 

--------------------1 19 __ _ 

To ______________ ~------------------

PURCHASE ORDER 

92 

N'l 1400G 

Ship Via ___ ,;.--___________ _ 

Please ship the following material to ___________________ -.::"',' ___________________ _ 

.. FOLLOW THESE INSTRUCTIONS. 
SUBSTITUTIONS not permitted unless approved by Purchasing Agent. 
Mail Original Invoices and Receipts to this office. 
Mail Duplicate Invoice to whom material is shipped. 
Put Purchase Q'der Number on ALL Invoices 

QUANTIT~ DESCRIPTION 

i 
: 

UNIT PRICE TOTAL 

TOTAL 

THE BOARD OF EDUCATION 

Purchasing Agent's Signature 

L 



I Supplies 
- - --. - - - ---- --- - -r-

-~-----~---- ------ .- -

General "Firi;it Aid"' Supplies 
Foods (H.E.G. only) Bl,ls-Parts 
Music _ Bus -Supplies 
Athletics 

MAINTENANCE 
Ind. Arts & Agrie. ek 
Visual Aids NOTE: Submit separate requisitions for items in group. l Repairs-Bldgs. & Grounds 
Auto Mechanics Book Orders-Give author, publisher, address, edition and grade. I Repairs-Fum. & Equip. 

QUANTITY DESCRIPnON & SIZE OF ITEMS BACK DEUVERED COST 

NEED UNIT ORDERED QUANTITY UNIT @ TOTAL 

. - - -- -

-

Filled by ________________________________________________________ _ Date __ ._ ... _ ...•.... _ ............ _. ___ ... _ .. _ .. __ , 19 _______ .. Approved PnnciPal. _____ ._. ____ . ___________ .. _. ____ .. _. ______________ eo. -
Posted by Date .. _ ... _ .... _ ........ _._. ______ ••••.•••..... _., 19 .. _. __ . __ Received bv .-----_. __ • _____ ••..• ______ ........ ___________________ --.-... -.. -. 

~1 • B$ina!::!oard Office - as 2 
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