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CHAPTER I
IN’I'ROD&GTIGH

A shortage of manpower dv;ring World War II and in the immediate
years following the war forced the American farmer into an era of
mechanized agriculture, His investment in machinery tripled, With
this evolution Ei:r.t farming, additional training became mdéssary fdr the
successful operation, care, and maintenance of his machinery. The
famer became, through no choice of his own, & mechanic, Many times
the success or &'ailure of his farming enterprizes was a direct result
of how well he operated his costly farm machinery.

The evolutfion in farming methods presented a new challenge to
the instructor T:i.n agriculture, Problems of students were changing
with the mechanization of egriculture. The instructor needed additional
training and development of skills in this new field. Effective
teaching of vocational agriculture problems regquires student partici-
pation, In far;n meohaﬁios instruction the pupil learns, for example,
how to weld by actually using a welder te weld two pieces of metal
together, Much of his learning takes .place on home projects which
he must build ajpd' repair or maintain as a part of his .‘;uperviééd
farming program., Modern farm mechemics instruction in the school
shop, therefore, requires a wide variety of materials for use in
project oonstra?otion, instruction, and demonstrations given by the shop
instructor and for the development of the skills necessary for the
farmer and his @ons to cope with the varied problems they meet on the
farm today, Mo’st of the skills the pupils acquire in the school farm
shop require moterials. To successfully complete the pupil's production

{

|




projects==feeders, gates, hous;i.ng, 'repa:lr of machinery, re-building
machinery and équipment--requires many materials, These materials for
the most part ﬁnst be readily available in the farm mechanics shop.

The efficiemy!of operation of the school farm mechanics shop is
therefore depexident in a large measure on the availability of consumable
and instructional supplies conveniently and systematically stored and

issued to students with a mirimum loss of time,

Statement of the problem

Criteria for Eveluating Procedures used in Handling Supplies in
Farm Mechanics 1‘Depsu"tm:en't:s in Utah High Schoolss +this title implies
the formilation of a set of criteria for evaluating the methods of
securing, stori%ng, issuing and inventorying the supplies used by
Future Farmers , Young Farmers, and adult farmers in the school
farm mechanics shop inm the rural high schools of the state.

Delimitation

The study was limited to the devising of an instrument for evalu-
ating the prooqdnres used in handling supplies in the farm mechanics
departments of Utah high schools, This delimitation is due largely to
the fact that Utah, unlike many of the states, has # system of consoliw

dated schoolss The problems in other states may be different,

Purpose of the study

The purpose of the study is to establish standards by whioh any
teacher of farﬁ mechanics may evaluate the effectiveness of his program.
If and vhen criteria are established for measuring the effectiveness of
any teaching procedure, then the teacher has a means of self evaluation
and a basis fer! professional improvement and growth, It is thought by

the writer that velid criterie will be the means of improving the




practices of handling shop supplies,

Need of the stﬁdz

The progrém in farm mechanics is young and yet has been growing

rapidly, Mechanization in ferming has inocreased the demand for this

type of instruction. OConsequently, there has been a lack of uniformity

and & degree of inefficienmcy in handling shop supplies. The writer has

not discovered any uniformity or existing standards on the practices
used, During the past four yeﬁrs, representative agricultural shops
in the Western States~-as well as many of the high school shops in
Utah==have fbeezl visited by the writez_' in seeking a satisfactory
solution to th Ls problem of standard procedures, Thése visits inw
dicate that the teachers in every school district handle shop supply

problema in thelir own way.

Definition of terms used

Vocational Agriculture, Vocational agriculture according to Good

is, Meducation in agrioulture for persons engaged in or expecting to
engage in fam:ﬁng as a vocation.” It has been established in the
literature of vzwational education in agriculture that the pupil with

certain definite objectives in mind works toward the acquisition of a

body of knowledge, skills, techniques, and attitudes from the simultaneous

epplication of study and supervised practice,

Farm Mechanics, The term farm mechanics was defined by Gook2 ass

The shop activities taught as a part of the agricultural pro=-
gram, JThe farm mechanics program includes all the unspecial«
ized mechanical activities that a progressive farmer should

perform on his home farm with the kinds of tools and equipment

1. Carter V, Good (BEditor), Pictio of Education, p. 18.
2. Glen Charles Cook, 4 Handbook on %easﬁigg Vocational Agriculture,

Pe ’4-110



he will hwire accessible,

Hendling. fﬂebstezj defines handling as "buying and selling; to
nanege 'and/or cbntrol, to direct, to perform some function with regard
to3 to pass 'bhr%mgh one's hands,”

Materials. Websterh' defines materials as "parts, goods, stocks
of which snything is composed or made,”

Supplies, | The word is used in this study interchangeably with.

‘ 5

the term “"materials,® Webster” adds to the meaning the terms: "raw
materials, goods, stocks, etc,, set aside to be dispensed as needed.
The quantity or amount on hand or needed.®

Principle. The Dictionary of Bducation, edited by Good,é defines

the word prinoiiple as, "a generalized statement through which otherwise
unrelated data are systemized and interpreted,” |
Requisition. A request for the purchase, or otherwise acquiring
- of supplies or equipment for a department,
Evaluation, Evaluation as defined by Good! is "the process of
ascertaining oxf Judging the value or amount of s omething by careful

appraisal,? |

8

Evaluative Criteria. Humpherys defines "evaluative criteria® as:

e o o an instrument made up of a mumber of sections, each of
which differs from the others., Each section includes

for the most part, (1) a statement of principles; (2) a
checklist of conditions, standards and provisions, which

when present assures the conditions prescribed in the principles;
(3) one or more statements of evaluation (measures) which
constitute a measure (on a scale of points) of the extent

3¢ Ge & C, Merriam Co., Websters Dictionary,

L4, Ibid.

5. 1Ibid,

6. Good, op. cit.
7. Ibid’o '

8. L. Re Humpherys, Unpublished Correspondence, Dec. 29, 1952,

|
|
|
!
|
|



A 'bhe oriterie. »

to vhich the sum total of the conditions proseribed :
 in the checklist conform to the primeiples. The
"~ seotion g3 a whole comstitutes am instrumenmt of
evaluation which is used for rating, stimletion,
 growth, standardization, ete. Tfsse measuring instrus
. ments. hajaz beon designated in our litom'm” as

o Bvalus:hi Criteria.. -
__gm:laaﬁon Jt ‘hho studz

- Chapter ]? of the thesis omtains an in'brodmction to the problem, -
Chapter II is iﬂevo'bod te the revs.ew ef related literature, m which .

the develapmm of the pra“»lem of procedures in handling mpplies ia

tregted on an area basis. Perismsnt evaluative sbudies are nlse

~eited in the second chapter, -

The procedures used in dweloying the criteria is treated in

| Ghapter 111, meluding the seleation of a:jury of experts, the forme

htien of the [mative dra.ft of 'bhe u'itoria, 'bho first revisien of

second response frm a le.rger grmp of the ;jury, and

a trial applie tion of the criteria,

cha.pter I*v cansi.sta of a third and final revision of the oriteria,
which is prowod as 'bhe instment for eveluationm in the stuéy. ,




; CHAPTER II
REVIEN OF RELATED LITERATURE

Introduction

The literature in the fields of vocational agriculture, industrial
arts, and genéml vocational education contains little specifie in-
formation regarding the overall problem of how best to handle supplies
in the average high school farm shope However, in the writings of -
accepted authorities im vocational agrioulture and in the findings
of research i.n:l this area, there are a mumber of basic principles
which might seirve as controls in evaluating procedures in handling
supplies in the farm mechanios shop. It is generally agreed that a
farm meehanic§ teacher who is able to | secure, store, and effeotively.
issue needed supplies with & minimum loss of instruction time and a
negligible loss of materials, other things being equal, is the better
instructor. Teachers are agreed that handling shop sugplies is a comw
plex problem which requires good busineés magement and cooperation
on the part of| other teachers, administrators, and pupils,

Godfrey9 Ei.n 1918 found in a survey made of 63 begiming agriw
cultural teachers in Califormis with ome %o six years experience that
52 percent of them had difficulties in the management of supplies in
the farm mechanics shop, while the remaining LB percent expressed some
difficulty.

Budget (a basis for purchase of supplies)

From the writer's cbservation, it seems that ome of the most

_
IR

9. Arthur J, Godfrey, A Study of the Problems of Beginning Teachers
of Vocational Agriculture.




important and probably most neglected jobs that must be accomplished
by Utah shop 'émehers is to prepare an anmal budget of supplies for
the year a.head. Foardl reports (19}42) that only a few of the 95
vocational agrioul'hure teachers in mssouri prepared and used an annual
budget. Micheelsll directing a study on the Industrial Arts program
with a committee of 15 Industrial Arts teachers of Utah, agreed:

It goes almost without saying that a well administered
shop will need a carefully prepared budget. The budget will
usually be made out in cooperation with the prinecipal amnd
will follow the accepted pattern used in that school,

The basis for making the budget will be the inventories
and the estimated emrollment for the coming year. The in-
ventories will tell what is on hand and the estimated en=-
rollments will help in gauging needs for the coming year.
By deducting the differences, itwill be possible to budget
the various things that will be needed,

The budget for farm mechanics shop supplies depends upon an

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

influenced by various local conditions as pointed out by ('}s.na.c:lxa.:"2

in Colorados |

It is generally agreed that a graduated program of
farm mechanics instruction should be taught each year if
students are to have the essential informetion and skills
required in the present dey field of farm mechanics. This
means that approximately one~half of each year should be
devoted to the development of fundamental skills in the
various ferm mechanics enterprizes, Here is the point of
departure, for estimating with reasonable accuracy, the
emount of supplies needed to carry out the instructional
program in each class for that year. Instructors in farm
mechaenics can compile such a list during the summer months
end submit the list of supplies for bids,

10, J. He Foard Farm Mechanics in Vocational Agriculture, pe 1.

11, William J, Micheels, Industrial Arts in Uteh (Part one), pp.lhl-1L2,

12, R, W, Ganada., Proper stems of Storig “Checking and . Inventorying
Tools, Bquipment and Supplies in the Farm Nechanics Shop, Pe e




Ir this way, more supplies can be bought with the
budget providing meterials that will be on hand when
needed, This efficient procedure will eliminate the
objectionable practice of sending boys down town to
purchase supplies during school hours. The purchasing
of most of the materials at one time will also be
appreciated by school officials, since this procedure
will eliminate a contimous flow of small bills coming
in. The amount of shop supplies to be carried by a
department will be influenced by local conditions, A
greater amount will need to be bought and stored in
rural consolidated high schools where supplies cannot
be purchased locally.

Casberg a.v..'xd‘Ma.ys]'3 state (19L3) that the "usual procedure is
thet the teacher asks for what supplies he feels he needs amd the
high school principal decides whether he should get them or not."

Their study fdrther indicates that sound business procedure

prevails whenfian anmial budget is prepared during the spring
semester as an indicator for the year ahead, The budget then
becones a basis for purchase of supplies for the following term,

Selection of éuppl:les

Ma jor consideration should be given to the proper selection
of supplies, Lewr.i.suL (1945) recommends that suppliaé,.should be.

selected acco%ding to their use, merit, price, and purpose, Con=

sideration should also be given to the vendor or vendors of these
supplies, :i..e.1 » for service rendered, promptness, integrity, and
honesty. Supplies are used, (a) for the comtﬁction of pupil's
projects, and ;\(b) for pupil instruction such as demonstrating

how to cut a fafter for a farm building. Oertain supplies such as

nails, glue, and screws are expendable in the instruction process.

135, Garlhﬂ. Ga.sierg and Arthur B, Mays, School Shop Admimistration,
Pe The
14, Jobn W, Lewis, Selecting Supplies and Equipment, pp. 372-37L.
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In the study made by the Iowa Department of Public Instmction,l 3

supplies were c%la.ssified in the two following categories:
Instructional supplies. WMaterials and supplies that
are used for maintenance and instructional purposes and are
not directly involved in the construction of articles that
become the property of the student, It may include such
items as oil, grease, glue, welding gas, sandpaper, finishes
and other materials enough to last for the teaching year,

Proie‘ct materials, Meterials purchased from a revolving .
fund usually, HMaterials should include those that are used
and peid for by the student, It may include such items as
lumber, special hardwere, metal stock, leather, etc, MNost
of these items should be purchased in lerge enough amounts te
last a whole year effecting a savings in purchase price and
time in recording. |

Some supplies, such as forge coel, welding rods, and electrodes, are
| 16
usually furnished by the schools, according to Phipps. He further

recommends that a school provide a revolving fund to pay for project

materials:

As the instructor sells the supplies to the students, he
collects the money and turne it in at the school's office,
where it is credited to the revolving fund, When more
supplies are purchased, these are charged to the seme fund,
Sometimes supplies are sold with a ten per cent (sic,)
markup to allow for waste, When it is a general policy for
a school to pay similer charges for other departments in the
school, a markup is not used, :

The use of e revolving fund is by no meens a general rule in the

schools of Utah, Do'wnsl? made a study of various plans used in financing
farm mechanics programs in the rural high schools of Utah in 1952,

He sent out a questiomnaire to 50 schools in Uteh conducting farm meche

anics programs, Thirty~five of these schools returned the questionnaire,

15. gzza lzepartmegt of Public Instruction, Industrial Arts for Secondary

nools, pe 52,
16, TIoyd J. Phipps, Handbook on Teaching Vocational Agriculture, p. 711,
17. Elvin Downs, Funds for the Purchase of'@ugplies used in Farm '

Mechanics Shops in Utah High SGROOLS, D 2e
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A summery of a part of the questionnaire reveals the followings
|
Questioml Do you heve a revolving fund which permits the
purchase of lumber, iron, leather, etc, in quantity? (Yes
or No)
Summery of answersg
e. Jwenty three answered yes,
be Twelve answered no.
Questiony How much does the district provide each year per
student enrolled in farm mechanics for instructional
supplies end other consumsble teaching materials?
Summery of eanswerss
a. Amount furnished per student ranged from $0.00 to $5.00.
b. The average was $1.5% per student,
This report re{reals the extreme lack of uniformity of practices used
in the financing of the purchase of supplies in Utah farm shops, and
that teachers are aware of the prcblem and feel that a study mst be
made before satisfactory practices can be adopted in school shops.

Requisition for supplies

Seme teachers experience difficulty in kmowing what supplies

(kind, quelity, ete.,) to select, In a Utah Industriel Arts study
18
edited by Micheels, it is suggested that the teacher;
P build an extensive library of catalogues, trade periodi-
cals and other reference material that will be helpful when
deciding on the kinds and types of materials to be ordered.
Such & library cen be developed easily by merely semding
post cards to the various firms asking for a catalogue, and
requesting to be put on their mailing list,
The inference is that meking of an adequate requisition is not to be
{
taken too lightly, for a single error can cause the teacher trouble
and will often disrupt the teaching program,.
. 19
When writing the various items of the requisition, Micheel

suggests the teacher be very exact, and include all the necessary

18. Micheels, op. Sits, pe 151
19, Ibide |
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information, He suggests that the requisition contains
a. Numbér of units to be ordered,
b, The correct neme of the material,
c. A complete description of the product,
inclqdings size, shape, any peculiar
characteristiocs, number if any, and
specific type desired.
d. Catalogue number, name of company, and
catalogue page.
e, Unit cost,
f. Total cest.
In addition to the above information suggested for the requisition,
it is assumed that the requisition conmtain (a) purchase order number,
(b) name and address of the shop ordering the supplies, (c) how to
ship or deliver supplies, (d) delivery date after which supplies
will not be a.dfcep'l;ed, and (e) who will meke payment for the supplies.
The writer in his visits to Utah school districts determined that
the purchase 61‘ supplies is normally made by the clerk of the 'boa;rd
of education or the high schoel principal, From the literature cited,
the prevailing practice is that the requisition, original and first
carbon copy, a';f'ter being completed and checked by the farm mechenies
teacher, is fi%led with the high school principal for approval, He
|
forwards the original to the superintendent or his duly authorized
agent, Payment is made by the clerk or purchasing agent only upon
the signeture of the shop imstructor on the invoice certifying that

the supplies have been received,

Storage of supplies

The influence of the several writers is that meterials mast he

checked as soon as they have been received to determine whether any

breakage has resulted,

The basic storage requirements for supplies, according to
i ,

t
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20
Cline, (19)46) are as follows;

a. Space for supplies mist be arranged to suite the
size, nature, and kind of supplies to be stored,

b, Space to afford -adequate protection against less,
demage end deterioration.

¢e To be arranged and clessified so that materials can
be lecated or returned to storage with minimum time
and effort,

do Fit into a general plan and design of the building
and rooms,=~both as to appearance and storage utility,

e. Be located and arranged so as to afford maximum
pa.rhic:.pa.tion of students. ,

f. Include provisions for necessary expansiom and
additions o new materials incident to growth and
progress of the department,

Casberg and Maysel suggest that such items as paint, varnish,
oils be s'l:ored in me'bal cabinets. In planning storage facilities for
small items such as brads, screws, and bolts it is better to use
containers or drawers that can be easily labeled and arranged in an
orderly and accessible mammer, Storage rooms should be well lighted.

Weaveraeiresolves the storage problem as follows;

2. 'Gonveniently to minimize labor.

be So they may be issued quickly and orderly.

¢ For ease of maintaining while in storage.

de So supplies may be accounted for easily.

e, Bo they are visible so far as possible to prevent

duplioa:hion, aid in maintaining adequate supplies,
to pérmit quick inspection and prevent wastage,

Handling materials

In order to provide for economy in the use of materials and to
: 2
trein students in good business procedures, Weaver 5 points ocut that
|

the student should always use a requisition form to withdraw materials

20, R. W. Cline, "Space for Teaching Materials," p. 2L,

21, Casburg & Mays, op. cit., pe 7B

22, Gilbert @, Weaver, Shop Organization and Management for Vooational
Teachers, ppe L9=51,

2%, TWeaver, op. Cite, pPe 5l.




will be used; (b) the kind and quantity of materials desired; (c) the ‘;

from the supply room whether a charge is made for them or not,

EritasrmzllL also reccmmends the use of requisition blanks or formss

Students  should be required to make out and present bills
of materials or requisitions for supplies that they wish to
use, This should be done whether or not such materials are
furnished free. Regularity in this respect is essential
factor in the proper use of materials, Written orders,
conteining estimated costs, also impress students with the
value of materials and meke them less likely to ask for
additional emounts without good reasons., A simple form

for this purpose may be made up., Jlhe arrangement of the
form is not essential,

The fact that one should be used
is important.

The requisition form or bill of materials should include: (a}

student's neme, address, his class, and the name of the project; (d)

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

of the teacher.

There are several ﬁethods commonly used in handling materials in

the shop, Casberg and Maysas discuss four methodss

a. Materials are issued as called for on the requisition
form by a paid supply clerk.

dents are appointed to serve as supply clerk by the
instructor. Students are rotated throughout the semester.
The student goes to the supply room to get materials
under the general oversight of the teacher, or the
teacher issues materials to students.

Insist on acocurate material bills mede out in duplicate =

Record keeping is minimized when the teacher regquests
an original material bill for each project made,

b,

Ce

d.

Inventory of éupplies

in possession of the owner,

In its simplest form an inventory is a written listing of mﬁterial

A contimous inventory is one which keeps

2.,
25.

Emenuel B, Ericson, Teachi

ng the Industrial Arts, p. 238,
Casberg and Meys, ope Cite, Pe Slie

13

a sketch drawn to indicate the type of project for which the materials ;

"
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the record up to date by posting additions and withdrawals at the time
they are made and recording the balance, Smith 26 jists the many uses
of an inventory records

a. A control of school properties for gemeral accounting.

b, Guide in purchasing for quantities to be bought in

connection with the anmal budget of needs,

c. To prevent unnecessary duplication.

d. Avoidance of obsolete and slow moving jtems,

e. A guide for replacements, maintenance and repairs,

f, A guide for insurance adjustments due to fire,

theft and misplacement.
Because of its many purposes an invenbtory is very important. To
accomplish the purposes listed by Smith it is necessary for items of
the inventory to be adequately identified, giving explicit information
regarding location, quantities on hand, condition of item, and acourate
description of each item and cost.

The Illinois State Boa.rd27 advocates the use of an inventory form
that may be used for several years, The Board requires, as one of the
first jobs of new teachers, the taking of a physical inventory of
supplies on hand in the shop. This inventory is taken with the assis=-
tance of the retu'ing teacher and the principal of the school. It is
generally agreed 'bha:h the inventory (a) should be accurate, (b) should
be mde on a printed form, (¢) should be made on a separate fom for
each classification of supplies, i.e., all plumbing supplies listed
together, eto.i .

The Illinois study also recommends that "materials which are
furnished by the Board of Education should be inventoried independently

{

from materials purchased from a revolving fund; materials purchased
|

out of a revolj'ving fund should include cost of item and total value;

26, George F Smith, A Continuous Inventory of Supplies end Equipment,
PPe 536-*393.

27. State of Illinois Board for Vocational Education, Industrial Arts
General Shop (Series A. Bul. 123), Sept. 1950. p. &0,
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and students ghould assist in taking the inventory as part of their
training," | |

Kré.meras %advooates the use of a contimious inventory system made
upon S—inch x fB-inch cards, These cards are léeated on the storage
bin, shelf or ‘ra.ok where supplies are located, Each withdrawal is
recordeds In this manner e teacher may always know at a glance what
supplies he hqs on hand, This system is only one of meny {:jpes used
in shops today(. |

In a Uta.hi Indsutrial Arts study, Miohe9129 recommends a complete
inventory be 'b‘aken at the end of each year, at the end of each semester,
or a contimous inventory be taken. A copy should be placed in the
principal's office, and it shoﬁld be brought up to date from semester
to semester, iﬁcluding any new purchases whiahA may have been made. The
inventory shoﬁld include (1) "mumber, name, make and description of
the article; (2) unit and cost when new as well as date of purchase
and source of jpurclw.se."

According to Phipp850 (1952) an enmeal inventory is needed,
"Items of equipment and supply will be lost and will wear out. A&n
inventory is an organized method of discovering needs and keeping a
record of equipment. A normal loss and wearing out of equipment is
expected each year by administrators."

|

Financial recérds of the farm mechanics shop

31

Casberg and Mays” recommend that a teacher should never handle

school money unless he is bonded. It is unfair to require a shop

28. I, ﬂ. meer, Simple Inventory Systems for Materials and Supplies,
Pe 71, ‘

29. M:i.cheel, j_?_E’ eit, Pe ]J-I\l-

30, Phipps, op. cit. p. 9L8.

31. Casberg and Mays, op. cit., pe. 98.
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teacher to assume such a responsibility, They recommend that all materials

purchased by the pupil should first be paid for by the student to the
principal's office, This payment is indicated by the presence of an
approved requisition Signed by the instructor to the principal's office
by the student making the project. Following payment the student may
draw the materials to be uséd in construction of his project,

Englehardt end Englehard‘b32

recommend that all teachers who
handle money should be bonded.

Some schools require pupils to purchase coupons or shop cards
from the principal's office, When a student buys supplies the
instructor puﬁches the value of the sale from the card, Essential

information that the card should contain include (a) neme of student,

(v) serial number for identification purposes if card is lost

(teacher keeps a record of names of students and card serial mumbers

of each student), (c) name of school, amd (d) value of card printed
|
around the edge of the card in common coin values.

Wi.lhtr33

‘recommends concerning financial records the followings
Teachers should be particularly careful in keeping accurate
records of all financial matters related to the school shope
Frequently a teacherts standing in e community may depend
-upon his ability to demonstrate clearly the disposition of
funds collected for projects and materials,

Whatever else a teacher may do or leave undone his record
of finmancial dealing should be clear and accurate,

a. Money received. It should be immediately recorded,
if possible in presence of the student from whom the money
is collected. A set of duplicate receipts ome of which is
given Yo the student has been found effective record for
purposes 'of accounting,

be Money turned over to the school. It is important
that the teacher have a record of money which is turned

32, HN. L. Englehardt and Fred Englehardt, Public School Business
Administration, p. 328,
55. Wilbur, :S_P.. cit‘, Poe 238.
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over to the proper school authority. The amount received
from students unless other errangements have been made, (Sic,)
Here again a duplicate receipt should be mede. One to be
kept by the office and the other by the instructor,

¢es Money paid out. In some schools teachers are
permitted to use collected money for projects as a petty
cash fund to purchase supplies for the shop., When this is
the case the teacher should be particularly careful to keep
an acourate record of all such expenditures., A specific
entry for each pruchase, together with a receipted sales
slip should be sufficient evidence, Money received and money
paid out plus cash on hend should always balance,

Records are likely to be effective and accurate to the extent

to which they can be 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

end should be discarded,

Davis School District” over a period of years has developed what
is acclaimed to be efficient forms and procedures used in the sales
of supplies, Wihen money is received it is immediately recorded,
preferably in ‘the presence of the pupil from whom the money is
collected, Puplicate receipts are mede, the original one of whioh
is given to the pupile This has been found to be en effective record
for purposes of accounting. Money is turned over to the school
treasurer each day., The instructor receives a duplicate receipt for
such moneys from the school treasurer, All purchases are paid for by

the school treasurer or the Clerk of the Board of Bducation.

Development of evaluative criteria

The American Techmical Sc:oc:i.e'lq;)'L in 1952 developed after considerw
able work an excellent evaluation procedure to be used in trade and
industrial education. This means a progressive teacher is always

i
on the alert to discover new methods and new ideas, He is not content
| .
| .
» See Appendix A for sample supply forms used in Davis School District,
3l4. American Technical Society, A Procedure for Bvaluating a local
Program of oi' Trade and Industrial Baucation.
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to continue thé use of inefficient methods., An effective method for
improvement is through the use of approved evaluation instfumen’bs,
, :

35 extending

The Goopex"ative Study of Secondary School Standards
from 1936 to 1939 resulted in the formulation of a group of evaluating
criteria which were validated by field tests and proved to be flexbible
for use in all departments of high school, including farm mechaniecs,

A body of guiding principles were selected fram the literature
of secondary schools; these principles were appreised, revised, and
classified into six areas, Appropriate checklists were formmlated
to permit evaluation of prevaeiling conditions in terms of the -oriteria
on a fivespoin‘L scale, As a result of the use of these evaluatiané a
seventh edition was published in 1950, which is now being used for
evaluation, stimlation, and growth.

The sum total of the "guiding primciples™ in this study constitutes
a philosophy out of which the ocbjectives grow., The objectives in turn

give direction to ways and means of securing desirable outcomes,

Another evaluative study was made of Vocational Education in

Agricalture bygthe National Committee on Standards for Vocation Educa=
tion in Agrieu}ture.aé ¥Many of the techmiques used in this study
resenble thosefi.n the Cooperative Study. After three revisions and a
trial in eight% states, the oriteria were revised. Trained evaluation
committees made evaluations of the total program ef voea‘bi.ons,i egricul-

ture. On a bagis of the characteristios rated, the defarbment programs

were termed "Vgry Superior,”™ "Superior," "Average," "Inferion" and

35, Cooperative Study of Secondary School Standards, Evaluation of

Seeondary Schools, p. 535.
36+ Tederal Security Agency, Office of Education, An Analysis ai' Local

Programs of Vocational Education in Agriculture,
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"Very Inferior.”

Following :H:he eﬁluation of the 40O agricultural departments in L7
states, enother revision of the criteria was made, The second edition
of the eriteria was printed for general evaluation purposes.37 In this
form there are ten major areas with accompanying eriteria, The checklists
of the ocriteria were adapted to a fivewpoint scale and the evaluative
ratings were designed on a five-point mumerical scale,

Another study clesely allied to the problem selected by the writer,

Criteria for Evaluating Programs of Preparation for Teachers of Vocaw

tional Agriculture, was made by EmnnerBa of Pennsylvania, He used the

opinion of a Jury in setting up his oriteria, He made a trial applica=
tion of the coriteria in the teacher training program of which he was
director, This particular study has one characteristic that is aquite
unique, TWhat Brunner farma "The Guiding Statements of Position"
(equivalent to "guiding principles" in the present study with accompany-
ing check 1ist; end evaluating items) ere weighted according to their
relative impor{;anoe. Another departure provided for a percentage score
at the conclusion of the evaluation.

The Goopegaﬁve Study of Secondary School Standards>? recommends
that, "Criteria should be brief eaough in extent, suffieciently veried
in form, and c&nvenien'b enough in arrangement to be practicable for
use in seoonda#y schools.” As a further requirement this same source
makes the observation, “The considered judgmenmt of competent educators
is apn essential factor in the evaluation of the quality and character

of the work of the school,"

37« MNational Committee on Standards for Vocational Education in Agriculw
ture, Evaiuative Criteria for Vocational Education in Agriculture,

38, Henry S, Brunner, Criteria for Evaluating Programs of Preparation for
Teachers of Vocational Agriculture, —

39. Cooperative Study of Becondary School Standards, op. Site, Pe
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Criteria for Evaluating Programs of Agriculture in the Community

College by Cly\%umho in a study national in character uaes a similer

technique to that of The Secondary School Study. His study uses the

jury system of developing the criteria. Clyburn had the advantage of
using people participating in a junior college convention in addition
to his Campus ﬁdvisory Committee and an Off-Campus Jury, He also had
the cooperation of the American Junior College Association, The work
was validated by field trials and the judgment of his selected jury.

Summary

A few major deductions are apparent from-a review of the literaw
ture in the se?ver_al fields related to the problem of this study. These
may be surmmarized as follows,

. ‘I‘here;is available at the present time no valid instrument or
device to masx;re the efficiency of handling supplies in the school
farm mechanios shop.

be Ina ﬁmber of local and mational studies cited, & jury of
experts was selected to formulate concise statements of desirable
gﬁiding principles to be used in evaluating prevailing educational
conditions. ‘

c. From a review of the literature seme guiding primciples may be
orystallized and used as & basis for the formlation of oriteria for
evaluating the effectiveness of hendling supplies in the farm shop.

These include the following;

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

prepared budget as a basis for purchase of supplies,

Lo, Lloyd B. Clyburn, Criteria for Evaluating Programs of Agriculture
in the Commnity College,
i

1
i
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CHAPTER ITI
THE DEVELOPMENT OF THE CRITERIA

A review of the literature in the fields related to the study
provide definite help in formmlating specific criteria. A.éoordingly
the writer has ‘expanded the list of principles assembled from the litere=
ture and included those which cover all aspects of the problem.

Guiding principles

Theée proposed principles were submitted as controls for evaluaw
tion to two members of the Faculty Supervisory Committee, Professors
L. R, Bumpherys and S, S, Richardson, for their criticism and
comments, After close examination it was found that the form could
be simplified by using a key word or words to identify quickly the
"guiding principle" in each area. The revised list was egain submitted

to the Faculty iSupervisory Committee members for their criticism

and recommendations., The first set of these revised principles weres

l, Purchase of supplies, Supplies are purchased in accordance
with a definite distri e% policy,

2, Budget, A budget for farm mechanics supplies is submitted
to the Board of Education each spring as a bases for authorization of
purchases for the following yeer,

3. Inventory. An inventory is taken of all supplies at least
once each year as a public record of expenditures for the shop.

L. Safety, Safety regulations are observed in the storage
and handling of supplies. ’

5o Revolving fund. A revolving fund is set up by the district
for the purchase of supplies used and sold for construction of home
projects, |

‘ .

6. Estimating supplies. Students receive training in good
business procedures in the estimating and purchase of supplies.

- |

7. Sale of supplies. The student pays the school a fair price
for ell materials used from school supplies in project construction.
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" 7. BSale of supplies, The student pays the school a fair price
for all ma.tarials used from school supplies in project construction.

8. Anmzalg report, The farm mechanics instructor submits to
the high school principal a record annually of all school purchases,
sales, and inventories of supplies.

9. Consumable supplies. The school district provides supplies
used exclusively for shop. demonstrations and instructional purposes,

10, Individual student records, An adequate record is kept of
supplies purchased by students for the construction of projects in
the shop.

11, Efficienoy in hendling supplies, A minioum of time and
effort is spent by the instructor to control the storage and issuance
of farm mechanics supplies,

Rovised list of principles

With the recommendations of the Faculty Supervisory Committee,
a consolidation and further revision was maede. The eleven "guiding
principles" were further reduced to g_eieg, covering as many areas in
the first revision. The revised principles are as follows:

1, Purchase of supplies, The efficiency of operation of a
farm mechanics shop is dependent in a large measure on the availability
of consumable and instructional supplies conveniently and systematically
stored in the farm mechenics shope. Adequate supplies should be purchased
well in advance of the opening of school on a basis of the spring
inventory of supplies on hand, the estimated enrollment of the year
shead, and the astimated needs for projects of individual students.
Purchase of all supplies is made through the use of approved requisition
forms initiated by the farm mechanics teachers and chamneled through
the high school and school district office,

2. Anmeal report of inventory. The farm mechanics instructor
submits to the high sohool principel enmually a record of inventories
of mmterials on| hand.

3o Orderly issuance, Adequete space is provided for the storage
and orderly issuanee of all supplies,

L, Estimating supplies. Students receive training in good
business procedure in esvimating and purchase of supplies.

5. Safety in handling supplies. Safety regulations are observed
in the storage and handling of supplies. Sufficient space for present
and future storqge requirements are provided,
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6. Revolving fund,. A revolving fund is set up by the school
district for the purchase of supplies used and sold to students in the
construction of hame projects.

7o BSale of supplies. The student pays the school a fair
price for all materials used from school supplies in the construction
of home projects,

Needed 'informa‘bibn and checklists

To each of the "guiding principles" was added the specific in-
formation items needed to mske a valid evaluation, together with a
group of "check items" believed to be essential and helpful in evalua=
Ting the extent to which the prevailing conditions conform to the
"guiding principle."

Evaluation statements

One or more evaluation statements was designed to help the evaluaw
Yor to regist-er@judgment on the pertinent area in the light of the Qta.ndard
of excellence stated in the guiding principle, Provisions were made for
scoring the eher.j;k items and registering the evaluations on a five-point
gqualitative sca;e.

Each criteron then is ooﬁpoéed of a guiding principle, information
concerning prevg.iling oondifions s & checklist of specific items needed |
to make an evalﬁaticn and the evaluation stetements.

Velidation _cﬁ the criteria

The w:ritejr in consultation with his Faculty Advisory Committee
made a first draft of the criteria and submitted it to a selected group
of six competent farm mechanics teachers for suggestions and recommendaw~
tions for revis;i.on. With the suggestions of this group and the Faculty
Advisory Committee a first revision was made and mailed to a larger |
group of 30 farlm mechanics teachers in Uteh and other vocational leaders
for their criticism and recommendations. In the light of these sugges-

tions a second revision was made,
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The seoond; revision was used for a trial evaluation in the Farm

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

The first revi.sijon of oriteria

The revision of the first draft of the criteria as explained else-
vwhere was mailed to 30 farm mechanics teachers and other leaders atteched
to & circular letter® inviting these individuals to familiarize thems
selves with the proposed measuring instrument, meke criticisms and
recommendstions, and return by letter. Twenty<three responded with
constructive suggestions,

The 00nteﬂts and arrangement of the first revision of criteria

are set forth in the following pages:

* See appendix
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CRITERIA FOR EVALUATING PROCEDURES AND TECHNIQUES USED IN HANDLING SUPPLIES
IN THE FARM BECHANES DEPARTMENTS IN UTAH HIGH SCHOOLS

Directions

Prineigles

The principles are statements subscribed to by a group of successful
jndividuals (teachers, administrators, supervisors, and lay people) from
Utah and other states. These guiding principles form the bases by which
a ‘teacher may determine how well that phase of his farm mechanics pro-
gram is meeting the standards of a good department.

Cheeklists

The checklists consist of practices, provisions, and conditions
found in a good farm mechanics department. A local shop program may
lack some of these items, but excell in others, The checklists are
intended as a factual determination of how well a department measures
up to the principles involved in shop supply procedure,

The checklist items are to be marked in the parentheses preceeding
them with the symbols A, B, C, and N,

A. Indicates that the provision or practice or condition is
present fully,

Be. Indicates that the provision, practice, or condition is present
to some extent.

Ce Indicates that the provision, practz.ce, or condition is missing
but is needed,

N. Indicates that the provision, pract:.ce, or condition does not
apply or is not desirable,

Evaluation summary

Evaluations represent the best judgment of those making the evaluation.
The evaluation summary is based on personal observation and judgment in
the light of the checklist items as they have been scored on the available
information needed, This evaluation is made on a point scale commonly
used in many eveluationss

5 - Excellent; provisions are functioning fully a.nd/or conditions are
extensive,

L, = Very good; provisions are moderately extensive and function well,

3 = Good; the provisions are average, present and functioning about average.

2 = Fair; the provisions are limited and are functioning belew average,

1 = Poor; the provisions are very limited and are functioning very poorly.

N « Missing or does not apply.

. t

How to use this evaluation

Effective use of these forms depends upon the individual under-
standing its prupose and how it is to be used; The teacher should go
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over these criteria with someone who is familiar with it even though it
may be used only as a self help,

AN EVALUATION OF METHODS OF HANDLING SUPPLIES IN THE FARM MECHANICS SHOP
I Purchase of Supplies

The efficiency of operation of a farm mechanics shop is dependent
in a large measure on the availability of consumable and instructional
supplies conveniently and systematically stored in the farm mechanics
shop. Adequat e supplies should be purchased well in advance of the openw
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 of all supplies is on approved
requisition forms initieted by the farm mechanics teacher and channeled
through the school district office,

A. Information needed

1, List of the school shop enrollment (mmber of students on class rolls)
a. All dey students ‘
be. TYoung farmers
ce Adult farmers

Total enrollment

2. A copy of the anmal budget in farm mechanics.,

%+ Copies of e.:pproved purchase or requisition order forms used in
purchasing supplies.

L. Shop problems and projects of enrollees and the necessary supplies
: stored in the supply room, PLACE A CHECK denoting the importance of
stocking the necessary supplies in the table below:

; Importance mportance
> Necessary supplies stocked

Shop problem :c‘% "in shop for use in connection fo; 8

e |e ©
o § é. with solving of shop problem |g é 5

a. Farm carpentry area " be Farm carpentry supplies
(1; Feeders, bins (1) Belts, machine & Carriage
(2) Farm structures (2) Bolts, stove
(3) Gates, fences : (3) Hinges, hasps, etec,
(4) Estimating . (4) Inmber, instr. & project
(5) Sketching (5) Neils
(6) | (6) Screws, brads, fasteners
(7) (7) Sandpaper

(8) Glue
| (9)
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Lo (Shop problems and supplies, contimued)
Importance Importance
Shop supplies necessary
Shop problem RERE on hand 518 e
‘ - g d — |8 =]
‘ g |4 |2 g |4 |2
¢. General shop problems d., General shop supplies
(1) Concrete comstruction 21) Blades, hacksaw
(2) Electrical projects 2) Cement, portland
(3) Irrigation struce (3) Sand and gravel
tures | (4) Paint, implement,
(L) Rope work and wood
(5) Peinting (5) Supplies, electri-
(6) Plumbing, sanitation cal
(N (6; Supplies, plumbing
(8) (7) Tape, friction
(8) Varnish, shellac
(9) Compressed air
(10)
e. Machinery, farm f. Farm machinery
(1) Planting machinery supplies
(2) Harvesting mach= (1) Cleaning solvents
inery (2) Gasoline &/or
(3) Cultivating machin= kerosene
ery (3) 0il, motor &
(L4) Garden equipment machine
(5) Tractor, truck (L4) Grease, lubricating
(6) (5) Parts, farm
(7) - machinery
(6) Rivets, farm
machinery ,
(7) Bolts & washers, F,M,
(8)
, (9)
ge Metal work area h, Metal working supplies

(1) Hot and cold
metal :

(2) Arc welding

(3) Acetylene welding

(L) Sheet metal

(5) Soldering

(6) Tempering

(7

(1) Coal, coke, water

(2) Fiuxes, welding

(3) Solder, acid core

(L) Welding roc, arc -
& acet,

(5) Metal, angle, flat,

channel, ete,
(6) Washers, screws,
rivets
(7
(8)
(9
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B, Checklist on supply purchase (Rate A, B, C, & N)

1. Availability of supplies for student use

A sufficient quentity of supplies is purchased for the entire

( ) e
teaching year.
( ) b, Essential supplies used in the production of student projects
in the instructional program are stocked in the school shop.
( ) c. Supplies are purchased and stocked for instructional
demonstrational purposes,
2. Anmual budget, 2 basis for purchase of supplies
( ) d. The budget includes:
. (1) An itemized list of supplies specifying descrn.pt:.on,
quantity, and quality of each item,
(2) Needed repairs and improvements,
( ) e. The basis for the anmial shop budget is; - :
. (1) Total shop enrollment for the year
(2) Bu pplies on hand as ‘reflected by the spring inventory.
(3) ypé of community projects and problems enrollees are
instructed in,
() £f. A copy of the anmual budget is filed for future reference in

the office of the principal, the district superintendent,
and 'bhe F, M. instructor.

3. Purchase procedure is businesslike

() s
h,

The ‘requlsition form resembles the district purchase order form.
The requisition form prov::.des fors
51) Neme and or names of vendors' ha.ndling the desired supplies.
2) Neme and address of the’ purchaser, payee, and consignee.
(3) A definite order mumber, order date, and space provided

for signature of responsible persons involved in making

the purchase,

" (4) Description, amount, and cost of the purchase by item,

()1,
() 3.

()
()1

()m

()1 To

411 supply requisitions are approvéd by the high school principal.
Little administrative delay is involved in processing the
requisition.

A copy of the requisition is retained by the shop, the princi-
palts office and the district clerk of the school board,

Shop instructor checks incoming supplies against duplicate
requisitlon or copy of purchase order from the Clerk of the

" Board of Education,

Payment of supplies is made only upon evidence from the shop
instructor that the supplies have been received., (Checked
and approved duplicate order form)

d. Evaluation summary (Rate 5, L4, 3, 2, 1 ~ §)

Wna'b}‘ extent are supplies available for use by students in the

several areas of instruction?

f
t
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To what extent is a meaningful budget prepared and used as a
basis for requisition for purchases for the year ahead?

To what extent are supplies purchased in accordance with definite
businesslike policies?

ITI Anmal Report of Inventory

farm mechanics instructor submits to the high school principal
enmially of inventories of materials on hand,

A. Informatign needed

A copy of the annual inventory.

When is the inventory accomplished?

Who is respons:.ble for accomplish:.ng the inventory?

B, Checklist (Rste 4, B, C, &)

The shop instructor uses a definite prm'bed inventory form to
accomplish the inventory.

A provision is made for recording obsolete items in the inventory.
A provision is made in the inventory to record losses due to
demage, fire, and theft,

" A provision is made to write off obsolete supplies and supply

losses due to fire and theft,
The 1nven1:ory is taken counting and recording all-items of supply
irregardless of size and nmumber,

&, “Students receive training in conducting a businesslike inventory

of 'supplies by actual participation in counting and recording
items of supply.

At the time of inventory the supplies are put back in an orderly
arrangement,

Good housekeeping practices are involved during the shop inventory.
In addition to the anmual spring inventory, eam inventory is made:
of all supplies when a new instructor is hired to take over the
shop. ‘

The new instructor is assisted in accompl:.sh:l.ng an inventory

of supplies by the retiring instructor and the high school
principal or his representative. -

A contimious inventory file card on each item of supply is

posted on the shelf, rack, or drawer where the supply is s tored.
A copy of the shop inven‘bory is kept on file by the instructor,
high school principal and the Superintendent.of schoolse

The inventory record clearly shows the amount of supplies on
hand and the value of each item,

The inventory record clearly shows the amount of supplies on hand
and the value of each item, for the previous year,
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¢, Evaluation summary (Rate 5, L, 3, 2, 1, = ¥)

1, To vhat extent is an anmial inventory made?
2. 7To what extent is the inventory accomplished in a businesslike
' manner?
3« To what extent does the inventory show the actual financial
picture of supplies on hand?

i IITI Orderly Issuance

| n

Adequate space is provided for the storage and orderly issuance of
supplies.

A Information‘needed

What sotrage space is availeble for éhop supplies?

How are supplies arranged according to the following cirteria?
a. Orderly issuance

b. Safety measures

c. Student participation in issuance (ease of).

What arrangements are made for additional new supplies and necessary
expanS1on?

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

1. Supplies are stored as far as possible so as to be visible for
ease in checking and 1ssuance.‘
2. Small'ltans of supply are stored in compartmentized bins, drawers,
3 Supplkes aré stored according to some recognized fillng system
such as "storing according to units of instruction."
L. The storage space affords adequate protection against loss.
He Maximum student participation is used in the issuance of supplies.
6. To a'great extent supplies not affected by wéather are stored in
enclosed, non~heated aréa adjoining the shop.
7. 7The sttorage area is adequately illuminated. =
8. Suitable entrances are provided to storage area for _proper
" receipting of materlals.
9. Inflemable supplies are stored in metal cabinets properly
secured in sir-tight containers.
10, The storage area is So arranged for ~necessary expan31on to
* include new supplies,

11, Iumber and steel supplies are stored in either vertical or
horizontal racks located for convenience of issue and safe
storage,’

12, The storage area is conveniently located to the shop for ease of
1ssui.
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C. Evaluation summary (Rate 5, L, 3, 2, 1, - ¥)

—-—-—-—-—

1. To what extent is the storage space arranged to suit the size,
nature, and kind of materials stored?
2o To what extent are the supplies stored to afford maximm
’ parbi¢ipa.tion of students and the orderly issuance of supplies.
3 |

IV Estimating Supplies

Students reoeive training in good business procedure in the est:.ms.—

ting end purchase of supplies,

1,

3

()

()
()
()
()
()
()

()

()
()

()

()

A. Information needed

What methods are used by students %o procure the necessary Supplles
for project comstruction?

What forms are used for estimating and recording the supplies used
by s’cudents?

Who stores, meintains inventory in an orderly manner, and issues the
supplies to students?

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

1, Vhen a student desires to comstruct a farm mechanics project,
he first makes a sketch and a bill of materials needed in the
construction of the project.

2. The sketch and bill of meterials is made upon a printed standard
form made up for this particular purpose.

%, The materials form is checked and approved by signature of the

" instructor before any supplies are issued for project comstruction,

L. Students are assigned the duty of supply clerk to receive
training in good business procedure,

5« The s%uden'b supply clerk checks and places in storage all

- incoming supplies under the direction of the instructor.

6. The student supply clerk issues supplies upon presenta:blon of
teacher-approved materials form.

7e The student supply clerk keeps supplies in storage in an
orderly manner - he maintain good housekeeping habits and
procedures, '

8, ' As student supply clerk he records on the materials form what
he has issued and after each issue authen‘blcates the issue by
the proper signatures,

9. As materials are issued the bill’ of‘ mterlals form beoomes

" a supply record of materials issued,”

10, Upon completion of the studentts project and before the project
is taken home, the Teacher records on the materials form the
final grade, payment in fiyll, and receipt number for payment.

11, The bill of materials form upon completion is placed in the
teacher's permenent supply file as evidence of supplies used
in pr?,ject construction,

12,
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C. Evaluation (Rate 5, L, 3, 2, 1 - N)

() 1. To what extent are supplies checked in, stored in an orderly
fashion, and issued by the students under the supervision of
- the teacher as a phase of good business management teaching?

() 2

V Safety in Handling Supplies

Bafety regulations are observed in the storage and handling of
supplies,

A, Informstion needed

1, How well does the physical facilities for the storage of supplies
meet existing state safety regulations?

2+ 1Is there adequate protection against firef?

%3, Are entrances comstructed to eliminate common hazards, i.e.,
adequate E;ghtlng, wide corridors, non-skid floors, freedom from
overhead obstructions. ‘ ’

L. Are supplies stored in well comstructed cabinets, bins, racks, or
shelves in an orderly fashion?

B, Check sheet on safety (Rate .A., g S, or N)

() 1. Adequate storage space is provided to prevent loss, breakage,
" and 'spoilage,
() 2. Construction of supply ‘cabinets, racks, bzns, and containers
are adequate,
() 3. Cebinets, racks, and’ containers used for storage of materials
are well constructed, :
() L. Supplies are stored neatly and in an orderly fashion,

() 5. Bupplies are stored within easy reach of students and instructors.

() 6. Fire protection equipment is adequate and prominently displayed
" within easy reach of all persomnel.

() 7. Floors in “the storage ar eas are made of non-skid fireproof
" materials,

() 8. Entrances,’ corridors, and stairways are provided with adequate
© illuminstion.

() 9. Stairways ere provided with the necessary guard-rails and
- skid proof steps.

() o, Entrances to’ supply areas are free from overhead of otherwise

obstructions,
( ) 11, Safety standards used which are basic in industry are adopted

as far as is reasonsble and in keeping'w1th educational practices,

( ) 12, The students and instructor participate in organized safety
- inspections periodically, '
( ) 13, Good houeekeeping procedures are evident in the supply areas.
( ) 4. Inflammeble materials such as paint, mineral spirits, and
gasoline are stored in metal cabinets in containers that are
fireproof,
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() 15, materials not immediately used for project construction or
instruction are promptly placed in storage in a neat and orderly
fashion.

C. Evaluation summary (Rete 5, L, 3, 2, 1 ~ N)

() 1. To what extent are safety regulations observed in storage and
handling of supplies. -

() 2. To vhat extent are physical facilities constructed and maintained
in keeping with existing safety regulations,

VI Revolving Fund

A revolving fund is set up by the district for the purchase of
supplies used and sold to students in the construction of projects.

: A. Information needed

|
v

1, How is the purchase of supplies financed by the shop?
2. What supplies are charged against the revolving fund?
%3+ Revolving fund records.

Be Cheeklist (Rate 4, B, C, or XN)

-—-—-—m-—, -

() l. A revolving fund of sufficient size is set up by the school
district for the purhcase of supplies used and sold to students
in the construction of projects during the teaching year.

(-} 2. The student pays for all materials issued to him that are used
in the construction of projects.

() 3. Materials-used in demonstrations and for general instruction
are paid for by the district and are not a part of the
revolving fund,

() L. The student pays a fair pricé for materials issued him for
student project construction.

() 5. A duplicate record is maintained of all purchases and sales

. " of shop supplies,

() 6. All money collected from the sales of material are returned
to the shop revolving fund for further anticipated purchases,

() 7. The district underwrites thé purchases of supplies and maintains
the necessary bookkeeping to insure the return of funds from
sales of supplies,

() 8.
. C. Evaluation (Rste 5, L, 3, _2_ 1 - 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 projects?

() 2. To what extent are records kept of purchases and sales of
supplies by the district?
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‘ VII Sale of Supplies
The student pays the school a fair price for all materials used
from school supplies in project construction.

? A. Information needed

1, Price list for salable materials used in student progect'consﬁfuction.
2, Policies of school district regarding sales of materials.
%+ Records of sales of materials.

Lo |
B. Checklist (Rate A, B, C, ~ N)

() 1. The student pays the school a fair price (not more than local
" merchants charge) for materials used in project comstruction.
() 2. The bill of materials form used by the student in securing
project materials becomes a record of materials sold by the
instructor,
() 3. The student pays for materials actually received, used or
" wasted, in student project construction.
() L. Before a completed project may be taken from the shop it is
paid for by the student.
( ) 5. The teacher upon receiving payment for student project completed
makes out a receipt showing payment in presence of student,
() 6. The student retains the original copy of the receipt showing
payment for SupplleS. )
() 7. The instructor files the carbon copy of the recelpt showing
peyment for supplies.
( ) 8. The instructor turns into the high school treasurer all
moneys received each day and receives a receipt for the same,
() 9. At the close of school, the bill of materials forms, (2) the
. receipt for payment of supplies, and the receipt for moneys
turned into the school treasurer balance,
( ) 10, The instructor keeps an alphabetical student account record
of all student sales.
() 11,

C. Evaluation (Rate 5, L, 3, 2, 1 - X)

() 1. To what extent are adequate financial records of sales of
materials kept by the Farm Mechanics Instructor?

() 2. To what extent does the student pay a fair price for all
materials used in project construction?



36

Summary of oriticisms and recommendations of the first revision of the
criteria

The first revision‘of the criteria was sent by mail to 2% selected
farm meohanics instructors and supervisors and ten industrial arts
teachers engaged in teaching and supervision of vocational education in
Utah, Twenty—th:ee teachers responded with constructive suggestions,

The nuqber of comments recorded on the criteria ranged from one to
eight. Undér the first general area, "Purchase of Supplies," Elvin
Downs, Assistant State Director of Vocational Agriculture, recommended
that (A=) ;hop problems be changed to shop projects; another recommenda-
tion suggeséed the two terms be included, Several instructors recommended
additional items be added to the lists of supplies needed by the farm
shop. Undef %he heaéing I-B-1, an additional check item was recommended,
"Supplies néeded in the construction of large projects are purchased
by the students from local merchants where and when possible,"

Additional éheck items were suggested under "Anmual Report of Inveniory."
One additioéal statement on evaluation summary régarding complexity of
inventory systems was suggested and adopted.

Under "Orderly Issuance" an additional evaluation summary was
suggested tq point ocut to what extent the storage‘system.Suggested a
like arrangement for the farm shop of the student, "A check list item
wa.s suggest?d for tSafety'," A further comment was; %"Is a written
record available showing that safety precautions were taught to all
students in the operation of power equipment." This check item was
not included because it does not pertain to the problem of "Safety in
handlingAsu?plies." It was suggested that a joint supply room to

operated byia school bus driver employed by the district.rather than

E
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by studentd. This item has merit, but was not included beceuse of its

controversial natﬁré,

' Under 'l;he Genera.l Pnnc:.plas several suggestions were made recommend-

‘ing changes in the wording of certain sentences. For example & different

| "4“me'bhod of mzmbLermg supplies was recommended and this was s.doPted-

El_even teaohers indica:bed that the f:.rs‘b rension of oriteria was
excellen-b. o e -beacher repor‘bed that the phase des.ling with the keep;ng
of acccunts waJs too oomplex. _This section was therefore revised.

‘The foregoing suggestlons were analyzed, and .’m the light of all

":condrbi.ons, a second revision of the ori‘beria wes made.

ssgond revisioaa of the oriteria :

- As a resqlt of the meny suggestions of ‘the Faoulty Ad'visory

E Commi‘btee and the group of teachers of farm mechanics, the second revi-

sion was made.f‘ It was felt by the writer that the form of this revision ‘

 would serve & [purpose for the professn.onal improvement of the teacher.

Summary of evq,lua:bi ons

Prior _'bo 'the trial application of the seoond revision of the

~oriteria :it wags sugges-hed by Profe5sor L. R. Humpherys that s summary

of evaluationa of the arees oovered by the driterie be made on a five-

| point scale. The purpose of 'bhi.s summary wes to show the 'I:ea.oher or’

evalua.tor in §ra;oh:|.o form the strengths and wealmessea of the farm.

meoha.nics supj?ly procedures. Accord:.ngly a rfor!n we.s devi.sed for this

upurpose and subsequently used as a part of 'lﬁhe trial applica:bion of

'l:he ern.teria at the South Oache High School,
!

. Trial ggplica‘lﬁion o N i{ ] ‘

A part oi*‘ the valida'l:ing procednre used in devising these oriteria.

*“Se‘e last.pag*e of seoond revis:.on in Appendix.

i
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|
was to make a frial application of th9 instrument in a typical farm
mechanics dep&rtment_of a high school,

It was thought that the recommendations of the Faculty Advisory
Committee and the 23 farm mechanics and industrial arts teachersg in
addition to the benefit of an application of the revised criteria in a
typical farm mechanics department, would provide an instrument of high
reliability for use in evaluating procedures used in hand;ing supplies
in the farm mechanics departments of high schools of Utah.

The purposes of the trial application in this study were to deter-
mine the clarity of the several criteria, the presence of unnecessary
items, or improper coverage, tge extent to which the criteria reveal the
prevailing conditions in the shop, and whether after the application
is made spegific recomnendations could b? made for the improvement of |,
the program.

After oa#eful consideration of various departments it was decided
that the farmémeohanics department .of South Cache High School would be
desirable for‘a trial application. This department has students enrolled
in all phaseslcf fhe program, It represents typical farm mechanics
conditions and the sghqél adninistrator and the farm mechanics teacher
expressed a désire to cooperate. “

Apcordingly, Mr., Ray Cannon, instructor; Professor L. R. Humphefys;
and the writer used the second revision™ of the criteria in making a-
trial evaluation on the afternoon of April }3, 1955, An effort was made
tolevaluate p;evailing conditions in terms of the criteria,

Changes in the second revision of criteria

The committee made an effort to determine the effectiveness of each
i . -

eriterion in terms of its usefullness in appraising prevailing conditions,

* See Appendix



; .5'_3 Some benef:i.cie.l changes eeemed desirable as & resul'b of this 'hrie.l.

The major emngee e.re emzmera,ted as follaweg

L ;:1." _.Q._ re;volving. fund :ls se‘b ..R for p_rehaee of supplies. No
A _ , Ca
ehe.nges suggested.

B “‘Inst‘mcter eubmits e.nmal :I.nventory. i%ein 1 in"-B Cheeklis’b -

do es; not e.ppee.r to be pre,ctiee.l under U‘ba.h oomditione. There-

* . | 'fore :I.t was strioken aut. I‘bem 5 in C. Evaluation Summary

i.s not in reality an evaluative statement and belongs under

S

Sy , ‘ Tb}legiigheoklilte

‘ ‘ . Be - Pur 1!1&89 of lupplies.‘ A. Infomt:i.on needed f. Farn
| L me.eh :nery mppliee, item 5 parbe s fe.m me.ohinery; it 1%

'j.i"?itiéé*tiomble whether farm machinery parts shou,ld be rt:ored in

L the ;Eam mechanics shop. I“b was fel‘b that some instructional R

i part; arts s suon- as mewer ledger ple:bee, km.fe seo‘bipns, and differen'b

1 guards could be kep't on he.nd.

ate s;paee e.nd spe.oing - C. Evelua‘bion eume.zy. Iteni '

: 's sh:n.:f‘ted ‘bo the ehecklist e.nd an additienal evalua‘bion

' t : en.'b was e.dded; ) “To whe:b exten'l: a.re suppliee convenien’bly,‘
i ost _’"ed a.nd effmiently issued?" I e
5. ; Eet ting and purohase of sugglies - C. Evaluation. ﬁm #e

]

was ehanged te ree.d "Is the sygtem of eheeking ou"c euppliee

e.de:LLTate a.nd effieient e.nd etill no*b too timeueonsuming for the o

tea er?”

| i
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| CONCLUSIONS AND RECOMMENDATIONS
Much attontion is given in our research studi.es to the pro‘blem of
- devel oping reﬂrlai’ble instmmonts for mlua‘bion of programs in eduoatlon.
For some tme there has been a felt need for the dovelopmend: of an
instrument to appra.ise the effio:.ency and effeotiveness of ha.ndling 4
o supplies in 'bfhe school farm meohanios departmen:ta of Utah and other states, : .
- With thig need in mind the write:r has formla'bed oriteria for
the evaluatio!n of this aspeo-b of the program of vocational a.griculture. ’
These criterifa have been revised as a result of the ;]udgments of
represon‘bative groups ‘of teaohe:rs in the f:.eld of farm meoham.cs. The
| revised ori'beria were applied in a trial eva.lua‘bion in Sou'lsh Cache H:lgh
School Hyru.m!;, TUteh, As a result of the judgmen‘bs of 'bhe fe.rm mechanics |
teachers and tho 'tria.l a.pplica:bion, 'bhe f:ma.l Adraft of tho oriteri.a.
ﬁas made whio appears in 'bhe following pages. The wrrber feels tha-b

‘the use of thpse or:l.teria will provide e means of self improvement for

teachers of frrm meeha.niol. -

v
d

|
J
«‘
!
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CRITERIA FOR EVALUATING PROCEDURES AND TECHNIQUES USED IN HANDLING SUPPLIES

In THE FARM MECHANICS DEPARTMENTS IN UTAH HIGH SCHOOLS

Instruotions for Making Eveluations

Guiding principles

The guiding;principles enumerated in each section of these criteria
are statements suﬁgcribed to by a gro&p of succéssful teachers, adminise
trators, superv;sors, and lay people from'qtah and cher states. The
use of these principles, supplementary"information, checklists and
evaluations takén together are intended to be helpfulrto any teacher
in determining‘ﬁhe efficiency of his important phase of the local farm
mechanics progrém. The guiding principle serves as a'standard of excel=
lence against wgich the prevailing aspects of the school may be evaluated,

Scoring the checklists

3

The checklists consist of practices, provisions, and conditions which
in the opi;ion of the group of experts are found in a good farm mechanics
departmsn#. A %ocal shop program may ;ack some of these items, but
excel in oﬁhers; The checklists are intended to be used in a factual
determination of how well a department measures up to the standards inwolved
in handling shoﬁ supplies. They are to be used to score provisions and
oonditions existing in the local program as revealed in the collected
"Information needed“ and by the personal observations of the evaluators,

The prevailing conditions in the checklist items are to be evaluated
in the parentheées preceeding them with the symbols A, B, C, and W,

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

present fully.

Bs Indicates that the provision, practice, or condition is

present to soﬁe extent,

C. Indicates that the provision, practice, or condition is missing



. Wtisneeded--.ﬁ.‘ L
N. I'ndioates that the provision, practioe, or condition does not.

apply or is not des:lrable. ‘

- Registering eva.luation summaries

.Evalua‘hionJI represen'b the best judgment of those making the mlua-

‘tion. The evo,lulation summa.ry"is based on personal observation and judgmen‘b'

in the 1i.ght of "!;he oheokl:lst items as they ha.ve been scored by the use

|

‘ of the a.va:i.fl.as.ble1 infoms:bion oolleoted. This evalua'bion ‘is made on e

£ive-point soalq and should be used to indieate the following qua.li'h:l.eag

5= Exoelljmtg prov:.lions are funotioning fully and/or conditions :
are extensive. PR S ] o
" )4.-» Very gdoda Provisions are moderately extensive and function well.'
. 37-‘- Goods the prov"ls:n.ons are average, prssen'b and fum‘b:.oning

abou‘b a.vera.ge. .

2 - Fa.irg [“"bhe provisions are limited and are funotioning below -
mr%f-_, R L
1 - Poorg the provisions are very li.mited a.nd are :t‘unotioning very
H poorlyx o } _
N - mssiné or does not apply.
Commexnts "
'fh& conﬁnént areas should be used freely 'b& e'o'alua:hors in order to

réoord‘ additi.o‘ :Lnformo.tion considered pertinent to the suooessful

~ peration of tho program. )

Who msy use 'bh.i.s evaluamon

'I'he use uf’ this :.nstnmexrb is intended 'l'.o bo helpful to any teacher

in determining e effioienoy of handling auppliea in a fam meohanios

program. It is § ugges‘l;ed by the wri.t'ezv',tlnt the local 'beaoher‘request
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I Revolving Fund

A revolv:i.ng‘ fund is ae‘b up by the sohool distri.ct for -bhe purehase

‘of suppliea used by and aold to pupils :ln 't‘.he construotion of :f.‘am a.nd

home 'pro;}ects. ’#he fund revolves or the i‘unds expended for supplies ‘ S

' rebturns in 'bhe form of reoeipts for ms.terials sold. _ This fund :La a.de- :

A

)

. quate for the pu ils' needa. ‘The sohool distriet maintains neoessa.ry E

AN

- 'bookkeaping te fnre the re‘bum of funds i‘rom 'bhe sa.le o:f.' supplies.

.

,5.

‘( ) |

()

()

)

()

: The a.mount

j Ae- Ini‘ ermation needed
- ,

'Seoure a oo?r of school ‘district pol:i.cies o.nd sta.ndards rega.rdmg Do

" the purchas cLs.nd sa.les of supplies.

the revolving fun& w8 .

Secure a copy of the rovolving fund records.,

1.

3

B., Checklist (Ra:te A, B _, or N)

' A, revo ving i’und i.s set up by the school dmtriot f.‘o:r ‘bhe
'_purchade of supplies ied and sold to pupils.
A revc]ving fund of suffici.ent size is mainta.ined based on ‘

pup'll anollmen'b, the shop lmdget, and the amma.l program of work. , .

All mo ey eollec'bed frmn ‘bhe sa.les of materia.ls is oredi’ceé. |

- tc the Ishop revolving fuud for furthar s.ntioipated pu.’rchasas.

he

e

6.

The a #trio'b underwrites the purehases of supplies end main- EEE

“ te,ins the wecessary 'bookkeeping %o insure the re'b.u'n of funds

,t‘rom t a sales of supplies. - | _
Cost o# mterials used in demonstratim or for‘genera.l inst:mctionf
is pai& for by ‘the district and is no*b oha.rged 'l:;o the revolving

An audi,‘t of the revolving fund records i- me.de each year. i _'

[
Lo







II. Anmel Report of Inventory

The ferm mdaha.nics instructor submits to the high school pnnc:l.pal

!

a record anmzallpf of iuven‘borias of materials on hend, He employs

proper inven‘bory* foms. Hia mpil: receive trainmg by assisting him

in donducting a Tbus:.nesslike inventory.

) ' A. Information needed

! .
1. A oopy of anmual inventories for two or more years, -

2, When is the jinventory taken? - (usual dates)

3 Who is resp msible for taking- the inventory? .
! X , _ e

B. Ohecklist (Rate 4, B, C, & N)

() 1. The shop instruotor uses an a.ooeptable Eri inventory*

form 'bo meke the inventory.

() e
().

() e
() d

() e
()«
()e.

()r.

Th? inventory. form clearly shows the amcun'b of each item
of | supply on hand

Th‘ inventory record clearly shows resale items, unit cost,

‘ an& total value.

An' adequate description of each item of supply is made.
Prbvisien is made in ‘the inventory to record losses due

to fire, thef't etc.

Pr’cm.sion is made to write off obsolete supplies.

[

_Pronsion is made to allow an estimate on 'bhe munber of

smP.ll items which are purchased by numb er instea.d of weight;

i
It

i.ie.; cotter pins, washers, etc.

Prpvisions are made for price changes on stocks of supplies

l,
held over from the previous year,

The signature of the shop_iﬁstruptor or person teking the

inventory appears on the completed inventory record.

* Bee Appendix for form used by Davis School Distrioct.
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—v;of measurement is employed. .

) s

Pupils reoei.ve 'hraining in dond:uc‘bing a husinesslike inventory.
The imentory is 'ba.ken by a.o'bua.l physicel oount of ‘the 1'bems

of eop le ezxcept where an eltima.te ie a.llowed or o'l;her meens

f

Good hmsekeeping is practiced during '!:he inventory. S

Supplies are repla.ced in an orderly ma.m:ner as *bhe inventory is

'te.ken. K

1l §

In addi tn.on to the a:nme.l imentory, en invezrbory of suppli.es

is made when e. new ine‘bruc'bor is employed. '

'.l‘he new instruotor is e.esis'bed in talcing the inven'bory by

'bhe rehiring instruotor o.nd ‘bhe high school prinoipal or

i

‘his rep?reeen'ba'bive. | - ?‘_i".l_‘ o '

) 8.
:{ of the ehop instruo'bor, the high seheol prineipal and the

O

() 1.

o

'The us

A oopy of the inven'bory record i.s kapt on. file in the office

“ school dietrict when requ:.red. : e

et‘ inven'bory forms do not require exoeosive 'himo

Evaluation sumary {Rate _5_, h, 3, 2,1~ N)

: ory is 'balcen a.'b a desirable tme e.nd in e busineeslike :

Aoeepta;ble 1nverrbory forms are eznployed. ,

§h;.den 8 receive tra.ining in te.king inventory. S
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III. Purchase of Supplies

The efficiency of operations of a farm mechanics shop is dependent

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

structional sup@lies conveniently and systematically stored in the farm

mechanics shop. 4Adequate supplies should be purchased well in advance

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

on hand, the eS'l;;imated enrollment of the year ahead, and the estimated

needs of projecfca of individual students, Purchase of all supplies is

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

mechanics instrTlctor and channeled through the high school and/or

school districti office,’

1,

3

L.

Se

A. Information needed

A list of the school shop enrollments,

a. All da.yit pupils

Y. Young Farmers and adults

The file of farm surveys made by the instructor,

Copies of pérchase order and/or requisition forms used for the
purchasing ;sf supplies (attachs)s

A copy of '&he anmial budget in farm mechanics submitted for the
current year (attach.)e. |

A survey ofj{ farm mechanics supplies on hand in the shop. Check on

the following form the available supplies stored in the shop for use

by the student. The most common supplies are listed and classified

according 'bp the accepted areas of farm shop instruction. Space is
provided for listing additional supplies. Check each item of supply
as to whether the amount is adequate or inadequate for the teaching

year.




Survey of Farm Mechanios Supplies

Instructions:
In the column "“On hend™ mark with the letters

1,

"/ indicaeting an adequate supply on hand for teaching year,

¥x® indicating en inadequate supply on hand,
"n" indicating item of supply not on hand,

Lo

2. Under the heading "Comments"™ indicate in writing if used for
instruction, resale for project use, brought from home, etc.
, '"On ! Comments
Item of supply ‘hand! (Indicate in writing)

a. Woodwork and farm carpentry

1.
2.

S
L.
5
6.
Te
8.
9.
10.
11.
12,
13,
1k,
15

_Chaulk, marking

Bolts, machine and carriage

Bolts, stove, other

Fastner, corrigated, other

Glass, window

a] =] w| wf @] = @ @ -

Glue, wod, other

Hardware, hinges, hasps, locks
Lumber, rough and common

Lumber, finish, plywood

Pymice stone, leadwood

Screws, wood, brads

Nails, common, finish, box

Handles, wood

@ =i w} wf w| 2] =] -

avel
wf oof co] o] =] w0} @] ol W] w 2} @] -] @f @ « of -

b. Cold metal, forging and tempering

1.
24
Se
L.
5.

Coal, coke, water

Steel, flat, angle, channel

Steel, round, square, tool

a] o} wf @] 2] -

c. Concrete and masonry

1. Block, concrete, cinder, brick!

2,
3
L.
5e
6.
Te

Cement, cement color powder

Slaked lime

Steel, reinforcing

Aggregate, sand, gravel

d. Blectrical

1,
2.

3.
L.

5,
CR

oxes, junction, outlet, etc,

Switches, single, circuit-
breaker knife, rotary, etec,

t
1
[
J
[]
1
T
1
1
t

Fittings, misc., electr., other

Tape, friction, rubber
dr;ﬂastié :

Wire, single, two and three

conductor, common sizes
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Item of supply On Comments
f hand (Indicate in writing)
T

€. Pain‘bin% ' : '
l. Paints, i]lmplement, project, etc!
t

2+ Rags, paint remover
3. Sandpaper, wood, wet or dry !
Ly, Shellac, varnish, steel wool '
2. Solvents, thinners, linseed oil!
Te

f. Plumbing and pipe i‘rbt:.ng;
1, Fittings, pipe, assorted
2, Pittings, sanitary, assorted
3, Lead, oakum
L. Pipe, 1/2, 3/, 1, I 1/k in,

black galvanized

5. Pipe dopa‘
6. |
Te

g. Rope = Leather work
1. Leather, harness, halter
2. 0il, harness, wax, thread
3. Rope, 3/8"-20#, 1/2"
L, Twine, string, 2 balls
5. Rivets, copper, tubular
6.

h. Sheet metal and soldering
1. Galvanized sheet metal, 16, 2L

ga.

2. Salimoniao s emery cloth
%. Solder, acid core

L. Rivets, sheet metal, assorted

i. Truck, tractor, and farm machinery!'
l, Bolts, washers, rivets
2, Fuels, solvents
3« Gaskets, gasket meterials
L. Iubricants, oils '
5. Parts, small, mis., i.e.,
¢ 1edger plg.tes, sections, guards

=
Je Weldlng, arc and oxy-acetylene
. Fluxes, welding
2 Gas, e.ce'bylene & oxygen,
carbide
3. Rod, acetirlene 1/16 3/32
1/8"
L. Rod, arc, cutting, welding
2'. 'Scrap, plate, or used steel
Te
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1,

( ) c. ‘I’hs inmal budgat as a futura referencea 5-3 filed j‘n the o
i

2,

L) b. Certhin supplies needed 1n 'bhe eonstruction of la:rge projm'ba

3 The purchask of supplies :i.s ma.de in a businesslike mannar.

( ) a. A.ntiéipa‘bad pnpil enrollmen'b, soop& of 1nstructional program o

,Availahili'w of supplias for simdent use.

() 8. Bupplies are purchased in advanoe of use. for 'bhe teaehing Yes.r. f

: ( ) o. Essep‘bial supplies ‘that ere used in 'bhe produo'ti.on oi' pupil

B.

“}*"c - N)

The a.nmal budge‘l: is. a 'ba.sis for purchase ‘ ‘all supplies. S ‘

for 1he year ahea.d and supplies on hand as rei‘lec‘bed by *bhe

(1) An itemized lia'b of supplies nqeded for the your ahead. o

(2) Auantity, adequate desoription, mality, and estimated

ni'l; price speeification. ‘ Lt E
(3) eeded repa.irs and’ improvements of the supply a.reas -bo , :f E

’fm mde. T

h Off pe of the prlncipal and/ or S“Perintondent and shop i.n-

2 stmstor.v o

b.i'e purchased by the pupil from the local merchant or brought

from; hame.

pro;jro'ts or -bhe instfuctioml progra.m are stoclnedin ‘the shop

LN

( ) a. The requisition and/or puroha.se orﬁer fom in duplicate or “

“ triplica'he is amployed in the puro}xasing of all suppliel. ;j

& ) be Regu: si“hfi‘op;qxj purchasa order' form!s_ 'qon‘ta‘in the following - :

pe

inventory are the basic faotors af'feotmg the anma.l shop 'budget'.__.‘ S

'( ) be The tdget inoludetg |
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(1) Space for name, address of vendor, payee; and purchaser,

(2) épace_for descriptién, quantity, duality, and price of
items,

(3) §Space for the date of order and deadline date after which
supplies v_w:i.ll not be aqcep‘hed.

(L) A printed order mumber,

(5) Space for signature of person euthorized to make payment
for supplies,

The requisition is initiated by the shop instructor,

The principal approves the requisition.

A cc;py of the requisition is retained by the instructor,

The copy retaineq by the shop instructor is used to check

all incoming supplies,

Payﬁent for supplies is made qnly upon. certification 'by'

the ‘instructor that supplies ordered have been received.

Lit-li.le admipistrative delay is involved in processing the

requisition.

C. Evaluation summary (Rate 5, L, 3, 2, 1 = N)

()1 A survéy was conducted and a meaningful budget is prepared and

used as a basis for requisition of supplies for the year ahead.

() 2. Supplies are available for instructional and pupil use.

( ) 3. Supplies are purchased in a businesslike manner.

D. Comments




; IV. Orderly Storage snd Issuance
| ‘

Adequate space and spacing is provided for the storage and orderly

 issuance of all supplies and materials., & recognized system is employed

in the storage%of supplies in well arranged and constructed bins, cabi-
nets, and racks. Supplies are conveniently located to the shop and are
easily accessi‘tﬁale for use,

i A. Infoma.tion needed

1. Secure a sketch of the storage space available for supplies (a‘bta.ch.).

2, 1Indicate h?w each of the major items of supply aré stoi*edg

a. Lumber }*

be Steel, ﬁipo

o Inflammables

d, Small supplies

e, Used st;Lel

3. What syste‘ﬁn of storing supplies is employed? Explain

B. Checklist (Rate 4, B, C, or N)

.( ) 1. The fé.cili‘bies for storing supplies end materials provide
h visibility and ease in ch_e:cki_z{g and issuing.
() 2. Suppl:i.es are stored according to some recognized system such
as sti?ring according to units of instruction or acecording to
sizesi. _ _ | _
() 3. Small:.tems of supply are stored in compartmental bins or
drawe#-s. 7 )_ _ ‘ |
() Le The s#oragg space affords adequate protection against undue loss,
() 5 Suppl:ﬁ.es not affected by weather or temperature are stored in
an enclosure adjoining the shop. |

|
I
|
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V. BEstimeting Materials and Supplies

Pupils receive treining in good busir_ness procedure in estimating

kind, quantity, quality, and cost of materials anél supplies used in the
' . y

construction oij projects.

1,

5

Record of evidence

A. Information néeded

Outline procedures used by pupils to procure supplies;

i
a. !
|

b.

‘Procure forms for estimating and recording supplies used by pupils

|

(aitbaCho ) » :

!
|

What training do pupils receive in the procedure of estimating kind,

quentity, quality, and cost of materials used in proje_ct\construction?

!

Bs Checklist (Rate 4, B, C, or N)

() 1. A pupil makes a sketch and compiles‘e'. bill of materials upon
e ,

an aocépta‘ble form before beginning construction of a project.

( ) 2. The bill of mterials is checked ahd approved by the instructor

or an assistant before supplies are issued.

() % Pupils are assigned the requnsibili‘by of “sﬁpply clerk™ at

intervails to receive training in issuance of materials.
( ) a. The supply clerk checks and places in storage incéming
géupplies and materials as directed by‘fbhe instructor,
() be ;'l'he supply clerk issues supplies to pupils upon pre=-
' sentation of instructor-approved lists.
()ec. The supply clerk maintains the supplies in an orderly

,imanner observiﬁg good housekeeping habits,
|
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for the home or farm. .

1.

2.

Thin 'bhe oonstmction of pro;}ectsg

by When & piece of ma terial is sold that mist be out from a 1arge

of sgles of materials for project oonstruction (a.ttaoh.).

-(';)"V 1.

O
O

) 'R Qv_mxen receiving paymen'b for a eomple'bed projeet or for ma.terials

O

VI Bale of Supplies .

The smdeﬁt peys the school s fair price for all meterials

' e.nd supplios uded from school sv.pplies in pro;}eot eonstmotion :

- A. Information needed .

| regarding sales of materials (attach or make ‘notation}.

5T

.Procure a &6py ‘o“f -polioiaa a.nd regulat:loﬁs of 'bhe school»di.étr,ict

Determine the prioe in peroent of oost to ‘pupils for materia.ls used

t

a.. When ma:terials a.re ‘sold es a oomplete or whole u:rrlt. Pridé ,

pieoe im stock:.‘ Prica

Procure eo;;ies of reeords and recaipt forms used in the process .

~B. Choecklist (Rate 4,8,¢, -¥)

'I.‘he pupil pays the sahool a fa.ir priee formmateri.als used

in pro jec'b oonstruction (not moro tha:n local merohants charge

for materia.ls in simils.r emcunts , )

"whethar used or wasted in project construction,

2o The pup:n.l pays. for ma:beria.ls or supplies a.ctually received

3&.;‘ Beforé a eompleted projeot is 'baken from ‘the shop the materia.ls

:usad in the oonstruction of the project are pa.:ld for by the pupil.

use& the ins'bmotor issues to the pupil in his presence a.

'
1

5. . A cop
s fi.*.ed in the office of the shop. s.nstmmr.

recoii‘b for tha payment reoeived. B j;: SRR

of tho reoe:lpt showing paymentt of suppliea or materi.als |



58

The instruo‘bor rmits all moneys recaived from sales of. suppliesy

o the high school pr:moipal'a office at regular intemla.

Tha‘ ‘gh schoel prinoipa.l or. his represantative is sues the

i.nst otor a. receip'b for all monws deposrbed.

&b ‘bhﬂ olose of the school year the bills of mtenals, the

' recei;lts for pa.yment of supplies, the i.nventory of mteria.ls

. m‘ifd, and tho receipts for money remﬁ.tted to the high sehool
pri.no o '

pal are reoonoiled. o o o
lThe inatruotor keops an alpha.be‘bical' a.coount of rwords of a.ll l N
pupil ipurchases and sa.les. . | S ' o
4n independe:rb audit of the finaneml records. (rmrd of sales

B of supplies ta pupils for constmotion or projects) of the

()3{1.

(5,1.

)2-

shop is made annually. , o

School employees responsible for handling moneys from the

i;sa;,lgas 'of supplies are 'bonded. '

H . “‘—"‘—‘

e;‘,‘ Evaluati.on ‘summery (Rate 5, h, 3, 7 "N)

Ln e.déqua:he re@ord of salas of mterial and suppli.es is kept.
Pupila pey a fe.ir price for suppl:i,ea.

X The sq,les oi‘ supplies doee not require exoessiye 'bsacher time. :

Do ‘c'omeiﬂts ‘j
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VII. Safety in Hemdling Supplies

Accepta‘bleﬁ safely regulations are observed in the stpragé'énd hand-

‘ b ;
ling of Supplie§§. Pupils receive efféq‘bj.ve»tra;»lnipg and_observe adopted

safety practices in the handling and issuence of supplies from well

| construoted supbly facilities conveniently located to the farm mechanics

Bhop -

- Ae Information needed

1, Becure a odpy_of the lecal fire and safety regulations cbserved

by the highfg school shop (attach.).

:

8. Check sheet (Rate A, B, C or N)

() 1. Copi.eﬁ of safety regulations are displayed prominently in the

()
()

()
()

()
()
()

()

2,
S

b
5.

shop, |

,‘Trainiﬁg is given pupils in safety procedures, drills, inspec-

tions, and regulations.

Supply cabinets, racks, bins, and contginers_uged for the storage
of supplies are adequate and sﬁ‘bstgntiqlly constructed,
Floari::l .’g.n. _stotja.ge areas grgma.gie 9#, ,ponfskid_fireproof materials,

Fire p?otggtion veq@ipment is adequate and properly displayed

m‘.thini easy reach of all personnel,

Te

"84

9.

Staitways are provided with necessary guard rails and skid-proof

steps.

Entrances, qgrridors » and stairways are provided with adequate

~ illuminetions

i

‘Entrangoes to'sﬁpp}.y areas are free from overhead or other

obstru‘btions_ 3 i.e., attic ‘eaves, waler pipes, or heating pipes,

Sa.fétyi standards, basic in industry are adopted as far as is

ree.sm,é_.ble end in keeping with educational practices,.

i
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( ) 10. Students and instructors participate periodically in organized
safetyiinséections and drills,
( ) 11, Good housekeeping procedures are used in the supply areas,
( ) 12, Inflemmsble materials are stored in metal cebinets in leak-
proof containers.
( ) 13. Gasoline is stored in cans equipped with safety spouts.
() 1L|.f 0ily rags are kept in air tight metal containers.
( ) 15. Materials not immediately used for project comstruction or
| pupil %nstruction are promptly placed in storage in a orderly
fashion.

1 ~ , .
C. Evaluation summary (Rate 5, L, 3, 2, 1 - N)

() l. Safety regulations are observed in storing a;d_handling suppliss;

() 2. Physicel facilities are constructed and naintained in keeping
with desirable safety regulations.

() 3. PuPilé observe safety habits and participate in safety in-
spections and drills,

D. Comments

Summary of evaluations

Teachers %nd evaluators are encouraged to plot the numerical evalua-
tions on a fiv?-point scale on the chart on the following page. The line
graph made by éonnecting the points of evaluation will be helpful in
recognizing the weak and strong areas of the program and plamming for

an improvement program



SUMMARY OF EVALUATIONS
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Ttem

Ratings
—, Ol NS
P
g1
(o]
it
R ENE ik
JEERE
o S P ] 17

I.

1I.

I1I.

Iv,

Ve

Vi,

ViI,

A revolving fund is set up for supply purchases
\
1, The revolving fund is adequate

2. Adequate records are kept of sales and purchases

%, School district honors all requests

The instrudtor submits an anmal inventory

1. Inventory taken in businesslike way

2, Proper inventory forms are employed

3, Pupils receive training

Purchase of supplies

1, A sarvey is conducted and a meaningful budget
pr epared

2. dupplies available for all use

5. §upplles are purchased in a businesslike way

Adequate space is provided for storage of supplies

1. S‘boré.ge space is adequate

2. Supplies stored in orderly maumer

5. Supplies easily accessible to pupils
l

Estimating materials and supplies

1, Supplies handled in a businesslike wey

2. Handling supplies requires a minimum of
"~ teacher time

5. Pupils receive training in estimeating and
purchasing

The pupil pays for materials used

l. A record of sales of pupil's materials is kept

2. Pupils gay a fair price for supplies
o

5. Bales supplies reduires minimum teacher
time

Safety is Observed in handling supplies

1, Safe'by regulations observed in storage and
" handling

24 Phys:.cal facllltles for storage of supplles
meet ! standards

3, Pupils participate in safety inspections
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DIRECTIONS
Principles

The guiding principles enumerated iﬁ each of the following sections
of trese crite;'ria are statements subscribed to by a group of successful
teachers, a@inistrators, supervisors, and lay people from Utah and
other states.% Following each principle, certain specific items of
information a,i'e requested as essential in appraising the prevailing
conditions against the principle or standard. A mumber of items are
enumerated whj,oh taken together designated as f'cheoklists", assist
the a.ppraiser;in efraluating the effectiveness of the prevailing con=
ditions, !

'Gheoklists

Bach checklist consists of items, practices, provisions, and
conditions which are considered desirable and acceptable, A local
farm mechanicé shop program may confom to tiwse items to various
degrees, The checklists are intended to assist the appraiser in
determining héw well.a _department measures up to the standards set
up in these c;iteria.

The preva;.i].-ing conditions in the shop are to be evaluated through
the use of ‘bht?a checklist :i.fems in the parentheses prececiing them with
the syﬁbols A, B, C, and N, |

A Indi%ates that the provision, practice, or condition is present

fullj.
A B. Indii‘.a:bes 'bhvaththe provision, practice, or condition is present
to some extent,

C. Indicates that the provision, practice, or condition is missing

but :i|.s needed,

i
)
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N. Indicates that the provision, practice, or condition does not
apply or is not desirable,

Eveluation summary

Followiné each checklist one or more statements ‘of evalua'bi;)n are
listed, These evaluations or ratings are to be made on a five=-point
socale which will measure the extent to which prevaeiling conditions
conform to generally accepted principles or standards.

Evalua.‘bi;ns represent the best judgment of those making the evalua-
tion. The evaluation summary is based on personal observation and
Jadgment in 'bl!;le light of the checklj.st items as they have been scored
on the availa‘zlle information needed. This five-point scale is to be
used with the following interpretationss

5. Excellent; Provisions are functioning fully and/or conditions

are é;ctensive.

e Very good: provisions are moderately extemsive and function

well.!

3. Goods the provisions are averége, present and functioning

abou'l; average,

2. -Fairg‘ the provisions are limited and are functioning below

averaf,ge. '

1, Poor: the Erovisions are very limited and are functioning

very poorly.

N. lissing or does not applye.

How to use this evaluation instrument

Effective use of this evalua.t;.on device depends upon the familiarity
of the individual with the technique proposed and a thorough under-
standing of the prevailing conditions in a given farm mechanics departe

ment, The teacher should become thoroughly familiar with the rating
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device as a self evaluation instrument and use it for the improvement

of the farm mechanics depa.rtmént.



. ‘Purchase of Supplias

The effic. iency of opera-bion of a farm mechz.nics ahop is dependent

‘in a 1a.rge mewsure on the s.vailab:.lity of oonsumable s.nd :.nstruotional

supplies oonvdniently and systematically stored in the fa.m meoha.tﬁes

shop. Adaquate supplies should be purchaaed well in advanoe of‘ 'bhe

) opening of school on a basis of 'hhe spring inven'bory of supplies on

hand, the enrallment as determined by preregistration for the year ahead

and the est:i.msrted needa of the projee’bs of i.ndividual students. Purohass

| of" all Euppli& is mda wi'bh the use of approved requis:l.tion forms

devised by the farm mechanics teacher and ohanneled through the sohool

rdistriot offie?‘e.f' |

. f»
A. Information needed

1, .-A,n estima'l:e of the fa.rm mechanics shop enrollments (mmber of

: s'budents !

.-

e A1 day students

b. You

on class rolls)

l

famers

m

de Tote enrollment

oé‘ AdulI farmers

2, A copy of

the a.unua.l budge'h in farm meehanics (attach).

3, Oopies efﬂ:ppreved purchase order and/or requisiti.on forms used for

the purc
N h. An estima
supplies

sing of supplies. )
bed 1ist of shop pro;jeots of snmllees and tha necessary
stored in the supply room. The local 'bee.oher ple.ces a

cheok denoting the importanoe of 'I'.he project and the impor'hance

~ of stack

L;xg the supplies in .the table belom ‘
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" [mportance Tmportance

sl 515 e

Shop project 28l & Shop supplies necessary| | = g
S|5]2 AERE

&. Farm carpentry projects
(1) Feeders, bins
(2) Farm structures
(3) Gates, fences
(L) Bstimeting

(5) Sketohing

(6

(7

|
|

b, General farm shop projects
(1) Concrete projects
(2) Electrical projects
(3) Irrigation structures
(L) Rope work projects
(5) Painting projects
(6) Plumbing, sanitation
(7) Mesonry

¢. Farm machinery projects*
(1) Planting machinery -
(2) Harvesting machinery
(3) Cultivating mach,
(L) Garden equipment
(5) Tractor, farm
(6) Truck, farm

l

* JMachine is éither repaired, serviced,

a, Farm carpentry supplies

(10) Peper, drawing
(11) Paper, scratoh &

¢+ Farm machinery supplies

- (9) Cotter, spring

(1) Bolts, carriage &
machine

(2) Bolts, stove

(3) Hinges, hasps, etc,

(4) Lumber, instructional

(5) ¥ails, common and
finish

(6) Screws, brads,
fasteners

(7) Sandpaper, glass

(8) Glue, putty

(9) Staples

ditto

b. General farm shop suppligs

(lg Blades, hacksaw

(2) Cement, portland

(3) Band and gravel -

L) Paint, implement,
wood '

5) Supplies, electrical

(
(5) Suppli
(6) Supplies, plumbing

(7) Tepe, friction & elec.,
(8) Varnish, shellac, etec.

(9) Compressed air

~ (10) Wire, baling, electr.,

(1) Cleaning solvents

(2) Gasoline and/or
kerosene

(3) 0i1l, motor & machine

(L) Grease, lubricating

" and pressure

(5) Parts, farm machinery

56’; Rivets, farm machiner;

7) Bolts, washers, cap
screws

(8) Teaching aids

]

or built or a combination thereof.
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B. Checklist - Purchase of supplies (Rate A, B, C, & N)

The annual ﬁudget is a basis for purchase of supplies

( ) a. Anticipated pupil enrollment, scope of instructional program
for the year ahead and supplies on hand as reflected by the
spring inventory are the basic factors affecting the annual
shop 'budget. ’

( ) b. The budget includes needed repairs, improvements, and additions
for the year ahead.

( ) c. The anmal tudget as a future reference is filed in the office
of the principal and/or superintendent as well as the farm
mechanics instructor,

()dn !‘
Availability of supplies for student use,

() e. A sufficient quantity of supplies is purchased in advance of
the time of use for the entire teaching year.

( ) f. Supplies are purchased and stocked conveniently for instructional
and demonstrational uses.

( ) g. Certain supplies needed in the construction of large projects
are either purchased by the pupil from the local merchant or
brouzht from home,

()me

The purchase of supplies is accomplished in a businesslike manner,
( ) i. The requisition and/or purchase order form in duplicate (or
triplicate) is employed in the purchase of all supplies,

() 3. Requisition or purchase order forms contain the following
pertinent data:

(1) Space for name, and address of vendor, payee, and farm shop.
(2) Space for name and description of supply or material ordered.
(3) Bpace for quantity, quality, and price of materials ordered.
(4) A printed order mumber (serial).
(5) Space for date of order and dead-line date after which
zupplies will not be accepted. ‘
(6) Space for signature of person suthorized to make payment
for supplies.

( ) k. An approved requisition form is initiated by the Farm Mechanics
' instructor.

( ) 1. The principal approves the requisition.

t
|
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II. Anmual Report of Inventory

The farm mechanios instructor submits to the high school principal

annually a satisfactory record of inventories of materials and supplies

on hand,

L.

2,

50
() 1L
() 2,
() 3
() L.
() s
() é.
() 7.
() s.
() 9.
() 10.
() 11,

A, Information needed 7

A copy of two or more anmual inventories.
When is the inventory taken? (usual dates)
PersoT responsible for taking the inventory?

B. Checklist (Rate 4, B, C, &)

|
The sﬂop instructor uses an acceptable printed inventory form
to make the inventory.

A provision is made for recording obsolete items in the inven-
tory.  (See attached form)

Provision is made in the inventory for a record of losses due
to fire, theft, breakage, and damage. (See attched form)

The inventory is taken by counting and recording all items of
supply and meterial, except such items as brads, cotter keys,
etec,

Provision is made to allow an estimate of ‘small items as men-
tioned in (L) above or to indicate by weight the quantity on hand.
Students receive training in conducting a businesslike inventory

by actual participation in counting and recording each item of
supply,

Good h¢usekeeping practices are practiced during the inventory.
Whenever a new instructor is employed, an inventory is made of

all supplies by the retiring instructor, the school principal,

and the new instructor.

Inventory cards are kept on all supplies and materials by the
farm mechanics instructor and the superintendent of schools,

The inventory record clearly shows the amount and value of
supplies on hand,

Provision is made to indicate the condition of each item on
inventory, (i.e., excellent, good, fair, poor).
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I1TI, Orderly Storage and Issuance

Adequate space and spacing is provided for the storage and orderly

issuance with student participation of all supplies and materials,

1.

2,

3.
() 1.
() 2.
() 3
() L
() 5.
() 6.
() 7.
() 8.
() 9
() 10.
() 11,

A, Information needed

What Qtorage space is available for the storage of shop supplies?

8. Area available for lumber

b. Area available for steel

¢. Area available for inflammebles ( gas, oil, paint, etc.)

d. Cabinet area for small supplies (Nails, bolts, screws)

e, Area for materials and parts (misc,)

How aﬁe the supplies and materials arrangeds:

a. For orderly issuance?

b. From the standpoint of safety measures?

c. For the ease of student participation in the issuance of the
supplles?

What arrangements are made for additional new supplies and
necessary expansion of the supply area?

B. Checklist (Rate A, B, C, or W)

The facilites for storing supplies and matefials provides
visibility and ease in checking and issuing.

! :
Small itans of supply are stored in compartmental bins or drawers.

Suppl:.es are stored according to some recognlzed system such as
"Storing according to the units of instruction.”

The stprage space affords adequate protection against loss.
Maximuh student pgrt@cipaﬁiog is used in the issuance of supplies.

Supplies not affected by weather or temperature are storéd in
an enc}osure adjoining‘?he shop in covered racks or bins,
: ; S PEEER R TR

The stLrage“areas apeiadeqqately_;lquipated,

Suitable entrances are provided to the storage areas for proper
receiving and dispensing of the supplies and materials,

Inflammeble supplies are stored in metal cabinets properly secured
in metal containers,

The storage area provides for necessary expansion to 1nclude new
supplies and materials,

Lumber and steel supplies are stored in either vertical or hori-
zontal racks located for convenience of issue and safe storage.

i
|
t
!
I
i
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IV. Bstimating laterials and Suppli.es

'S'budentl :}eceiv'é *eff‘ec'bive“training procedure in estimating quantity, '

\

quality, . and oo'st on the form of mater:.a.ls and suppl:les used in the construc-

tion of projects used.

()
()
()
()

()

()
()

()

()

1.

3.

Lo

Te

8.

9

A. Infbrma‘bion‘ needed

What meﬂ?qu»are used by studente to procure the necessary suppliés‘
for project construction? , _ 4

Tihat forﬁhﬂ are used for estimating and‘reoording the s'upplies.
students iuse? | | |

&re smdgn‘cs used or tra.ined in reoording supplies est:i.mated and

issued?

B. Checklist (Rate A, B, C, or )

A student makes a sketoh and a bill of materials needed before -

beginning the oomtruc'tion of a farm mechanics project..

The sket¢h and bill of materials are made upon a standard form
designedrfor this particular purpose. ) ,

The est:.zLate of materials is checked and approved by signature of
the instructor beforée any supplies or ma.ter:.a.ls are issued for
project wnstmc"b;on.

Smdenhs are assigned the responsibility of "supply clerk™ at
i.nterva1$ to receive training in good business _procedure.

The studén'b supply élerk checks and places in storage s,ll incomi.ng
supplies was directed by the instructor.,

The stud¢nt supply clerk issues supplies to pupils upon presenta-
tion of :I,nstructor approved lists, (Material forms)

The student supply clerk maintains the sui’:plies in an orderly
manner observing good hausekeeping habits.

The supply clerk records materials issued and after each issue
requires the pupil receiving ‘the materials to sign for them.

As mtenals are issued the bill of ma'berials beeomes a record of
supplies issued.
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Ve Safety in H#ndling Supplies
Safety regulations and standards are formulated, made a part of the
instruction program, and are generally observed in the storage and handling
of materials,

A. Information needed

l. A copy of prevailing regulations and standards governing safety.
2. Copy of ﬁrovisions concerning accidents in the school district.

3. Records of periodical safety checks made by the state industrial
commission,

| B. Oheck sheet (Rate A, B, C, or N)

oL 2

() 1. Supply cabinets, racks, bins, and containers are substantially
constructed and are adequate,

() 2. Fire protection equipment is adequate and prominently displayed within
easy reach of all persomnel,

() 3. Floors in storage areas are made of non-skid fireproof materials,

() L EntrancgsA corridors and stairways are provided with adequate
illumination,

() »s. StairWays%are provided with necessary guard rails and skid-proof
steps.

( ) 6. Entrances to supply areas are free from overhead or other obstruc-
tions,

() 7. BSafety standards basic in industry are adopted as far as is reason=-
gble and in keeping with educational practices,

( ) 8. Students and instructors pariticpate periodically in organized
safety inspections and drills.

() 9. Good hougjgeeping procedures are used in the supply areas.

() 10, Inflammable materials are stored in metal cabinets in closed
leskproof containers,

( ) 11, Such materials not immediately used for project construction are
promptly placed in storage in a neat and orderly fashion,







VI. Revolving Fund

Aa‘revolving fund is set up by the sochool board for the purchase of

supplies and materials used and paid for by students in the construction

of home projects. !

3.
Ll-o
() 1.
() 2

() 3

() L
() 5
() 6.
() 7
() 8.

() 9

() .

A, Information needed

Available records of the revolving fund indicating purchases, sales,
and receipts,”

What method is used by the school district to finance the school
shop? A

| - |
. B. Checklist (Rate A, B, C, or N)

A revolving fund of sufficient size is met to purchase supplies
used and sold to students in the construction of home projects.

The student pays the farm mechenics department for all ma'berials
issued to him for the construction of home projects.

Cost of materials used in demonstrations and for general instruc-
tion is pa:Ld for by the school district from funds other than the
revolving fund.

|

The student pays a fair price for materials issued him for some
project oontruotion. 7 o -

A dupllca‘be record is retained by the farm mechanics department
of all purchases and sales of shop supplies.,

All money:collec'ted from sales of materials are credited to the
shop revo}ving fund for fur'hher a.nticipa:bed purchases,

The d:.str:.ct maintains the necessary bookkeeping to insure the
return of ‘i‘unds from sales of ‘supplies,

Money oollected for the sale of materials and supplies maintains the
revolving fund,

Provision is made to inoréase the revolving fund if such need is
demonstrated by the instructor.

Where a revolving fund is not in operation the school district honors

all reason‘able requests for the purchase of materials and supplies.
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Vii, Sale of Supplies
Ine student pays the school a fair price for all materials and supplies

used from school supplies in project construction for the home or farm.

A, Information needed

1, Policies of the school district regarding the sales of materials
to students,

2. Price lists for salable materials for quantities used in home
project constructed,

3. Records of sales of materials to students,

L.

i

J B, OChecklist (Rate 4, B, C ~ N)

i

() 1. The student pays the school a fair price (not more than local
merchants charge for materials in similar amounts) used in project
construction,

() 2. The bill of materials form used by the student in securing project
materials ‘becomes a record of materials sold by the instructor to
the pupil ) S ]

() 3. The stude‘ pays for materials or supplies actually received whether
used or wasted in student project conmstruction.

() L. Before a completed project is taken from the shop the materials
used in its construction are paid for by the pupil.

() 5. The instructor upon receiving payment for studenmt projects comple‘bed
issues a receipt in the presence of the student.

() 6. The student retains a copy of the receipt showing payment of
purchased supplies for home projects.

() 7. The iﬁstr&étér'filéé a copy of the receipt of payment for supplies
used by the student.

() 8. The 1nstrt1u.ctor remits to the high school treasurer at regular
intervals all money received for Supplles and receives a receipt

for 'bhe same.

() 9. At the 01959 of the school year the bills of material, the receipts
for peyment of supplies, the inventory of meterials on hand, and
the receipt for money remitted to the school treasurer are reconciled.

() 10, The instructor keeps an alphabetical student account record of all
student purchases and sales,
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SUMMARY OF EVALUATIONS

1 « Poor
2 - Fair
% = Good

Iy - Excellent
5 « bduperior

86

I. A revolving fmjnd is set up for supply purchases

A. The revolving fund is adequate.

B. Adequate rscords are kept of sales and purchases

II, The instructor submits an anmual inventory

A. Inventory taken in business way

B. Proper inventory forms are employed

C._ Pupils receive training

I1I, Purchase of supplies

A. Meaningful budget prepared and used

B. Supplies available for all use

Co BSupplies are purchased in business way

Iv, Adequate space 1']provided for storage of supplies

A. Storage space is adequate

|
Be Bupplies stored in orderly manner

|
C. Supplies easily accessible to pupils

V. Bstimating materials and supplies

A. Supplies hé.ndles in a business way

B. Handling supplies requires a minimum 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

Be Pupils pay a fair price for supplies

C. Sales of supplies requires minimm teacher time

VII, Safety is observed in handling supplies

A. Safety regﬁlation' observed in storage and handling

B. Physical facilities for storage of supplies meet
standards

C. Pupils participéte in safety inspections




SUPPLY ACCOUNTING FORMS
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STUDENT RECORD OF PROJECT CONSTRUGTION

Department of Vocational Agriculture
Davis High School
Kaysville, Ut,

Name : Period Date Started

Project | Date Completed

Bill of Materials (Sketoh project on reverse side of this sheet)
P ]
Number Totel Received
of pieces {Description of materials units N Cost by student
items : Brde ft. lbs. (initials)

!
|

S R S RN R N

Total Cost §

Procedure analysis .

1, l
2.
3.
L.
Payment in full
Go ahead approval Final Grade

Réceipt mumber




: 1 Address. _
S SOE,B‘/ CASH

C.O. . [CHARGE]ON ACCT]

__QUAN. | DESCRIPTION

RN . | .

ALL claims and retumed goas MU?T'E accompanied by this bill

F1 1665 o

MWRE BUS!NESS FORMS INC,

-7 LEL—L"—\—'—,*;:.Q-——‘-—‘ Hrt— e




B

e

Y e Y0 e, T R

89
DAVIS COUNTY SCHOOL DISTRICT
Farmington, Uteh

INVENTORY OF INSTRUCTIONAL SUPPLIES
(not for re-sale)

School
Dept. Room
Teacher
Date
~ [Beginming | Amt.| Loss & |BEnding|Additional
Description & size of items|inventory |Received [used|breakage jinven-|am't needed

' tory for

% All items indica‘l*ed in loss & breaksage
mst be submitted on a separate list
(Pink) signed by the teacher & principal

Signature of person teking inventory



20

DAVIS CQUNTY SCHOOL DISTRICT
Farmington, Utah

INVENTORY OF ALL MATERIALS FOR RE=-SALE

School
Dept. Room
Teacher
Date
Beg. | Pur-- d Cost | Total
Description & size of items| inven- |chase|Sales| * Loss &] inven- junit | value
tory breakage]| tory |[price :

* All items indicated in loss & breakage .
mst be submitted on a separate list
(pink) signed by the teacher & primecipal

Signature of person taking inventory




DAVIS COUNTY SCHOOL DISTRICT
Farmington, Utah

School

91

Teacher Dept.

Rm.#

Date

INVENTORY OF 10SS & BREAKAGE ITEES

Tools & Equipment, Material for re-sale, Instructional supplies, Text books

. —___—

Description & size of items Explanation

Value

e ﬁw——w

* A1l items indicated in loss & breakage  Teacher

mst be submitted on a separate list
(pink) signed by the teacher & principal. Principal




REQUISITION NO. : ORIGINAL PURCHASE ORDER
THE BOARD OF EDUCATION |

’ DAVIS COUNTY SCHOOL DISTRICT o2
' JOHN 1. HESS, Clerk and Purchasing Agent 0
FARMINGTON, UTAH N. 1 4 0 0 0

19

7

To

Ship Via

Please ship the following material to

i > 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 O-der Number on ALL Invoices.

QUANTIT.i’ ‘ DESCRIPTION . UNIT PRICE . | TOTAL

TOTAL

THE BOARD OF EDUCATION

Purchasing Agent‘s Signature




T T T TTER YR A~ ~ — —

] Supplies 7 A v _ ck RSN Bt~ Senlll -- L A
General I Textbooks _ I Custodian S}lpplies . l ] “First Aid” Supplies
Foods (H.E.C. only) . Bus —Parts
Music . Bus —Supplies
Acthletics
. MAINTENANCE

Ind, Arts & Agric, ck
Visual Aids NOTE: Submit separate requisitions for items in group. Repairs—Bldes. & Grounds
Auto Mechanics Book Orders—Give author, publisher, address, edition and grade. Repairs—Furn. & Equip.

QUANTITY DESCRIPTION & SIZE OF ITEMS BACK | DELIVERED cost

NEED UNIT ORDERED QUANTITY UNIT @ TOTAL

Filled by... Date 19 :Approved—Principal
Posted by Date 19 Received by

BRI izinal-Board Office ) - m _ -
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