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INTRODUCTTON

This paper is written for the dual purrose of beiny a cuide for the
schedhlling process at the Litchfield Hich School and as a paper for cred-
it for Fastern Illinois miversity courses, Tducation Administration £910
and 6920. The amhasis of this paper is concerned with setting an accur-
ate procedural method of schedlina at Iitchfield High School and/or
other saools of similar size.

In o way does the author claim this method is best for all schools.
It has worked successfully for Iitchfield Hich School.

The scheduling process involves each staff rember and departtent
with their imputs toward curriculum, sequence of courses, and material
taught within the course.

The Litchfield Junior High principal is brought into the plamning
including course Aescription, content, and sequence of material taught.
e is involved in the nlanning and develomment of the total schedule due
o his part with the manacqerent team, and the fact that individual teach-
ers and classroors are shared between the Junior and Senior High Schools.

Rationale for changing from hand (individual) scheduling to a ocomputer

(mass) method of scheduling

The Litchfield Hich School had several reasons for moving from hand
to comuter scheshiling. (A) The Board of Fiducation has made the high
school into a four (9-12) year sclool. The basic reason was to allow
freshmen to participate in extra~cirricular activities--bovs and agirls
atnletics, masicals and plays, and in the marching band and chorus. This

allaowed for a oreater mmber of students to be scheduled into the tradi-
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tional Titchfield Hioh School classes. This also produced an influx of
sopharores taking freshmmen courses.

(B) The Board of Fducation, at the request of the 1973-74 faculty,
voted to change to a seven-period day. 7This dropped a 1957 policv of a
six»perfol student day. 7his change allowed students an opportunity to
add to their schedules. The staff has encouraced the students to carry
extra courses. It has also created 1/7 additional problems in schedulinc.

() Perhaps the biqgugest reason for dropping the mamal method was
the 1973-74 faculty reaxxrrendation for physical education clasges to sec-—
regate by class as well as sex (9 throuah 11).

Senior vhysical education classes are co-ed. The physical education

breakdown by classes is as follows:

Freshmen boys 1st and 2nd hours Full year
Freshien girls 2nd and 3! hours Full year
Sophomores 2nd and 3rd hours One semester
Juniors 1lst and 7th hours all year
Seniors Co-ed 4th and €th hours One semester

The State of Illinois requirement for Health Fducation and Safety Fd-
ucation is heing met. Sophomores attend physical education one sanester
and safety education one sames#er (nine weeks driver education and nine
weeks safety education). Senior physical edication meets one semeswer and
senior health (graduation requirement) occupies the other semester. In
addition to meetinc the state requirerent, Tdtchfield Hich School has re—
duced the physical education class size from the eighties to between
twentv-five and forty-five.

Reducing physical education and adding the health education has re-

sulted in a difficult job of student scheduling. In the vast, Titchfield
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scheduled students into any rhysical eduecation class: now, with a definite
physical education program for each class, additional scheduling vroblems

have been created. omputer scheduling allows a camorehensive, fast meth-
od of scheluling for all extra problems.

(M  1In 1970-71, Litchfield High School broke the tradition of Eng-
lish I, II, III, and IV. Fighteen seamester lenagth classes are offered in
place of Fnglish III and IV.

(v) while the student enrollment has remained stable for the Litch-
field school district, the scheduling problems have expanded durino the
last few years. (ourses have been added, changed, and a few dromped or
replaced. Full year ocourses, Flectronics I and II, Auto Mechanics II,
Building Trades, Metal II, Nrafting II, Spanish III and IV, and French III
and IV, have been added. Semester ocourses in Consumer Fducation, Psychol-
oqy, and Modern Day Prublems were added. The nine week Freshmen Orienta-
tion oourse was added in 1971-72 to aive an introduction to the vocation-
al program. The student alternates classes each nine weeks between the
four classes~-Nrafting, Viood, Flectricity, andé Metal. Tatin I, II, and
IIT were dropped and others have changed fram Home Foonomics I, II, III,
and IV, and Agriculture I, II, III, and IV to different ocourse names
(i.e.: Child Care, Foods I and II, Sewirg I an® II, Family Living, Small
Business Managemment, Plant and Soil Managament, and Farm Manaqgament and
others of similar nature). Many of the chances were of a samester time
span.

With the new class chanages and the addition of the Freshmen class,

the time and energyy spent by the office staff, teaching staff, counsel-
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ors, and principal would beare so time oconsuning that the normal work
load could not be continued without serious results to the normal funct-
ions of the schol.

For the reasons listed abowe, the Litchfield Board of Fducation deci-
ded in the winter of 1974 to contract with the Paducah Unit Schools, Oom—
puter Center, Board of Fducation, Paducah, Kentucky.

The remainder of the vaper is concerned with the schediling process
including student information. counselor duties, first-run data, curricu-
lum planning, second-run data, final nm, and cost factors. The third
section of the paper is oconcerned with the Principal's duties and the tirme
sequence for the total scheduling pattern, and what I have cained from

this function. The final chapter will surmarize the paper for the reader.



CHAPTFR THWO

THE SCHWDULIMNG PROCESS

This chapter deals with the different areas of concern during the
scheduling functions. The reader should note that a lot of staff involve-
rent is related and is extremely necessary for a smooth, durable schedu—
ling act.

Several functions are r=quired prior to the stwlent registration.
Teacher imput is needed in each of the following areas: (Arpendix 1)

1. Classroom Size

a. Mxdmm mutber of students ver each different class

b. Desired number of students per each class section

c. Tetermine if the class is suitable for study halls.
(The classroom would need to have 25 to 35 chair
spaces.)

2. Tetennine the required material, lab spaces and/or material on
hand and needed for maximm and/or desired classes. (Staff was given a
class ocount as soon as the first nin was returned to Litchfield Hiah
School in order to murchase their materials for the following year. This
will give the teachers a vyouch idea as to their class load for the coming
vear. This information was agiven to the teachers durina April.)

"he teacher has another important reaistration fimction in the devel-
opnent of the course descrintion. This would include reviewino the course
work to be covered within the class andd the total devartzent. Fach de-
martment mist see that a logical sequential pattern is followed without
gaps or overlan in material.

Changes mav be initiated by staff or administration, but acreavent

must be reachedd on all fronts. This program is started armund the hegin-

ninag of the second semester (middle January). All changes involving staff
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additions will need Board of Education approval. The Superintendent of
the unit is kept aware of all proqress and problems with weekly meetings
on scheduling. The Junior High Principal, Bill Sielschott, and high
school counselors are also kept in camplete knowledge of all situations.
Ffach teacher is responsible for the ordering of his or her teaching
supplies and materials for the coming year. The budaet is dewveloped in
March, and the purchase orders are due in May of the prior school year.

Student Information

Gathering student information is the heart of any scheduling proce-
dure. Litchfield uses a schedule fonn (2ppendix 2) which has heen nodi-
fied to fit our school system's needs. It is a standard school form which
includes the student's name and a corresponding student nurhber. The num-
ber stays with the student during his four years of school. 'ew students,
including frestmen and transfers, nust be assigned a number by the prin-
cipal's office. We gap our students as freshmen by four numbers in order
to be able to insert transfers in alphabetical order. The stwient number
is a seven fiqure number beginning with three digits (910). The first
three digits represent lLitchfield High School's code number. The next
four digits will represent the student's name in alphabetical order.

The birthday information is used for those stidents selecting Ariver
education. Litchfield stwuients are scheduled by age, both in the class—-
room and behind-the—wheel.

The grade and sex of students are listed to determine phvsical educa-
tion and the girls' choir classes.

The stidents select their courses to be taken after having one weel:
to consult with their parents, friends, amd school employees. After the
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stucent turms in his course selection, the principal and gquidance coun-
selors review each ocourse prooram to determine errors and/or poor course
selection. In the case of possible poor course selection, the student is
called in to confer with the counselor to determine the best solution to
each preoblem. Fach student is asked to select alternmate subjects in case
of subject conflicts. This allows counselors and auidance people to nmake
schedule changes without consulting with all students. Of course a con-
ference with some students will be necessary after the original schedu-
ling.

Oounselor's Muties

The counselor is a key person for assisting students with schedulino
of classes. The counselors, in their original explanation, @ through
the oourse description (2ppenvlix 3), the proper way to read it, and the
sequence of certain subjects. Fach student is called to a class meeting
with both counselors, principal, and all available teachers present.

Next, the school and state requirsments are explained. (Appendix 2)

Litchfield High School requirerents are the state minimum.

Physical safety and health education 4 years

Fnglish 3 years

Science 1 year

Math 1 year

U. S. History (including the State and 1 year
Federal Constitution exams)

Consumer Tducation 1 semester

Fach class is reminded of its particular requiraments. Freshmen
nust take and pass Fnglish I, a science ocourse (bioloqy or physical sci-
ence), math (algebra or general math), physical education, and safety ed-

ucation only if he is old enouwh. Sophomores nmust take Fnglish II or
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rnalish II--C, safety education and health (nine weeks ecach), and one sam-
aster of phveical education unless they have had safety education as a
fresitrman, in which case thev rmist carry two semesters of physical aduca-
tion. Juiors must carry U. S. History, two mini-Bnglish courses, and
vhysical ediucation. Seniors need one seamester c¢f consuer education, one
semester of physical @ducation, and one semester of health education.

Each student is required to carry four subjects and physical educa-
tion and/or health.

Freshmen are eligible for the 100 level classes. Sophorores may
carry 1% and 200 level classes. TJuniors may siqgn up for 100, 200, and
300 level classes. Seniors may take all classes, including the 400 level
classes. Exceptions may be granted, but only by the instruceor and prin-
cipal.

FXxtra care rust he taken in safety educa*;ion (including driver ed-
ucation) because of the age requirenent. The older students are able to
take driver education and sophomore health the first samester and physical
elucation the second samester. Same soohorores will atterpt to place
themselves in the wrong section. ¢Counselors and the principal check this
item against the birthday on the front page of the registration form. An
added problem is in the years difference in birthdays (i.e., freshmen who
have a January S, 1950, vs. a sovharore who has a June 5, 1951, birthday).
This can beocore confising when the counselor works with 185 sophorores and
some 20 freshmen »lus transfers and drop-outs. (Drop—outs are eligible to
take driwver education with the school system accordina to state law.)

Es students meet with their counselor or vrincipal the following

week, the ommselor/principal meets with the student and does a brief
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overview with the student to det~rmine if he has met all requirements for
classes taken and checks against the failure list to determine if any
make~up classes are necessary.

The total student data are oollected and corpiled on additional
sheets '(Appendix 2) for the corputer tn develop the first run. This takes
about two minutes ver student.

The corputer will retimm a conflict sheet showing class counts and
vhere students may conflict with other sections. (Armpendix 4) The con-
flict matrix is rost helpful in doing the master schedule for the high
school. The conflict matrix must be studied and detailed information
qathered from it. For erx=rple, Fnglish I, Fnglish 109, will show total
students and what conflicts with the required course. Each course will
show the mmber of oconflicts with each other.

Utilizinc the matrix can allow the principal an® counselors to draw
a termyporary master schedule to start the first part of the computer's sec-
ond rn. The master schedule is drawn up to avwid as many conflicts as
rossible. The single and Jouble section classes must be given special at~
tention to avoid conflicts. For anyone new in readina the conflict matrix,
he/she should spren? some tire studying the computer print-out before at-
tampting to do the master schedule.

For students who reagister late, Litchfield uses a form (Apjpendix 5)
to add or drop classes throughout the reqgistration reriod. A new addition
would simply add classes with no drops. Students wanting to change, for
whatever reason, would include courses to be dromped, courses to be added,

and the personal information on nam:, sex, class of 19--, and the student
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mmber., Students wiio nctify the school that they are ~oving or drovping
can he dropped by the [rop/add fornn. This process can oontinue until the
final run.

Counselors and nostly the principal will do some hand schecdulinag for
late enxollaes ary® students viho have a conflict of this nature (i.e.,
Physical Fducation 391 may need to be split at the semester from first to
seventh hoar. The corputer cannot do this wnder the present procedure) .
The principal will do nmost of the drops and add schedulincg due to the
ocownselor not being on hand during the summer. The counselors will do
rost of the late schetuling after school starts. lLitchfield had twenty-
four late enrollees by the second week of school.

"he counselor or principal reads each student's sian-up schedule for
errors, conflicts, mis-enrollrent and course content hefore this material
is sent to the corputer for the oourse matrix. Fach student course selec-
tion is either approved or rejectad until a counselor conference. After
the student-counselor conference, the chanqe is made, corrected or left
the sane prior to the stuient--counselor conference. {Qmwmon errors found
included the following: (a) wrong section of driver education; (b) wrona
section of physical etucation:; and (c) selection of wocational ocourses in
which the student has little or no background. Student errors were not
oamon, but nea’ to he caught as early as possible. All students® sched-
uling forms are num in a bhackground check to make sure that they are
scherduled in all graduation required classes. This is done the seoond
week of the summer. Failure lists are checked at this point for the stu-

dent.
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First Run Nata

The first nun data takes ahout two weeks for the round trin althouch
less than two hours of computer time. The corgmiter stores all information
on tapes; therefore, all written materials are returmed to ILitchfiel? to
be usel dxing conflict scheduling. Oomouter orint-out sheets on each
class (Pppendix €¢) gives the total section enrollment. A separate print-
out sheet listing each class section gives the name of the student, the
vear of school, and class period. (2ppendix 7)

The conflict matrix is returned in the form of another print-out
sheet. By using the three forms, the princimal developes the master sched-
ule.

Iitchfield involve! Mr. Poper, Guidance Counselor, and the princimal
in developing the master schedule. After careful study of our present
needs and cor:flict matrix, we proceeded to develon a temporary master
schedule for the seoond rm. (Hote--the second mm can be nn as many
tires as nealed. Litchfield rade five seconé rnms.)

Mring staff reviews, all armittees aqreed that the physical educa-
tion molicy shoul? be kept as in 1974-75. This was used as a basis for
starting the t&morary master schedule. The physical education, safety
education (nine weeks driver education and nine weeks of sophomere health)
and senior health education were placed on the temporary schecdule.

Band, chorus, axl freshmen-sophamre girls' chorus were the nexit
items to be placed on the master schedule. The 1974-75 schedule was fol-
lowed except for freshmen-sophomore girls'® choruas.

The Fnglish classes were placed next on the schedule. The oconflict

matrix was used to determine the scheduling. The Malish 300 level ocowrses
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were the most difficult to schedule. Fnglish 100 and 200 courses had
enowgh sections that they filled each of the seven periods.

The vocational classes were the next areas to be analyzed and sched-
uled. The freshmen homamaking and industrial education classes were
placed away from the possible conflict of physical education and other
frestmen level classes. (Ylote--the total enrollnent of the two classes
are 131 freshmen.) The junior--senior vocational courses (usually single
or double sections) were nlaced to miss the required courses--physical ed-
ucation, health education, United States History, and oconsumer education.
Child care was placed second, third, and fourth hours because of the Mur-
sery School oconnected with the class requirements. Yood classes were
placed back to back in the second semester to help in ordering materials.
The other vocational classes were placed in periods where the conflict
matrix showed fewest conflicts with the preliminary schedule and the cour-
ses already placed in the tamorary master schedule. They inclwule Draft-
ing I and II, "ood I, Metal I and II, Welding I, Flectronics I and II, and
Sewing I.

Math was the next area to be scheduled. Senior (advanced) math was
set in accordance to the conflict matrix. (Note~~the conflict matrix was
consulted in all areas. As the schedule was dewveloped, the conflict
matrix was re-checked to avoid conflicts that oould be avoided.) Geometry
and algebra two were fit in the schetule. Freshmen general math and alge-
bra one were placed on the taworary master schedule.

Social studies curriculum was reviewed and re-designed. World his-

tory (soohomore level) and geoqraphy (freshmen level) were reduced from
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full year courses to semester courses. American govertment and economics
were added as samester courses. Two sections were filled for each ocourse.
Reasons for the changes were (a) economics was not included in our 1974-
75 curiculum, (b) the Armerican goverment area was being coveredl only
partially in the U. S. History class in connection to the United States
and Illinois Qonstitution classwork and exams, (c) world history and geog-
raphy as full-year classes were less than successful because of the texts
used and the long time span. It was felt that a semester level class
would be more beneficial for the students.

The senior level ocontemrorary problams, psycholoqy and the required
consumer education classes were scheduled with regard to the conflict
matrix an? taacher vacancy. (Note—all three classes are taught by the
sane instructor.) U. S. History (six sectians) was placed to miss one of
the largest ndhysical education classes for junior level boys and girls.
Otherwise, U. S. History fills the full day. Frestmen-sopharore level
world history, geography, economics, and American govermment were then
scheduled to awvoid conflicts with regard to teaching vacancies.

Art I and II were then scheduled with regard to teacher vacancy.

(Ral f-time teacher.)

The last area to he scheduled was the science field. The single sec-
tions of physics, chamistry II and biology II were placed in accordance to
the conflict matrix. Physical science, biology one and chamistry one were
placed by the conflict schedule and staff openings.

After the schedule was ocompleted on a temporary master schedule,

Litchfield did a rough count as to possible total number per hour. (MNote:
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the computer's second nms will give exact mmwers., (Appendix 8) If we
had one hour off bhalance, we made an effort to bhalance the class load in
respect to teachers available for study hall and the total class count.
Fach change made must be checked against the oconflict matrix.

When the point develops that you feel the termporary master schedule
is complete, we do a study hall listing to determine if we can cover all
necessarv study hall areas including staff, rooms larce enough, and the
total of the students.

After the staff feels we are fairly oomplete in our temorary master
schedule, the materials rust be placed in pencil on sheets for the compu-
ter. (Appendix 9, 19, 11) Frven thoucgh this is done in pencil, it must be
accurate. The listing rmust be re-checked by different parties to deter-
mine if it is correct. (Note--we also hand-check the computer print-out
each time a change was nade.)

Submitting Nata for the Second R

The ™1, ™2, and cpurse naster sheet is filled out by the principal
for reproduction and storage on the computer tape system. The T-1 lists
all oourses and the number of sections for each course including the nmum-
ber of sections for each course. T-2 repeats the ocourse by number, amount
of credit and the length of the classes. T™1 and T2 are used to properly
set up the ocourse naster sheet.

The oourse naster sheet gathers the following information: oourse
number, ocourse name, length of time and which samester it is offered,
first, second, or both, number of sections offered, veriods offered, room

nutbers, nurher of days it meets, credits, maximem nuber of seats or
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pupil space, if the ocourse is required, instructor's name and instructor's
aputer nurber. This procedure is done for each class beginning with the
lowest class number and building to the highest class number. Multiple
period classes are denoted by 1ising the same course numher and the same
section number with different period mumbers.

When completed, Litchfield sends the seoond mm materials to the
Westem Kentucky Vocation Center for the first part of the seconxi run
print-outs.

Return and Review of the Second Run

The second run returns oontain a print-out on each of the following:
(a) list of student schecule conflicts (b) room load, (c) teacher load
(d) updated master schedule (e) course master list by period and (f) util-
ization by period.

Litchfield reads the updated master schedule to determine which areas
are low or high. that classes have filled? What changes appear to be
possible to make? The changes are logged and kept in mind as we go
through the student conflicts. The course master list (Apoendix 12) by
period will give the ocourse mumber, course name, length, period, room,
credit, seats used and open, and the teacher's name and myber. The seats
used and open are our keys to further planninc.

The course totals by reriod are used to help balance study hall
totals.

Fach student that has a conflict (Appendix 13) will appear on a cam-
puter print-out. Information ocontained will irclwie the followinga:

(@) name of student (b) class in school (c) student nurber (d) course load
and (@ coourse that is in conflict and the period it conflicts.



==

Litchfield reads the oconflict and determines the conflicts arona the
oourse load. In the early rnmns, oconflicts may be solved by simple chanqes.
Juniors and seniors often oconflict with semestar-length Fnglish single
section classes.

Corrections are done by dropping and/or adding ocourses acoording to
the altermatives selected kwx the student, chanaing oourses' hours, adding
subjects teaching areas or adding to the maximum allowed in class.

If necessary, we call the stwient in for consultation for him/har to
drop and add necessary classes.

When each student's individual conflict is corrected and the tempor-
ary master schaiule ocorrected or adopted, the material is sutmitted back
for further commuter checking. Materials submitted will include: (a) all
conflict print-out sheets, (b) all new students, (c) changes made by stu-
dents or staff, (d) uniated master schedule including all ocourses (addi-
tions and/or drops) as well as room and instructor changes.

The second nn may be repeated as many times as necessary. Uhen the
oconflicts are reduced to ten or less, it is safe to o into the final run.
For 1975-76, Litchfield used five oopies of the second run.

Litchfield finalized its master schedule at the end of the second
copy of the second nin. The final run was sulmitted on July 25, 1975S.
Final Run

Litchfield's final run was oompleted on Auqust 5, 1975. Finally, all
of the pre-work on the computer schetulina pays off with excellent divi-
denis when the final run is returned.

Each oourse section will have a conplete class list with a breakdown
by code class nurber, arade, sex and an alphabetical listing by name.
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This allows the staff to determine their breakdowm by each of the abowve
listings. The student names and student numbers are internal checks with-
in the caputer. (Appendix 14, 15, 16, 17, 18, and 19)

The school receives three copies of the student's schedule. Litch-
field uses the schedules in the following manner: (a) one copy to the
student. (b) one copy to the counselor's office and (c) one oopv to the
principal's office. The office oopy is kept current at all times as to
locker numher and conbination, schedule changes and textbooks checked out
to the student. A schedule change will be place?d on the counselor's copy
as soon as possible. The locker numbar will be inserte? on the counselor's
and student's copy prior to beina given out. The stwient's copy also con-
tains the cambination to his/her locker. Student copies are handed out
durino the week before school starts.

Each class section has a complete list of stwdents by name, sex,
grade, course, room, hour, and instructor. In addition, a breakdown of
totals is given for each course according to seats used and available.

The study hall list is conmleted by name, sex, class, roaom, hour, and
instnictor. The study halls at ILitchfield are scattered throuahout the
school in vacant classrooms.

The carputer gives a caomplete breakdown of each roam and its usage.
(Aprendix 14) It shows the different classes and instructors that use the
classroom on an hourly basis inclwling all study halls.

The camouter prints out a teacher usage sheet. The print-out shows
each class and room that the teacher is scheduled to teach. "his also in-
cludes study halls. The class load is indicated with a maximam cavacity,
seats used and vacancies. (Appendix 15)
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In addition to a cawlete breakdown by course, student's sex, and
yvear of school, the mouter gives us a study hall breakdown by room,
teacher, and student's sex, class in school, and name.

Final Cost

The final cost factors cannot be accurately determined. We have the
following expeniitures logged: mailing $33.00, phone calls $19.24, and
conputer cost at sixty-five cents per student $425.75. The total of

$482.99 is close, and I can safely say the cost was under $500.00.



CHAPTER THREF

TIME LOG POR PRINCIPAL'S TNVOLURMENT

This section is a brief rundown of the principal's function. Same
schools may assign part or all of these functions to amother staff member.
It needs to be sameone who can spend time with the program and not be in-
terruptad by everyday duties. Litchfield does not enjoy this type of staff
mamber, and the principal has the responsibility for this management func-
tion.

The time log was kept during the 1374-75 school year to keep track of
the time spent and activities that have consideration during the scheduling

process.

Time Iog for Principal's Involvement

Novamber 4, 1974--Spoke to Jerry Fenson, Litton Industries’ salesman,
about scheduling for the 1975-76 school year. Mr. Fenson explained his
program and asked to be allowed to sulmit a bid for the scheduling of
Litchfield students. {Appendix 20)

Noverber 4, 1975--Called Mr. Bill vwhitlow, Paducah Director of Data
Processing, in connection to scheduling for 1575-76. Determined the fee
(sixty-five cents per student), starting point, and availability of compi+
ter space. (Note: Mr. Whitlow is a relative of the Assistant Superinten-
dent for the ritchfield tnit. ‘They had previously discussed the rates and
the possible utilization of the Paducah services.)

November 5, 1974--Conferred with Superintendent Dr. Harold Reents and
Assistant Superintendent Bill Co:.yman in connection with scheduling for

the following year. Discussion items included: (a) fees (b) service
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(3) tine and distance and (d) extra costs. Paducah has considerable mail-
ing ocosts and no (personalized) service within the school, only hy phone.
From this standvoint, litton offerel the most cuericeable prodaram.

It was decided that we would wait until Litton Incustries made their

final vroposal befcre deciding which compgter company tag erploy.

November 26, 1974~-Litton's proposal was saven hmu”ifed twenty-one
dollars higher. TIimct cost ocould not be determine?d due to the extra cost
with the Paducah situation--mailing, rhone and extra time expended.

Noveamber 26, 1974--Visited Superintendent's office with the informa-
tion from Litton. "e decided that Litchfield would go with the Paduczh
public schools for oar reaistration help.

November 26, 1974--Called Paducah Computer Center and infonmed tham
that Litchfield would like to contract Paducah for our 197576 student
scheduling. A follow-up letter was sent to confirm the decision.

December 3, 1974~-A time schedule of events concerning the schedule
wvas developed and approved by the counselors, staff, and unit office.

December 3, 1975---Called Mr. Fenton and erxplainza? why the contract
had been given to Paducah.

Jamaary 6, ?, 10, 22, 1975--Staff meetings were held concerning the
total educational vrogram. The staff was broken down into departments and
areas for discussion concerning next year's (1975-76) program.

Results of the Vocational Nepartment

2. Agregament was reached to contirnue the Putcrotive Mechanics, Mur-
ses Aid, and Cosmetololy programs. "hese programs were in the first vear

of a two-year proaram. This was a continuation of the 1974-75 planning

comittee.
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B. Building Trades was cut back from three periods per section to
two periods per day to add Wood I sections.

C. Vocational Flectronics II (a two-hour advanced class). Chances
B and C were made with no staff additions.

The vocational staff was increased by two half-time positions. Auto
Mechanics changed fram part-time #o full-time and the Murses Aid position
changed from half-time to full-time., The Titchfield School Roard approved
these changes as called for in the fiwve year vocational plan.

Results of the 'nglish Department

The Yearbook English class and the Newspaper class be consolidated
into a single section. In the past, the Yearbook class was a full year
and the Newspaper (Purple Light) was a semester class with four editions
of the school paper coming out only in the first samester. With the
change, Litchfield will have the Purple Light each month for the school
year. This saving of one semester of English was picked up in the adding
of another section of Contamorary Novels. (This was not known until the
naster schedule was developed.)

Results of the Social Studies Department

Wholesale changes were made at the Freshmen and Sopharore level. The
Geography and World History classes were changed from a year's length to a
semester's time. American Covernmment was added as a samester class. Pre-
viously, this class, under the title of Civics, was dropped about ten
years before. Toonomics was added as a sophomore class. Both American
overmment and Eoonamics were offered and filled in each semester. No

staff additions were needed with the Board approved changes.
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Pesults of the Music Department

The mixed chorus was larqe during the past vear. The staff decided
that a change would have to be made. A freshmen~-sophomore course was
added for girls who did not take chorus in prior vears. This reduced
the size of the mixed chorus to seventy-six students with forty—eight
students in the new freshmen-sophorore course.

No other department made any curriculum changes for the coming
Year.

February 3-10, 1975--Staff was asked to write the 1975-76 course
descriptions. Fach course description was amproved by the principal,
re~typed, and retumed to the teacher for approval before developing the
oourse outline. ‘The 1974-75 course description was used as a hasis for
the older classes. Mew classes were done from our information and texts.

February 12, 1975—tet with counselors and determined Litchfield's
future in reference to our scheduling plans. Results included the fol-
lowing: (a) Registration week would begin after the State Raskethall
Tournarent and FEaster break. April 3 throuch 11, 1975, was the choice.
(b) A time limit of one week would be imposed ucon the student to plan
his scheciile. (c) A letter would be sent to the parents three days in
advance of the literature being handed out to the student. The letter
was an encouragament for the parent to be active in the scheduling pro-
cess. (It was also a public relations rove to send rositive inforration
hore.) (d) The camittee decided that a partial filling out of the
scheluling form would be done on the first day. Items that were required

by the state would be filled out as the directions are civen.
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February 14, 1975~-Discussed with Mr. Whitlow, of the Paducah Compu-
ter Center, our plans as outlined above. 2All plans were acceptable to the
center.

March 1-30, 1975--Proofread registration materials for content and
accuracy. Office staff prepared the final copy for student distribution.

April 1, 1975--ILetter was sent to each family explaining the regis-
tration procedure, time schedule, how to receive special information if
they needed it.

April 4~11, 1975--Stwdents were assenbled by class (i.e., Fiochth,
Frestmen, Sovhorores, and Juniors) and given a full explanation of mater-
ial and procedures. Fach class took two periods for the explanation and
partial filling out. The student was told of the letter and encouraged to
seek help fram his parents, teachers, counselors, and principal for infor-
mation toward their schetile and future needs.

The stusent scheduling became the number one priority for the princi-
pal and quidance personnel. I (the principal) took responsibility for the
"reshmen, Miss Cordera took the Sophamores, and Mr. Foper worked with the
Juniors and the Fiqghth gqrade. (Mr. Roper works as the full-time ocounselor)

April 14-16, 1275--Checked out the student schedules for accuracy,
birthday, course selection, alternative oourses, and reviewed with the
Sophomores any problems I found in their schedule. Mr. Roper and Miss
Onrdera did the same for the other three classes. The student conference

usually sook less than five minutes. If no oroblems existed, the time
spent was less than two minutes. Students were called from their study

hall if a oconference was necessary, except for the eianhth grade students,

and they were taken from their physical education class.
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Bpril 16-24, 1975-<Dpmpleted the original hand-written forms consis-
ting of the T-1, T-2, student nurbers and had the office girls develop a
list of all students not registered that should have heen includer.

April 25, 1975--Mailed to Paducah the completad stuclent schedule,
-1, T-2, and student numbers.

May 5, 1975--Peceived and reviewed the computer print-outs on the
course matrix, student nmimbers, staff mmbers, and rocm usage.

May 6-7, 1975--Chuck Roper, Guidance Gounselor, and I took two days
of school time and went to my house to fully review, plan, and develop the
1975-76 master schedule. %ith these two days, we covered more material
than we could have in two weeks of schoel time with all of the interrup-
tions of a mormal school day.

May 8, 1975--Held a staff meeting to determine if the staff was in
agrezent to what was done toward the developrment of the temporary master
schedule. A hand-out sheet was civen to all staff merbers shcwing the
following: oourse muwber, —ourse title, nurber of planned sections, nun~
ber of total students and instructor.

The staff was in basic agresment with the program. No changes were
made, but same questions were raised concerminag the hicgh number of stu-
dents in chorus, welding, and metal classes. It was decided to allcw the
program to stand, as the number was not as high as in past years, and per-
haps this was a large number for one year only.

May 9, 1975--Sent the tamorary master schecule to Paducah to apoly
the stuxient schedule with the master schedule.

May 19, 1975--Received the master schedule print-out with the student

schedule print-out of their class schedule. Total materials received in-



—25_

cluwlea: (a) class load by section, hour of day, éeachezr, room nunber,
student mmber and student nane (b) room load report with seats used and
vacant. and (c) teacher load report. (MNote: the study halls are not in-
cluded until the final second run.)

May 19-June 4, 1975---The master schedule was revieved in light of
two staff members taking a year's leave of absence due #0 pregnancy. MO
changes were necessary at this time. TIitchfield replaced both positions
with qualified people to teach the same ocourses. Hore Economics, Tnglish
II, Bible as Literature, and Spelling and Vocabulary were the subjects to
be covered.

One hundred forty student conflicts appeared in the first rmmning of
the secori run.

Mr. Roner worked with the Fighth graders and the Juniors, Miss Cor-
dera covered the Fresahmen, and I took the responsibility for the Sopho-
rores.

Three master schedule changes were made. A pliysical science section
was moved to another period; sixth hour now has two physical science sec-
tions. English I and Fnglish I-R were exchanced from first to seventh
hour. Both changes were made to relieve some of the conflicts that oc-
curred with the master schedule.

Cheristry IT was added because of additional enrollment (third
hour) .

“ost of the one hundred forty-six conflicts were solved by the sched-

ule changes and by utilizing the altermative courses.
May 26, 1975--Craduation and all that it entails took priority owver

registration during this week.
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May 283, 1975--Firal diy of school for the 1974-75 sciool year was a

short student Gay.
June 3, 1975--Returned to Paducah the following information:

a. new master list of course offerings

bh. oorrected individual student schecduled conflict forms

c. new enrollee or drop foxms for students enrollina or
dropping

d. and rors, adds, or changes from within the present
student baxdv,

June 19, 1975--Peceiverd the print-out data from the Paducah Qomputer
Center. It contained the following information:

a. Updatad master scheule with course nuher, sections,
course name, semester offered, period, roam nunber,
credit for the course, seats open-used-vacancies, and
the teacher nucber.

bh. Course raster list by period inclwding all of the
above information. (The first period classes are
listect together, the second period classes are listed
toqether, and so forth.)

=. The student utilization sheet is used to determine the
class load per hour ang will give the reader their pos-
sible study hall requirements.

d. Teacher class load rrint-out inclides the teachina
load, room and vacancies.

e. 'The room load print-out includes the same information
as (d) except the room information is exchanged with
the teacher number.
f. Conflict print-cuts are retwrned on stwlent schedules
pointing out the conflicting class. (*ote--the con-
flict mointed out may not bhe the only class in oconflict.)
June 10-25, 1275~-All materials were reviewed and checked against our
records. rach print-out moved to be accurate.

The student oconflicts were most time-consuming. Since all counselors

were off for sunmer vacation. I did all the student conflict changes.
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Phore calls or verson2l interviews were necessary in about twelve cases.
The computer has sulmitted thirty-four conflicts, of which six were un-
solvable by the computer: but individual arrarraments were made to allow
the =ix stuwlents to carry their needed classes. (Appendix 13) (i.e.,
split U. 3. History into semesters to cover thair problem and arranged
for three additional students to carry Vocaticnal Drafting in a different
time period.)

A complete room check was verified by the teacher and room usage
charts.

Class load was checked to0 see if we were nmnino a3 expected. Totals
were corplete except for the thirty-four conflicts and additional trans-
ters.

The student utilization print-outs were reviewved in light of our
stuly hall situation and availability of suitable rvoms. We developed
the complete study hall requirements and alternate plans. (axtra per-
somel and/or rooms)

The master schedules were reviewed to determine if we were still in
aqreavent with the total procram. "e found that no major changes could
be made at this late date even if we wanted to reorganize.

The new students were added with the drop and add fomms. Changes
were nade on the drop and add form for students wanting to change their
schedule. Nine stuients were forced to drop the Murses Aid I class due
to overenrcllment. The class could carry only f£ifteesn students and
twenty~five students registered: one had dropped school and nine were

eliminated by the use of the Litchfield St. Francis Hospital's Mmse Aid
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test. These nine students were forced to take pre-selected alternate
oourses. Four of the nine stuldents had to be called in for a scheduling
cenference because of the conflicts.

Chancge of teachers' nanes were made for Male Stilwell, Wood I and
Buildinc Trades, and vave liendricks, Electricity ard ool I.

The master schedule was not changed as to time, period, or sub-
jecc.

June 25, 1975--Returned all material to Paducah to allow further
work on the ocomputer. (Mote: At tiids point, most of the work toward
scheduling is complete. e could have made this the final i with only
a few more conflicts with the present infouration.)

July 7, 1975-—-Received the sare type of print-outs as the June 10
data.

July 8-24, 1275--Reviewed and checiked all oomputer print-out infor-
mation against our hand copies. After determining everything was in
order, Litchfield was ready to prepare for the final run.

The conflict students were reviewed, ocoxrected, and changed to meet
their neads in line with the master schecdule. Thirty-four students
showed a conflict.

The study hall classes, rooms and staff were placed in the master
schedule. Z raster study hall sheet was prepared to send to the compu-
ter. Material inciwudedi the teacher and teacher nuber, room with seating
capacity, hour ~nd serester. Suynitted the rop and add slips for the
rew stwdents.  Submittexdd the master sheet without any changes. (Note:

This section was completed in less than eight vork howrs. A week's vaca-

tion was taken during tnis two-week period.)



Juuy 22, 1975--S¢nt the final run to Paducah for the third and last
ru via the regular rouce, Greyhourd Bus Line.

ucast 4, 1975--Teceived a pione call from Paducah conosriing some
minc: preblams. Resulis ware that I added two seats in all Iinglisn T and
IT classes. Also, 1 alded two seats to Triglish 204, 307, and 308. Five
sactions were added Lo (woment's); vthysical education 391.

Axust ¢, 1975--Received the total final run £xrom Paciucah. Items in-
cluded the followiag:

a. three set: of indlivicdual sciiedule cards

b. master schedule

c. naster schecule by period

d. oonflict schedule (eight not solved by the owgnter)

e. master teacier print-out

f. master room usage print-out

g. two class schertile lists

h. stulent utilization (#otals) by period

i. study hall master list

Auoust 11--12, 1975--Secretaries assiwxi lockers and placed the scu-
dent locker mubrer on all three student schedule cards. The student card
also carried the coriination numbers.

Nxmast 13-15. 1275—-3ecretaries and four office girls (hich schiool
students) haneld out the schedule cards, locker keys to about 140 lockers,
and certain textbooks. Tiis information was reoorded on the office oconwy.
Yednesday morning vas for the Sophomor<:s, Thurslay sorning was for the
Juniors, and the fenicors zicked up their information on Friday; the Tresh-
ren were aiven their official introduction to the hich schxxel on Friday
afternoun.

suaqust 1£-22, 1975---Made some late reoistration changes for neswr stu-
dents andl hanii-placed them into the aschulaie. Taformed the counselors as

to the changes that were made during their Assence.
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article on schaiuling prior to the actual enrollment in the future to

allow parents to assist their children in the scheduling process.



CHAPTFR IV

SIMBRY AN FVALUATION

Problems Solved By Using The Computer Type Scheduling

Canputer scheduling has solved either in part or totally our overload
in physical ecducation and health education.

This gives the principal's office, ocowmselors, and teachers an accur-
ate class list hy sex, class, and name, and adds greatly w0 our pre-plan-
ning for the master schadule.

Health education, vhysical education and classroam driver education
have heen tied sogether to reduce overloaded sections that Litchfield had
prior to camwputer scheduling. (Note: ‘this was partially achieved because
of requirement changes and because of the balance of enrollment by the com-
puter maxdmom limit.)

By the hand or manual mettood of scheduling, our class lists were
often out of date and/or poorly kept. The teachers did not dare to fill
in the grade book until the third or fourth week of school. We would have
some students attemmt to schedule themselves a free period, i.e., study
hall in the parking lot, uptown, gym, or restroom. With the cmnwouter
class oount lists, nost of these problems are solverdd. The ocommuter has
oiven Litchfield High School a areater degree of accountability for the
student.

I_’:p_b_}.e's Cr@ated 7~ Shown

The use of the cawputer has some nroblaems. Idtchfield has found that
the time factor iz a problem. Reasons include the fact that the Paducah

arputer is used only during the school hours hy school personnel.
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Anpther problem is the distance of 211 miles each way with no direct
line of aammication other than the mail or Greyhound bus wvia St. Iouis.
Litchfield uses the bus system which can be fast or extremely slow. One
must allow four days per mailing time each way. (Our time span this year
was one day to four days excluding week-ends.) The bus is about half as
expensive as direct mail.

The use of the computer helped to show two overlocked areas of the
school's changes of the past year. First, I have rexx»rended the Board
chance the graduation policy to allow students to araduate early and under
what conditions., Second, I have also requested that we raise the gradua-
tion requirements by a half credit per year over the next four years so
that we do mot have an overflow of early araduation requests (Apmendix 2).
This would partially solve the problems of having students in classes that
they do not need to rass in order to graduate (i.e.: The student has met
the state and local requirements for graduation; therefore, a small inor-
ity of students do not feel a need #0 pass or attampt to pass the course
work of the secoryl sarester durinag their senior year.) (Note: Presently,
Litchfield only meets the state minimsn on requirerents necessary for grad-
uation.)

One problem was shown that was not projected. Students who fail a
sanester of a requirel class must presentlly re-sian up for the entire year.
“e are wasting a semester of the student's scheduling time by not letting
him/her sigqn wp for the serester only. We can solve this problem by allow-
ina the class to be taken by semesters. For example, Freshmen level Fng-

lish I can easily be scheduled as two sarester level classes. This would
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allow +he student to sign up only for the needed semester class and allow
the nther semester for another possible class.

This change will call for a larger size computer schedule card. The
1975-76 student schedule card consisted of twelve spaces. During 1975-76,
Litchfield had a few students (six) who used more than twelwve class spaces
on the camuter print-out schedule card. With the above samester change,
we will have more schedules with this problem of not enough class spaces
on the schedule card.

The Paduca: people tell us that a larger card can be used. The ex~
pense will be higher because of a totally different card than they have
used in past years. The price is not known at this time.

I am convincal that the computer has saved the Litchfield staff many

man hours of work at very little additional expense.
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10.
11.
12.
13.
14,
15.

16.

May be founl in the Education Department

Eastern I1linois University
Charleston, Illinois

Teacher-Toam Pequests (Sample Page)

Registration Guide

Oourse Nescription

Course Talley Sheet (Sarple Paqge)

Student 243/nDrop Slip

July 8, 1975, Oourses with Student's Name (100 level)

Pnirollment Sheet

July 8, 1975, Course Master Tist

T2 Form

T-1 Form

Oourse Master list (complete)

July 8, 1975, Total Oourse Master list by Period

Student

Avg.
Auq.
ag.
Ang.
ia.

Aug.

6,
6,
6,
6,
6,

6,

Conflict Print-Out (one student’s)

1975, Final Room Ioad Report (sample page)

1975, Final Teacher Load Peport

1975, Final Master Schedile (sample page)

1975, Final Course Master list by Period

1975, Final Oourse Master list by Period (totals)

1975, Final Study Hall List by Period and Semester

'The Litton Proposal
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