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1. Current Statistical Activities

The Guam Department of Education, while small by U.S. Mainland
Standards, nevertheless, must collect, process, analyze and report
on the same types of statistical information as larger state Departments
of Education (SEA's). In addition to fulfilling the SEA function the
Department also functions as a local education agency {LEA) for certain
- purposes. This dual role often creates considerable burden for
Department Staff in meeting local, state and federal information
requirements. -Most current statistical reporting requirements are
fuifilled manually. The Department firmly believes it has an obiigation
to the Cuam Legislature (State}, federal government, Board of Education
and Division Heads to provide any information they may require.
However, there are times when the burden of collecting and presenting
statistical information in meaningful report formats is so great that by
the time the information is aggregated it is often too late to aid in the
decision-making process. More often than not decisions are crisis
oriented.

Current data collection efforts and activities are accomplished by
manual methods that focus mainly on the following:

1. Monthly attendance/absence accounting,
ADA, ADM !

2. Monthly enroliments broken down by:

Sex ~ Ethnic background
Grade Attendance areas
Age

3. P.L. 81-8784 Impact Aid Survey

3. Instructional and administrative staffing

patterns
5. Personnel data
6. NCES Common Core of Data Survey

7. ESEA Title | Low Income Survey



8. Withdrawais, dropouts, entries, re-entries

9. Budget expenditures, appropriations,
proijections

This information is collected by a data collection plan developed in
the early 1960's and uses little or no automatic data processing.

During 1978 a data systems consultant was hired to develop a
conceptual plan for an educational management information system
(MIS). (See Appendix A) After two years of study and pianning
the Board of Education adopted Resolution 80-2 in support of
establishing a Research, Planning and Evaluation Office under which
a management information system function would play a key role. A
concept, of timely and accurate information for improving decision
making was the key theme of this resolution. A copy of the
resolution may be viewed in Appendix B.

The MIS conceptual plan recommended the establishment of five linked
data bases which would include Student, Personnel, Facilities, Finance
and [nstructional Programs. The plan further recommended that an

in depth study be undertaken to determine the exact information needs
of decision-makers and that data elements be defined and codes
developed consistent with USOE handbooks. Local appropriations were
used to conduct this study. The study was completed on July 31, 1980.
The Department now has a standardized list of data elements, codes and
an implementation plan for data processing. Funds for leasing a
computer system have been budgeted locally and is scheduled for delivery
in November 1980. A copy of the complete needs study, data element
handbooks and codes as well as an implementation pilan may be viewed

in Appendix C.

The study compieted on July 31 also identified other needs crucial to
the implementation of a management information system. There is a
need to:

1. Study, organize and design statistical reports

2. Design input forms



3. Provide Research, Planning and Evaluation
Staff, other DOE Divis'ions, school administrators
and school clerks with inservice training on the
new data element directories, codes and
procedures.

4. Develop/acquire computer programs for
statistical reports

5. Implement a data base system
6. |mplement applications

7. Have access to a document scanner

Zortunately, Guam's Chief State School Officer saw a need to create a
top level data processing advisary committee whose function would be
to recummend data processing policy and serve as 3 top level screening
committee for forms design, data requests and computer hardware/
software acquisition. This committee was actively involved in saveral
major areas during the development of the MIS conceptual plan and
subsequent study carried out on behalf of the plan. To date the
committee has served as a review panel for the data definitions and
development of codes and has provided valuable input on preliminary
forms design. They have also lent their support to the acquisition
of a computer and complete staffing for the data processing function
within the Research, Planning and Evaluation Office. This first
official action of the committee, which ultimately led to Board of
Education Resolution 80-2, was wholehearted endorsement of the MIS
Conceptual Plan. The importance of this committee will increase as
the Department moves towards the impiementation of the MIS plan.
The role, while advisory in nature at this time, wiil soon become
concerned with Departmental Policy and be responsible for all data
processing policy.

A copy of the Research, Planning and Evaluation, organizational

structure may be viewed on the next page.
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II. Description of the Proposal Project

The Guam Department of Education has demonstrated a commitment to
developing its capacity to coilect, store, process and retrieve
information for decision-making. The recently completed study of
needs and development of data definitions and codes as well as an
implementation plan for automating statistical data collection and
reporting was a totally local funded effort. The Department has
identified several goals in the area of statistical capacity building.

It is a goal of the Department to:

1. reduce the data burden by integrating
several data bases

2. improve the timelines of data reporting

3. improve the quality (reliability, relevancy,
consistency and responsiveness) and
comparability of the data and information

4. increase the analytical capability of the

Research, Planning and Evaluation Division

The Department recognizes that goals are often stated in broad,
general and unmeasurabie terms. Therefore, the proposed project
will address three needs identified as a result of the just completed
data needs study. It is believed that by addressing these needs

considerable impact will be made upon the four goal areas above.

The objectives of the proposed project are designed to make
significant improvement in the four goal areas. These objectives
are:

1. to study and where necessary update tne
current report processing system
(See Appendix D)



2. to design data collection input forms
consistent with identified information
needs and recently developed codes

3. to provide the Research, Planning and
Evaluation staff, other Department
decision-makers, division heads, school
administrators and clerical staff with
insevice training on the new data
definitions, codes and procedures.

It is anticipated the activities associated with these objectives will
directly benefit the Guam Department of Education in several manners.
They will:

1. Improve the timelines of data reporting
by outlining an up-to-date system of
report processing and distribution

2. Improve the quality and comparability of
the data by providing standardized input
forms designed for computer processing
from which data can be transformed into

information for decision-making

3. Reduce the data burden by eliminating
redundant data requests

4. Provide much needed training for key
decision makers and their staffs on the
use of the data definitions, codes and
procedures.

One must La.y 'n mind that Guam is a relatively isoiated island in the
Western Pacific. Data processing has oniy recently been recognized as
a useful management tool in education. The dual SEA/LEA function and
the reiatively small size of the system creates a ripe climate for the



introduction of sound data processing techniques into the system.
For the first time in the Department's h.istory it will become possible
to provide timely, reliable, consistent and responsive management
information for the Department's internal and external pubiics.

The isolated situation of Guam aiso makes it extremely difficult to attract
data processing personnel. Those that do work on the island are, for
the most part, embloyed by the Government of Guam's Data Processing
Center or in private, service oriented business., Some progress has
been made. The Community College currently operates a computer
science associate degree program. Several staff members of the
Department of Education’s Research, Planning and Evaluation Division
are in the process of receiving training at the College in anticipation of
the November 1980 installation of the Department's computer system.
However, it is doubtful these individuals will be able to perform the
necessary systems analysis, programming and software maintenance

for the system without additional training and experience.

This project proposes to use a portion of the grant money to contract
an individual from off-island with experience in both data processing
and education in order to assist in the study, organization and design
of input forms and statistical reports. This individual will also be
responsible for developing and implementing a training plan.

It is proposed that a nucleus of local educators representative of school
administrators and Department of Education Centraj Office Personnel be
trained on the new forms and pProcedures. These individuals will in
turn be responsible for a certain number of schools and will hold cadre
meetings of key staff members. These meetings will accomplish two
things. First the meetings will serve to familiarize and orient staff
members to the new system codes and procedures. Second, follow up
meetings will be conducted to pinpoint problems with the System and

te provide evaluative data to project management and the Chief State
School Officer, Through these training and avaluation nrocedures it
is anticipated key staff members will become more aware of their own
information needs as well as the importance of providing the input data
for the system in a timely and accurate manner.
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The Government of Guam recantly implemented a computerized Financia]
Management System (FMS). Several activities associated with the three
objectives will be conducted. First, the FMS System appears to be fairly
comprehensive in so far as financial managerﬁent information. However,

the reporting needs of the Government of Guam. Therefore, it is

Proposed to develop a "crosswalk® Software Program to convert the
Department's program oriented budget codes into FMS coding structures.
It is anticipated the Systems analysts and programmers for the Government
of Guam computer division wfll be able to assist in this effort and the
efforts of the contracted employee in this area will consist of developing
the coding system for the Department's program structure using USOE
Handbook 1, Naturally input forms will be reviewed and where necessary
deveioped, adapted or acquired to serve this function. Training efforts
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1. Work Plan

A cursory review of the report processing system contained in
Appendix D represents a preliminary effort by the brincipal
investigator named in the application to characterize current
information reporting efforts of the Department. This system

of reporting would benefit from further study, organization and
design that would take into consideration the automatic data
processing plans recently developed. In other words, study and
organization of this system wouid provide the necessary impetus
to tie several loose ends together. Several outputs from this
effort would be evident. Namely the creation of:

1. an organized, updated statistical reporting
plan or summary

2. specification of the required data elements
needed to produce each report

Once the study, organization and design of the statistical reports
has been completed it will be possible to design the necessary input
forms using the specified data elements. At this point it is not
possible to specify the exact kind of input forms that would be
developed. However, given the nature of education it is possible
to speculate that forms having to do with registration of students,
PUpil accounting, personnel, budget, textbooks and equipment
inventory, etc. would be the first to be designed. Fortunately,
the Data Processing Advisory Committee has already been given
the responsibility for forms control and screening as well as major
responsibility for data collection authorization,

Concommitment with these major activities would be the deveiopment
of a training pian to provide inservice training to Reszarch, Planning
and Evaluation staff, other Department of Education division heads,
school administrators and key clerical staff on the newly developed
data definitions, codes and procadures. The implementation of

the training plan couid actually begin before input forms were
designed since a knowledge of the forms is not necessary in order

to become familiar with the definitions and codes.
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1V, Management Plan

For ease of management the project has been divided into several
components. Overall responsibility for managing the project has
been delegated to the Administrator, Research, Planning and
Evaluation (See Appendix E for Vita). Figure 1 depicts the project
organization. Basically the organization reflects the three major

objectives of the project.

Figure 1

Project Organization

Management
1.0
Statistical Input Forms Staff Development/
Report Design Design Training
2.0 3.0 4.0

Table | depicts the management plan expressed in terms of outcomes
and activities. Table Il presants the major milestone chart.



TABLE |
Goal Statement MANAGEMENT MATRIX

It is the goal of the management
component to provide coordination and
document and evaluate processes and
procedures of the project

Component: Management 1.0

1. Output 2, Activities 3. Resources

Date

Staff

Evaluation

1.1 Management plans 1.1.1 Develop a management | State Dept. personnel

for each component plan for studying and | Federal Regulations,
updating statistical Gov. of Guam FMS
reporting requirements| personnel

1.1.2 Develop a management
plan for designing
input forms

1.1.3 Develop a management
plan for staff develop-
ment and training

1.2 Hire Personnel 1.2.1 Conduct search for
personnel

August 1980

October 1980

Admin,
RPE

Admin.
RPE,

Assoc. Supt.

Personnel

zl



Goal Statement

To study, organize and design
statistical reports

MANAGEMENT MATRIX

Component:

Reporting Design 2.0

1. Output 2, Activities

3. Resources

Date

Staff

Evaluation

2.1 Update information | 2.1.1
reporting needs of
department

Conduct survey of
management personnel
on current reporting
system

Assess information
needs of 'management
personnel

Assess information
needs of Guam
Legislature

Develop reporting
time lines

2.2 Design output 2.2.1
reporting forms

Determine reports that
can be generated from
the planned data bases]

Specify required data
elements needed to
produce reports

Central office staff,
Legislative, Principals

Data Processing Needs
Assessemnt, Data
Definitions, Codes,
File structures

Dec. 1980

Jan. 19380

Consultant,
Admin.
RPE

Admin. RPE,
Consultant,
Division
Associates
Supt.'s
Syi;tems,
Analyst

El



Goal Statement

MANAGEMENT BIATRIX

Component:

Handbook I1I.

2.4.3 Develop "crosswalk"
software to relate

Conslitdnt,
Comnuter

Prooramme:

1. Output 2, Activities 3. Resources Date Staff Evaluation
2.3 Updated report 2.3.1 Determine reporting Reporting/information | March 1981 | Admin
processing Summary dates requirements needs of department RPE
Charts internal and external
' publics
2.3.2 Schedule distribution
of reports
2.4 Program oriented 2.4.1 Develop a DOE USOE Handbook !l May 1981 Consultant.
coding structure program structure FMS Personnel Division
DOE Business Office Heads
Personnel,
2.4.2 Develop codes Bureau of Budget
consistent to USOE Mgt. Research SR =



Goal Statement

MANAGEMENT MATRIX

Component:

1. Qutput

2, Actlvities

3. Resources

Date

Staff

Evaluation

DOE accounting codes to
Gov. Guam FMS system.

Sl



Goal Statemenl MANAGEMENT MATRIX Component:_Input Forms 3.0  Design

To develop input forms for !
computer processing

1-Routeul 2, Aclivities 3. Resources Date Staff Evaluation
3.1 Forms Design 3.1.1 Develop forms design | DOE forms now in use,] Feb. 1981 [Consuitant
guidelines Data Processing

Advisroy Committee

information reporting

3.1.2 Colilect and review requirements from 2.1 Feb. 1981 Admin. RPE
all current forms used

3.1.3 Using information April 1981 [Censuitant,
reporting requirements Admin. RPE,
and data bases design| Systems

. determine data elements Analyst

needed on forms

3.1.4 Develop forms for July 1981 Consultant

printing complete with
computer codes

91




mAALEAIENT BA L RIX

wuinponent

1. Output

3.2 Forms Contro’
Function/Ceniralized
forms design
function estalijished

2, Actlvities 3. Resources Date Staff Evaluation
3-2.1 Establish forms review| List of icirrénit forms | pec. 1980 Data
criteria and Data elements Processing
Committee
3.2.2 Assign responsibility Sept. 1980 | Director of
for forms control to Eduction
data processing
advisory committee
3.2.3 Design forms review Data
schedule . Processing
Comniittee
3.2.4 Develop formal
procedures and inform
division heads, other
personnel
3.2.5 Develop procedures Qggin.
for periodic review ’
of forms @BDEWIE{Q‘

FA



Goal Stalement

MANAGEMENT MATRIX

_To provide RPE, Division heads,

principals and clerical staff with

training on the new forms, definitions,

codes_and procedures

Component:

Training 4.0

1. Oulput

2, Activities

3. Resources

Date

Staff

Evaluation

4.1 Training Plan

4.2 Training packets
and materials

ldentify exact target
groups to undergo
training

Fix training needs of
target groups

Schedule training
sessions on data
definitions, codes,
forms and procedures

Identify codes of
trainers and train
them on system

Develop measurable
training objectives

Using objectives
from 4.1.5 develop
training packets for
each target group
with input from
trainers

Xerox paper,'

typing, copying
services

Nov. 1980

Dec. 1980

Dec. 1980

Dec. 1980

Dec. 1980

April 1980

Admin.
RPE

Admin.
RPE

Trainers

Admin.

RPE/Cons.

RPE Staff

gl



Goal Statement

MANAGEMENT MATRIX

wampuonient:

1. Output 2, Activities 3. Resources Date Staff Evaluation
4.3 Implement Training Conduct training as called Schedule of training | June - Sept) Trainers
Plan for in schedule 1981

61l



TABLE 1l - Major Milestone Chart

A S 18] N D J F M A M J J A 5 Eslimated Staff Days

Major Activity

1. Complete Management |{8 }}--—F---- A _ 5

plans for all componenls
and make modifications
as needed

2. Hire data processing/ @—-& ' ' y

education consultant

3. Update information G} & 60

reporting needs of
department internal
and external publics

4., Design output reporting 1 1515 : 80
formats

5. Update report @‘ 71\ 20

processing summary
chart

6. Develop program @ L‘ﬁm 60

coding structure

0t




TABLE Il - Major Milestone Chart

Als ol n|[p |3 | F|lmM |a]|m| ] 3] A] s | Estimated Staff Days

7. Develop, test and I@ & o

implemert a DOE code/
FMS code "crosswalk®
program

o A 2
9. Forms Contra! @ ——————————— —==-on-gding-—4--——4-——-4-------—--—-—- - 2 hrs. per week (13 days
10. Trailing Plan @—ﬁ | 5
11. Training Packets! . | @Téh | 10

materials produced

8. Forms Design

12. implement Training
Plan

a. train trainers ) @ - 3
b. train users, staff @ ...._____A 15

Total person days = 372

Lz
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Proposed Project Staff

Overall responsibility for directing the project has been delegated
to the Administrator of Research Planning and Evaluation. No project
funds wiil be obligated to compensate this individuai for directing the
project or the activities carried out on behalf of project objectives.

It is anticipated the Administrator will devote 10% of his time to project

management and coordination activities.

The consultant will devote 100% of his time on 225 person days to
project activities. The Departments Senior Systems Management
analyst will devote approximately 25% or 56 man days to the effort.
The Computer Systems Analyst [V(programmer) will devote 25% of his
time or 54 man days to developing testing and inplementing the
"crosswaik" system,

Copies of position descriptions for the Senior Systems/Management
Analyst, Computer Systems Analyst and Administrator Research,
Planning and Evaluation may be viewed in Appendix E along with
the resume of Dr. Shafer.
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Long-Term Effort of Proposed Activities

The successful implementation of this project will result in a
system that will be "up" for the coming years. Any revision of the
system will be accomplished through routine maintenance functions
normally associated with computer software and hardware. Beyond
evaluating the entire system of reporting management information for
decision-making, there will be the yearly assessment of the
responsiveness of the system to use needs with modifications coming
only as a result of use feedback or new information needs of the
internal and external publics. As long as the system continues to
provide accurate and timely information to decision-makers the
system will be maintained by the Department.
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INTRODUCTION

The purpose of this paper is to describe the process
the Department of Zducation should follow to accomplish the
implementation of a comprehensivé educational management
information'system.

The paper is presented in two parts. DPart I presents
the Context, Scope and Issues facing the decision to develop
an integrated Management Information System. DPart II, which
is based on 2 needs assessment conductaed by Dr. Ralph Van
Dusseldorp of WEO Systems, Incorporated of Portland, Oregon,
presents Nesds of the Department of Education, YIS Alterzatives
and Plans Zor Development and Implementaiiocn of the YIS DTOgTams.
Portions of this paper were founded by ESEA Title IV-C. The
opinions expressed in this report do not necessarily -eflect
the position or policy of the U.S. O0ffide of Education.

Today's educational decision-maksrs have man? more
activities to consider, more outside infiuences to cope with
and a greatly increased tempo oI operation thaz at any time
in the past. TFederal regulations, guidelines and laws have
greatly increased the necessity of developing, maintaining
and generating reports from data bases. The quality of
educational decisiopn-maXking is only as gzocd as the ianformation
brought to bear upon the decision.

It has been gbserved_that real gower iz the computar
age will go to those who control the inZeormation: information

izZluences peopnls and ewvents, zeace information is

'

Qwer.



IaZozmatiop 573Tams have ane important oy PToduct of ITovidina

data Zor research ®hich ultimataly lsads =o fcrmulazi;g naz

rl
l—l
|

a2lteraatives for The dacision-malkars,
An educacional irformation systam should:

1. Ceclleet 311 relavant daza iz the 2251aST @znner,
22d only when tecessary,

2" Assembls, correlizras and computs relationships,
Wit a minimum o2 ouman ef2ort and a wazimum of
machine Processing within economic limits,

3. Store indormation in @achine sensibls Zormacts to
enable 27ficiant aad economical z2ccess o= orag-
tical nseds a7 aducators.

4. Disseminzrs sSuck collscted ang computarizad iaZgor-
@ation in meanizg?ul, tigpely I'230rts, as defined
By tTae educator or inZormacicn S7YsSTam user,

Certain semesitsg itTach to tThe impliementaction g2 2= iaior-

-

mation systam which sbould not he @ininized, in izZormation

-y

37sTeam could:

L. Yinimize ke admizistrative worklaead in order o
2llow th=se Proisssionals more cime to devota 3o
The subjective, and JTofassisnal aspects of =zducz-
tional progvams.

1J

v dinimdize thae administrarcive woTiload o7 Depma=tment
0% Zducation Lersongesl in zhe Preparation, compila-
Q

bal
tion znd computation o2 data Zor administrasive
Cecisions and control.

3. Provicde a daca Case that Tay de used for aduczatignal
Tesearch o detarmiie currently uokaown relatiocships
between educational achievement a21d otier Zactors,
and to provids soligd statisvical validizy 2o assumed
canse aad afact relacionshiss,

ik

. Frovide daza iPCn ¥oicl mere accu-aca and Zet
STejeetions of aducztional tvends cal e jz2ce

3 Prowide dzza uzon wRick iz wa-igus ;La::::g axd _
2valueazion functicrs oFf i22 LeparTmernz 27 e Zasad,
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It
aTTampT

Provide the pecessary data used ia the processiag
0f local, federal zad internal Teporting require-—
ments. The systam skould 2lso be responsive to 2
broad category of administrative needs and be based
upon the documentad aeeds o tiese individual
administrative zad policy makers.

is emphasized that This parer represents z prelimizary

-

To conceptualize a systam. It is 2irmly beliaved that

an information system can assist in plaaaing, evaluation

recorting z2nd the overall operaztion oi the sducational

of

Guam.

vstam

U]

Lk



?48T I - Contex=, Scove and Issuss of a Mazagement IaZorm=tion

Systam

PRELIMINARY CONCZ2TS

A, Commitmenz

The commitmenT to a2 educatisnmal daza/izZormacticn systam
qusSt come Irom all brazoches of ths Covermment of Cuam iz order
To assure adequates Zunding as well as documented iaput for
the needs of the computerized system. This commitzment must
come Irom withiz the Depastment as well as sxcarmal agenciss

including, but oot limited to, the Terwizorial Sga-d of

Zducationm, the Legislature, and the Covernor's QFfice.
It i3 recommended the Direcior of Educatiogn 2irst sasic

-

TO sSecure tTae commitment o the Tarzritorizl 3oazrd oFf Zducation

is made then it becomes oF paramount imrortazce for =se ga-d

T0 comrmnicac2 thils commitmeat To tha Lagislature and che

Governor's Q32ige. Lack oF commitment from sithe= o thaese

oranczes will kave the overzll =fZs¢T of negatizng otaser
commitments ocotained sizce the lavel of funding requized o

2122 and implsment an educaticmal data/iaforzation sTstem
is considerable,
Fast atusmpts a2t developizz i »esponsive aducazTicnal daza/

inZormation sYSTEm 2ave sesn tampered v saveral copditisrs:

1. Lack of CCE compuzsr s7sTtam l1ecessitatizg
T0Tal reliazncge gn s Department of Admismis-
tTation's computing systam A5 2 masult o2
Tais- totTal Teliange, \TQE fas tTaditispallic
veen assignad z low prigsizy a2t ths 3C4
Computar Cantar L

2. Lack o2 guzliZiad sta®? to izmismen= 222
Iaiztail sotwaoe sunpors



3. Tremendous 2xpeasa associziad witlh gontractiag
outside service oureaus Zg9r development, k=2v
entry services zzd maintenange oI porogoems.

>

. Leszs than adequat2 commiztaent of Zunds witain
BQE to support and mainptaia suca a2 systam.

(¥}

Less than adequats Tederal support Zor Guam
%o plzn aad impplament reportiag systams

- pandated ¥y s2nactoent oI Taderal laws,
regulacions aad rulas. 4 pazt o the agree-—
ment statas maks when they accept fsderal
funds is to provide pericdic information to
the funding source. Guam needs to assess

the impact o these reguirements on local
eiiorts abnd budget accordingly. This skhould
he a line itesm in the budget to cover costs
0f designing information sSystams associatad
with the zgzaat zward. This could be done iz
three magners: 1) z2s a lize icsm undsr local
nudget contrzctual services, 2) as z budgetad
iteam in the provcesal Ior Zsderal assistaace,
or 3) through the application o indirect
COSTS.

This preliminazy canceptual desizn will atTampt to onl7y
speciiy the variqus sudsystTems and the obvigus dztz sisments
0F azch subsvsTtam basad upon Tast 22d present ioformeticn
1gads. The concsprtuzl desizn w7ill allow Iopv iz
0Z =2ach subsystam on an izcremental vasis, so thzt fundi-
can be sprezd out gver z three Ig Iiye 7ear period. It is
anticigatsd zs Iuture indormaticn zeeds are determized o7
éubsequent detailed systems anralysis tsackniques tae
itsel? will evolwve into 2 fzaizly stabl

2iz 2zch subsysT=Em.

3, Daza 2raegessizg idvisory Coungil

i

% is recommended Th2at lat

f
J
T
9]
0
{1}
th
[}
l-l
Is

[11V]
(1o
n.
4
1y
0
J
{1
o
i
0
j 1
I

2e appoizTtad o7 she Disector To iz2clinds tirse D

, g F - : - - : - : 7T -
gmincizals, the issociazts SuperizTandsnts zod z zlzoner,

ui
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It is also recommencded tThat 2T 12asST cne manazement

+

©yPe represantative Iror the Derartmeat of Administration's

COMPUTST CenTar serTe on this committee as 2 Tachnical
3dvisor as well as one representative STom the Communiiy
Caollage and one Zrom the University of Guam, The Direczor

-

saould seek To legitimize this commitiese oy having thess

appointments agmeed To by the Board of Education, the
Governar, tie Chairperson o2 ths Lagislative Cocmittee on

Zducation and thke beoards of the University of Guam azd the

C., Iatarzgency Coomweration

Iz 2 day o2 rising costs it would tehocve the thoee major
igsvitutions on Guam reponsible for education to share
resour<es aznd resvoasibilities with respect to dzta processiag,

placning, researzh znd swvaluation. If comes to mizd tha:

SYsSTams as iuctomomous zgencias, The I=2as3ibility of poolizg
tiese resources along with zhe DOE's o creats 3 centozlized

data processing cetwor¥ for sducation should he studiad,
iside Irom tas needs oI managoment for current, timely
and accuzata iziormation 207 decisicp-makiag tihere will no

doubT Ue needs identifiad for izstTneticnzl pragoams o the

Iisld o izZformzticn z2md qzmputsr scisncses., ila zthesa
3eeds a2e Iizpormast and sbhovrld 2%e considered ia tie desigm

0 2 ceomputiag systeam, suZfice it o sayv that tihese neads

- - —— - kY - = -
=2 Datuy 2rzcessing Commiztas was Zgr—ed iz Novemoer LETT,
- — - - T -
Sans Z2CE. TCCG. 2224 ZC7 rmenrT=senTaTis



Dardware should se suck that it 7ould support z mizizum of
izstructiomal activitiss iz the schools. The mizizmm should
include some ""hands-on” oreration of terminzls, mzchine
operzlion zad ssrwvices relatad to learning va-ious Jrogrammiag
languages (34SIC, FORTRAN I7, CUBOL, stc.) a2t th2e imtraduc-
tory lavsl. It is, afzar 2ll, Zrom these sTucden= fopulations -

that Cuam caz sxpect to Be ahls to hi-e Iuture computer

0

enter personael including center managsrs, analysts,

frogrammers, 21d data =ntry personnel. The computar age is

[n]

© longer somethiagz we can 2SSign responsibilits

|
¥
[#]
|
ct
[a)

futuze generations.* Ve are naw liviag iz the computer aze
21 To ignore these iastructicnal nseds vould be tanmtamcunc
To being remiss in our mission of Droviding relavant educa-
tional programs for our student fopulations. A claoss look

siould 2lso be given ¢

o
|

interactive izstructiopal packzzes

i2 the disgiglines a2s. well as compuTer based guidaace/

counseling sysTtams. The advens of TicTocomputers could, iz
T2 Iuture, reducs tie 2eed fo- centralizad iastrictional
computars.

407 congepTual model oFf an izforzazion system shouls he

Rl . . ; . L . P : : 7
limizad iztaracgrive asTIuctigopzal ImmmcTicns SBEsSizgmed T3

2§ Tat Sy 1282,
Zzawali, Idazs,
%

1S13g 2 compuTar

*3 1279 Study conductad 9y YTREL incie

% 0f all scrool disT=iazs in Alzsks
dontanz, OQresgon z2nd Waskizz=oz #3111 ae
I9T 2ither admizistTziion, insteiceiorn



eaventually provide ixdividual studernts #7ith informatian

aseded tTo; 1) make decisions akout careers and 2) upgrade

dasic mathematics ané compunicacion skills,

0. OQObjectives of an Informetion Svstam

An inZormation system is the total complax ia which
data is generated, processed and refined to produce the
inZormation aseded at all levels o the Department of
Education Zor decision-making purposes: planning, svalua-

tion, coordinatiag, directing and comtrolilizgz.

1]
/]

Sentiazl elisments of such a2 system izcluds:

1. Definition and establishment o2 over-all
department objactives,

2, Detarminacion of the zecessary inforsmation
aeeded To measure aciisvement in lizht o2
these gbjectivwes.

3. Availapility and dedicaticm of aighly
sxillad, competsnt and sxperisnced cersconal
or t2e provision Zor the traiziag of these

personnel,

£, Applicaticn, development, iz
d mainvanance of az eiZsctive operating
Zardware and soitware systam.

b

5. Comtiauing revisw a2zd appraisal
adequacy ¢ the systsm as the
decision-making,

The gbjectives of an educational managesment information

STYST2m cananotT Ze sapasatad Irom the cof

Jegartzent oI Iduecaticn. AT TZis foiat it should zZecors

eT7stal clzaz that the Dezzrtment of Iduzcation, before

v . T - - Gl - — 1 - -—
TFRADZATLIBAL sTTICTaATe. 2orwToataly, woils o the STTOCBES
- - - H - - = —— - -
=l T Ka b Baulofal & fiedCYagab ol YoRatn b’ fafin odabi (aF R o Fa i F-Evd Gl



inpoztance o this task and began this analysis,

*

T2e DOE's missigns, functions, aad gozls are outlized,

Once

.d
(%]

will become tha2 task 0F 2ach administrator to outliine

ceritical worTker activiviss. It is under cthese zoTivitiss

That specific departmental objectives must be developed

or identifiad. Trom these objasctives, tha 7azious

information needs will be identified o measurs attainment

0% these objectives. Fortunatzly

[y
}

producing systems nanuals for the management of

, Drevious documents zime

n.

Departrent already axist. The initial phase of idsmtiiying

objectives becomes one of updating sxistizg documents azd

greating objectives in a2 Zew new areas of resvonsibilisy as

- —— -

well as adjusting criztical worker activitiss in viaw of the

new organizmartional sTTucture,

Over=zll

IaZormatico

t2e onjectives of the Guam Zducational Yzrnagement/

Ivstam (GZHMIS) aze to:

2. complsets the mission/Iunciion/guwal analysis
0 the wvariocus COE :ton, middls z2rmd laower
maaageTeat Iunctions To izclude stataments
0f okjectives

9. Dprovide, iz visw of thess onjz2czives and
functions, more asarly zutomasted izformzzion
bandling and orocessiag comnsistant with ths
changing needs oi the BCE sxistiag tecinclogy

grated iaformation systam
es8nt and contizuizng zzplicatisas,
some Te-¥FritTsn applications aod developmens
e new zpplications within <hs Zise Hasicz
aducational iZZarmzation catagorias a7
Taciliciss, Fiaance, Ilastouctional Zwagoaas,
Personzsl a2nd Pupil Aczountizg Tv:

1. degiznizz dewvslgoment o 3 detalilsd
s7stam desizgz dasad cn tis z2oncenis
illustrataed iz This glan z2s scon zs
més aad/or prolasssionzal wime il
sermiT



2. utilizizg ary applicabls iztagrated

18

system technigues present
tional or under developme
states and stata agencis

(=

Raxinizing the ability To c¢ross

refsrence and associztes dagz sisments

on basic common dencminators such as
school, iastructional cersconel,
instructionazl programs and costs

pigimize the zumber of times daca
elements are captured, stored and
updated by centralizing the coatrol
of the development of the data
determination, systems desiz,
Programming, 2orms design, data
collection 2ad inZormation reguests

I
[}

Improve the sducationzl mzaagement/izformation
system’'s responsiveness to tThe changing ceeds
of the Department of EZducation stals, schools,
the U.S. OfZice @ Zducation, other Goverament
0f Guam agenciss, the Lagislatuze, Goverzer's
Qifice and research projects by

Zxnance tie acceprazce znd suppoTT of tis
0 the cantinuad dswelopmensT o the GZMIS
1. Becoming repeonsiTe T3 2 3rozd class
Q2 izformatign users
2. requirizg tog-lawvel iavolvemernz i
t2e establishment 3f policias, zoals
a2d sxpectad resulis of tie sysTam

establishing a Research, Plaaning
and Hvaluation section uznder whicga
GZMIS functions can Se administered

establisnizg a Data Processing Advisory

Council

contizguzl awaluationn, sals
procur=menst ind zdnption of
cusTently availabls pre-sroganmed
software packages tTo minipize

development costs a21d Tize znscessaxy

v3 7igld eifsctive outpur.

developizg, publishing and dissemiza-
g

tinag to all users, izZormaczion
regarding tie current data base,
aa3d advanced plaas Ior =zedification
2nd orzganizaftizsn o that dztz basa.



3. providing Zor contisugus aducation
for a2ll users and 2ractical sxpec-
tations in terms o Time and cost
QI desired apmliications

ik

securing the necessary Zunding Zor
such a-system witihin the desiznacs
oriority areas o the Director o
Zducation

d

<
F
5

Since it is proposad that the information system be
administered under an orgaaizational structure which also
addresses research, planning z2ad swvaluation funcetioas of
tie Departoent of Education the aext sz2ction af this paper
?ill iddr-ess these functions as they relats to an information

system.

-
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I2 the classical defiaition af evaluation, Stusisbeznm foiats

that evaluazion is, ia faeT, the orovision of vimely and

2vantT iaformavtion For cdecision-makingz. One caz a0t separata

Dlanping Zrom avaluation, hence one can 20T sa&parate infor—mztion

iTom these two Puncrtions.

dis

a

-,
- -

=

™

az

Researcih, on the other Band, is generzlly concerned with

covering new izowledge, testing hypothesas, or identifyin
tionshings which mill Provide dscision-maksrs with the new
g@rnatives Ior accomplishing identifiad missions and goals

the Depaxtmenct.

The entire concept o7 23 inZormation sysism is poedicatad
upon the ideatiicatiopn oFf measuradls objegtives hoth 2t sha
admizistrative and or g=2m lavel, Thessa objectives, iz cxder

To fe reponsive To the deeds of users, zust be bassd ucon

©
0
0
m
‘0
<l
[}
[a B
!i,
ib
W
a
1]
1]
!é
i
vl
e
g.
H
g
in

2 number o plzrmizg

models aze availabls For usa (Phi Delza Zapva, Nor=hwest

f2gional Zducational Laboratory, aad a zodel ogizg develaped

specidically for Cuazm DOE). Al models, however, recogaizas

cl
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0
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0
=
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izg, implsmenzation, swalua-
TZco and Zsed Pack Fmnetions. Ivaluation then zeccmes =

Z€ans VRaredy improvemenTs ooe iaTroducsed basad uzon ks

Jecomes z2 2CTIiviTy whick is axacucad eanTilucusliy oo 2

T 15 20 leoger Tiswed is



QUST assume 2ew and added dinensicns., Iz ST BDecoge
S7s<e@ wide »z3ier than limited‘to isolatad aspects o7
Ta@ educational Drogram; long rzage rather t223 izmediaza
a2d LotTh comprehensive and Coordinated rather th2n perceived
and compartmentalizad, Tue Department's 9lanning #metign
iS now exscutad is Hasad QL 2 ¢risis orismtation, Iz pax<,
this orientazion tg zanagement can be traced to the lack o7
accuraie and timely inZormation upon which decisions ean be
based. This orisnTation is viswed iS 20Th ineffactive as
vell as wasta’ul: wastaiul o both fiscai and human
TeSources. Comprehensi—e _:Jla.nr..{ng is the process througk
which lonztarn gcals or objectives are esTanlisied, present
ictivitias arn anzlyzed, alteraztive Qe21s 2re identifiad

T0 mExinmize goal attainment and Brocedurss a-s documentesd
g

b
1.
U!
b
n
]
(4]
[l
m
13
cl
I—l

7 scheduled o ensurs STOETess towaxd tha

Planning cer se is 10T daga fTocessiag, 3 communicacion

d2twork; or zn inZormation S57sTam; it is 2ot cecordizacion,

conirol, panagdment ressarci or repor: iz e is iz the

14
i3

advocacy or Dublication o7 a plan, Planning iavolves 2

of these CCmponentTs,

T3 active, conscious selsetion 0I goals is 25 mueh an

ieT 2es3ibls a7 a Zavoranls oSt /Tensedic lawel AS.ig cuzTensz,
"
CTI313 crisntad Jatazsmens T2caniguss Tksa 2esaasoh, Plamaiae



azd Zvaluaz

tachpological tcols aad technicues for intensive and

ion division will 2ave To rely heavily on

2XT2nsive attacks on information prodlems that

-

o3

anning,

Dossiblz the application of 2 systemacic aapToa

collaction,

dissemizzatzi
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advent oI the seventiss, the public kas be=n demandiagz

avaluation related to gutcomes or resulis achisved throsugh

the activity. The seventias saw an inc—ease iz lagi
TS

slagive
activity related to accouatabiliiy maadatas, the pTescerin-
tion 0i minimum competencies, performance contracting, zand
other laws snactaed in an atTempt to izprove the educaticnal
outcomes oI our school systems. Thile there is currently

wicespread disagresment as to thke meriits of these mardated

actions, Igw would disagmee that educators a2sed tTo avaluata

fn

and assess their progoess toward meeting the aducarionzl

goals of their respective commuzitiss. Iz the aRsence of
clearly cdedined measurailsa aobjectives, it Ls Zouptswl eaning-

is 2 result ol 2 commitment TO PuUTSUS compTehansive
2lapnizz and evaluation some very cdesirabla gutcomes will
accrue. Planniaz providss a means where by those ost
aZlacted by tie plan can kave Iaput iate the planmiag sffort.

4 resuls o this is the Zorzztion of 2 zooun of indiwdduals

vao 2ave commitment o the 3l2a. Chazces of iTplamentiog

1 successZul plan izcrsases as surporT oo tie plan fagreases
TZe plamning process a7 2l50 serve 2S 2z in-serrics tT2ialiaz
cevice., 27 assemilitg task Ip-ges, tie members of o2 zzsi



Today, There is z2n izcreased demand by the public as

w¥ell as by Zunding agenciss Zor bothk aigher quality sducatian
and evidezce o2 2 relationship between sducazticnal inTesc-
zents and sducational outcomes. The sducational systam of
Cuam is simply 10T squipped to respond i3 z credihle manmar

TO suca regquests aT the present time.

Planning and Evaluation, when couplsd with an adeguata
information system, should provide for better sducational
programs,

AT this point, it may be pertinent to zoiat out that geod

ITogress in the past was made with respect o Planning,
Tem

evaluation and izZ2ormation systems. One may oe nTad ask
"whai hajpeaed?” Jo ezs7 answer To tils qussticn is readils

appareat. DPerkaps the Time was 2ot righat. Derhaps aducaztors

(8]
&)
N
=3
E
s
Tl
i

eir zsal To zantTicipate public demands for progranm
accountabilicy moved tToo swiltly without ths hKenefit of
commitmeats Irom 2 9road cross-saction of the gemeral zublic

znd elactad ofFicials.,

o]

a

I

epartent o Iducation could expect the following

Qutcomes as 2 result oI a commitment To research, planznd

——y
and evaliuztion:

1. Management information sysism resgonsive
8 a ¥ide Tzige af uasars

2 StTatagies To mest specizl prchlams or
for ioplamentiang crogTams

3. Z2sTablisizmenr o2 prigritiss for depasTmenc
cneraction

15



Tiais is by no means an sxhaustive lisv, In the next
section of this paper, general activitiss for which the

Division oZ Research, Planning and Zvzluation should be

responsible will bSe discussed,

I_—I

al



LIeE QFFICE OF RESEAACE, PLANNING AND EVALTATION

The (QZfiica aof Research, Planning and Zvaluation sikould

be under the control of the Director of Zducatican. The Fageaxch

?

Planning and Zvaluation Office, should be responsibls Zor ths

-

zactivitias discussed in the Zollowing sections.

A, Departmental Plarnning

Departmental plaaning skould be a2 working arm o the

Director of Zducatico. This office should be responsibl

ior working with 211 areazs withian the dspartment To promote

sound planmiag. The planning fusmection saould supel

g
H

aducational information To various zgencies within ths

Goverament o Guam io order To support tze tozal plan Zor
The Tar=itor7 as well, Tith .a departmental plazaziasg function

2or developing svatz plans, divisional plans, aad supportiag
these plans with information Z-om the Statistical Services
Unit within the R=searzh, Planniaz and Evaluagion office

.

accountanility i1l he gzeatly snhanced,

3, 3crool icereditaticn Mopnitorizag

School accreditation zonitoring is placed in ths Research,
Plarning and Evaluation Division. Iz order to accomplish
schogl azccredization, iaformation is needed Zxom Totih resaarca

s ol

and svalnaticn. TRis functiza 7ould develgp a3 zcsosecdiztatiso

information cdzTa 2laif so t2e dspartment would Qe assuTec tlaln

- T oa - o gy - - — - 3 - -t - - - - -
schpools zre maistzinizg The reguirements Ior sScicol icsSTeEClita-
- Y § e =} { - a T4 . =~ bt
tion. Sckool zdmisistTators rezlizsg Tig LInPpoTTanss S Scizcl
accreditation., Wich zhe zdoviien of <tThe diswrict zlaz ot

agcTedication, tis department 1s2eds To develep the capadlliizy



I3 zonitaT the igplsmesTation of thsz acsTeditazicon t2am's
recommendations. I2 £is2 departoent belisves iz zeoTeditation,
17 should do tke Zgllowic

~. Devwelop 2 Zgllaow-up systam o
Derigdis Zeniforinz.

2. Dewelop a2 Izxformation Iystem tha:s
will compils izdormaction for schcaels
prigr Tta visiztation.
It is felv that siace schools will oe monitorsd 5y Vestarz
issgciation on a2 yearly bhasis 2= chjsctivs assessment oy
YepaztxmentT oI Zducation svaluatoss is 21zeded priasr Tz the
itation. T2is assassment would taks the Zoz= o 2 p-ucesss

Tevisw whaere redommendations 9 thg previous site Tisit of

72sT2r2 Adssociztion axe reviswed oo 3rogoess, sToblams an-

oerson(s) responsinla, Tizmelizes azd —etheds of svzluation

Tould e ao izportaaT cuTticme oF This fTocess.
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recommencded that the Department seek to "localiza'" evaluazion

02 faderally funded programs by pooling evaluation

=

ine itsm

Judgets iz order tTo staif zad twain z core of local =va

l_.l
B
i
'_l.
s}
=}

personnel. IaodirecT costs should be vigorously pursued.

D. Regsearch Services

This Zunction should 2ave a stafd that can accomplis
researci on a department-wide basis and develop research
pTojects Zfor individual schools on demand. Research servicass

should be very helpful to other state agencies as well as

legislators and others conceraed with educationzl ressarca.
1 -2

12 2 territory-wide competancy based 2aducation progTin Decomes

a

v

ality, the research perscnnsl should be responsibls Jor

The design ol the assessment sSyST

Z. Statistical Services/Infor—aziocn Services

- Information systems will be iaterwowen, throughouts the

Tle dspaztment. It is igperztive that the Statistical Sarrices

nit be a part ol the QIffica of Besearch, Plzaaizg an

.
(8]
[

1

luaticn. Informacion is the 1ifs bload of educational

T2e izZformation ¥itiiz 23 organizztion is coeat2d znd s

nsad iz z wide vasisty of arezs. 1o 3ssencs, tksre Dust te
2 consvant sTrean 2F ladormaticn. The zusweosae oF zz lafor-
aaTilon s¥sStTam is To deTarmine, ¢zllsqgT zz2d maiztazin ozs



@Zfecisatly, =2Zfsctively and 2conomically as possidls the

-

izformation nacessary Zor aducatioral decision-makin

,

Tae unit skould monitor ths sotal complax in which daza is
generated, procsessed and refized to oroduce thke information
needad at a1l lsvels of the Departament 7or administracivae

purpesas, plaaning, directing, evalugting, cocordizaziag and
controlling.
This umit should collect information im each of the Zive

classical sducational areas of Tinarnce

J

It is importaat that the Department of IZducation recggnizs

Tois unit as a ver7y important ares withia their crzznizational

t——

Structure zlong Witk the Researcsh, Plazning and Svaluation

QZZice, The valus of the Statistical Services Caiz should

ce measured Dot iz Terms of what it is Today but rather iz
Tarmas o what 1T cza do TocmorTow.

1 Tinangial Iaformation Servicas=®

I

i S activicy af the
Statistical Serwices Cnig azve QTen commu-
3ication between 211 divisions of the
department znd with the Busiitsss OfFice.
IZ this Zunction is accepted oy the
department, 21l fimancial data, Doth
interzal and exterzal, caa be recorded,
tabulated and massaged iate meaniasgful
reports. UYost of these Zinazeially
derived renorts caal be obtaized f~cm chas
existing TUS 2ilss for grevwigus fiscal
7ears. luch o2 tZe iaform=zion in the

F¥S 2ilss ca2z bYe usad o7 the Demgwr—an-—

Sk Vo i

it is izperztive Tkat t=
3 ™

b
[+
—
Q

*Dlzase 107T2 fhar z Coverzmens wide sysTam “o- Sisznmesal
zccounting Ls deizg ilxzplamentad v tie Dena——gment =7
dcminisTtracion. IOE is advised to give total supposs
%3 tTEis s223ozT



It is recommended that the Department
reques< tie Department of idministration
to save the Ziles a5 of the close of
tusiness oo Junms 30 (Sept. 30 ina the new
Iiscal year) Zor sach yeoar.

This Iunction siould be respoasi
communicating with people in the

meatT to sasure correct iagut to the

Systam and lelp develop reports asedad

to make sound decisions. The FMS, zs
designed, would provide this type of
inZormation to decisiop-makers. A STTOLY
commitment Irom the DOE should be given

to the FMS section of DOA. The Deparcment
0 Administration (FMS) should 2lso be
gocouraged to provide individual school
administrators Zinancial reports f-om
iinancial da*a they return to cthe
department. Many zdmiaistrators nsed to
know their current status with respect

o budget expendituces. I7 these izdivi-
duals were provided with useful and tizely
inZormacion, it is aavicipated They would
Belp the rest of the Departmen: acgept

the systam zore readily, e

Personnel Information Services

Personnel izformation would izvolwe
collscting a significant amoumt of data
on all Department amployz2es., Ths izfor~
22tion collsctad would provide infarmatico
Q0 t2e T2zcher cervtificatisn offisce 2ad
assisT iz the placement gf %=achers
througiout ths school systam as well as
Dlagemenst of othesr smplovees. Other
divisions would zlso have aggess =o
t2acher izformazion.

Pupil Information Serwices

IZ the depastment decides to collact
iacividual pupil data or summ=-T dazz,
TaZs Iunctiscn is zecessazr. More and
Tore, Pupil sTatistics iTe beiag

Teguestad 2y the TU.S, 0fFfice of Zéwecazion
(NSCES Common Core of Data Survev aad agtzer
funcdizg requests). Then, oo, there is 2
critical 1eed 0 dewselop a2 relizzlzs meacs
for providiag ZorTmer students wit: tmans-
eripts. A pupil aczouatisg systam s oz

pyE L o Pl — H e
IgCcesslty 1o tccav's 3QClaTT .,

AS tZe s7sTEm 20w stands, fommer studsnts
- -7 - = ¢ < -

are oItsn unzizla2 Ty szecurs Terificazicon

- - - pp— iy : - hi

TSAT TIZIeY 2wen agtasnded z Cuzm schcol.

(%}

[
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Tais condition servas to further undermiae
DOE's credibilizty iz the 2ve of the public.
(Thile a2 transcript system would 20T nacassarils
ve computrar dependent, it is coasidersd nsre

as a part 0f iiformation retrisval.)

4, Taeilitiss

A facilitissg system would provide iaformation
aboutr sczocl physical plants for a wvariaty
o uses includizg program 2valuatian,
projectad needs, school district Tedistrictin
accreditation and appraisal of the condition
and status of scbool buildings for preventive
maintenance scheduling.

3. Iastructional Programs

The izxstructional prog-ams would provide
in-deptia izZormation about curriculum

in generzl. The information retaized

in this 2ile would smabls Department
personnel To make curriculum znd/oz
Drogram comparisons ITom school o
schoel. IxZformation From this system
would also be usad to respond to the
Mational Cantar Zgor Zducation Statistics.
AT present, NCES is collscting cusTiculum
data IZrom schcools throughout the Tnitad
Statas and its Territories. Ths iastruc-
tional progzacms systTem would also provide
inZormation Zor student scheduliaz, gTade
reporting z2ad trznscripgt regquests.

-
-

. Sciapol Building Computar Services

-

The Departuent usad to prepare student sciedulizg o= some
0o the Secondazy Sczools. Adpiaistrators and counselors zave
recently voiced cobcern over tha termination of thais sarvice.

[Z the depaztment plans on 2xpandiag this service, zdditiormal

-

Jersonnal #ill De pegeded. This serwice shoulsd Se meizstaztad
and i sossiisls 2xTended To a0T2 schcals.  Additionz=l sczocl

L. Crads repertizg ¥iti 2cnor azd failuse
1is8Ts

2. CAI (Cemputsr Assistad IJascTtroaetion

3. Computar scgiangce izgt-ueticnal
~odulas viz tevmizals



G.

Registration-Preregistration

Data Canzrol

Dazta control

sTstams

personnesl must worTik closely with zhe

analyst and progTamming perscansl o develop the-
control that is necessary To malks a data processizg system
successul. Some of the responsibilitiss would he: ]
1. Manual editing
2.  Batching
3. User commuricaticos
4. Computer scheduling
3. Dazta returm
8. AaAssurance o DP accuTzcey (corTrals)
7. Preparaztion of output for deliver?
AT l22s5T one person would be neseded iz the begizning o
address tTiis Zunction,
. Data Collsctiocn Torms Desizm
Cnless this responsibilicy is centrzlizad, it i3 sxsremely

is probably more '"re-iaventing

she Iorms design aseaz than any other azrez ia data processiag.
Chvicously, "z2ew iaformation'" Zor one iadividual is zo%
ztecessarily new indgrmatacno IcT the 2ntire depastment, Thare-
fozre, all daca c¢ailasetion Zorms stould Ze apeproved 2y 2
cgnTrzl sgurce to dataeraize
1. IZ the iaZarmaticn is alzezdy
availznls Z-nm the daza hacsk.
2. L@ the collactinny foraliizs ths
Z2taz collzction cxizeria stigu-
latad ¥ this sscetion.



the

foras would

Thara

Lr L AR —1

forms

IZ the collection of this éata
is unnecessary or redundant.
is tremendous inizial peed tQ ravi

That are presently teing used.

auvomatically 2211

secticn zs well as forms used at the sScaool
cumulaztive records and the likae.,
I. Systems inalysis - Drogrammiag

In this Zunction, the basic tTasks zTe th

15

2,

Defining what
sysTtam should

the informatii
accomplish,

in

Describing the sxisting

Tequirements,
axisting sys

Documenting Tems,

A1l

ew and standardiz

DOP relatad

under Tie scoutiay of this

for registration,

e Zollowing:

4. Recommendingz methods for
Problem sgluticn.
3. Writing and maint aiaizsg the
computar prograims cecessary
79y the iaformacion requiremencs,
Ia This Zungtion, warious allsranatives are 2xnlioT=d, a2ad
a2 functionzl descTiption of the information data basa requir-ed
Zor inZormation systams implementaction is documsnted., I= iz
essential that tie sducational administ=z2tor be iavolved iz
order to determire the requirements oI the system on a
Iunctigral Basis, Talsss this phase iz done Tioroughly azd
czmplately and agsts with chse approval of the nitimats usars,
TZe remaizing sTaps will convTain s larg2 zzmecumt of wastse,
2eedlsss ita2rations zné sxtanded 2lapsad iz It is ipperztiTe
that the depasTment 2ave 2z ls2ST o gxTeriznged sTsTEnsS
222.17sT. TZe prograpmiaz phase Tequires tie complatad oTo-
=agt-en oD Tie progmEmmizg specificaticns. It consisTs
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primarily of coding, testing and using the computer to
create and maintain the files and reports according to
the specifications.

The Research, Planning and Evaluation administrator's
role in this area may be minimal, as the primary requirements
must be met by the technical staff of the Statistical Services
Unit. The main facet of interest to the administrator is the
estimate of predicted expenses and personnel requirement., It
is very beneficial, however, to have an administrator that
understands the problems and intricacies of systems analysis

and programming.

J. U.S.0.E. Reporting

For many years the federal government has required
summary statistical data from states. The statistical infor-
mation at the federal level has its obvious origin from the
summation of the educational units throughout the nation.

In our democratic society, aggregate information on the
educational attainments of the population is essential. As
the workings of a democracy are dependent on an enlightened
citizenry, it is important that educational statistics be
available. More recently in our federation of states, the
increased mobility of society and the continuance of
technological revolution require additional information. The
federal government has felt that its function is to see that
the individual states and territoris which have disparate
resources be provided with both carrots and sticks to minimize
the differential in educational achievements among the

various areas. One of the outgrowths of the educational
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information provided the federal government has been the
recognition that not all states, counties, districts or
territories have the resources or the desire to provide their
citizens with equal educational opportunities., It is
unlikely, therefore, that without an education information
system, the information required to "sell" Grants-In-Aid

or federal assistance would have been available. The NCES
Common Core of Data Surveys are instruments the USQOE is
promoting to collect data from individual states and terri-
tories. Statistical Services Unit should be responsible for
supplying Guam data to USOE. Various Commissioners of USOE
have made it clear to all that the completion of USCE
reports are part of the program administration that a state
and territory accepts when it requests to participate in
various federal programs. If the Department of Education

in Guam is going to participate in federal programs, the

department must satisfy federal reporting requirements.
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IV. INFORMATION SYSTEM CONCEPT

Throughout the preceeding sections of this paper, the author
has taken the liberty of making some assumptions with respect
to the readers. Pirst, it was assumed that readers, before
being totally immersed into what a managerment information
system means, would prefer to receive an overall view of objec-
tives and functions of research, planning and evaluation as they
relate to information systems. It was also assumed that unless
a rationale for planning and evaluating was presented, any infor-
mation system would be viewed as an end in itself. I!anagement
information is not viewed as an end but as a means whereby the
quality of decisions educationzl managers make are improved.
In this case, the end is really improvement of education. The
means are viewed as total system for decision-making based on
valid, reliable and timely information that research, planning,
evaluation and feedback provides.

The development of an information system as a resource for
decision-making is not new. Man has always been preoccupied
with gathering, ordering and operating on the basis of information.
Only the techniques of analysis have changed. In this modern
technological age it is only natural that modern methods be used
where possible to help with the handling of information. Certain
information lends itself more readily to manual systems while
other information, because of volume or kind, is most efficiently
handled through automated procedures. In other instances, cost
consideration will dictate whether the system is manual or automated.
It would not be cost effective, Ior example, to manually register

2500 students into mixed periods of classes. It would not be cost
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effective to use a computer to score test papers of only 20
students.

Different persons use different kinds of information for their
various jobs. A teacher needs information on students along with
¢class information and perhaps information on particular students
where there are special considerations. It is important to
realize these differences when developing an information system.
The information collected must be such that it can be put toge-
ther and taken apart in numerous ways to satisfy all those who
will make use of the information. An information system is
viewed as a series of processes beginning with the determination
of who needs what information and when. These requirements, as
specified for the Department, will then be used to guide the
development of the system. Information, if viewed as a series of
processes which culminate in better decision-making to improve
educational efforts is really made up of several components or
phases., Phase I becomes the specification phase; Phase II becomes
the collection phase; Phase III becomes the storeage phase;

Phase IV becomes the retrieval/reporting phase and Phase V becomes
the evaluation of the responsiveness to user needs phase. Later
in this paper, steps will be described which will assist DOE
persononel in defining their information needs. A discussion of

these phases will therefore begin with Phase II.

A. Phasge Il - Information Collection Concepts

Because of the quantity of informaticn being collected
across the several subsystems of the planned system, the
Department of Education maznagement information system should

establish some guiding principles, procedures and priorities
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concerning information collection. At a minimum the

following items should be considered:

1) As it is finaneially inappropriate to collect
and process all the information that all
People in the department might desire, an -
agreement  on the information to be collected
must be reached.

2) Information-collected from various sources
and used by many people within the system
must have common meaning. This dinvolves™— .~
the identification of elements of infor-
mation and the consistent definition of
data items which are placed into appropri=-
ate categories. - It ig imperative that
efforts be directed towards standardization
of data definitions,

3) Information, once recorded in machine
sensible format, should not be re-recorded
at other stages in the information stream
if possible.

4) An item of information becomes useful only
when the segment of data is related to
another segment of data. Single pieces of
data are seldom meanipgful ,

5) Information need not be recorded in a
manner appropriate to or directed by a
single use. Information should be
defined in advance so that it is
acceptable and meaningiul to many users.

B. Phase III - Data Base Storeage and Maintenancse

The following pPrinciples are pertinent to any information
é}stem but are Particularly critical in the use of the inte-

grated data base proposed: >

1) Editing of the information, onmce
collected, should be done at two
levels:

2. A gross manual edit for
completeness, appropriatseness
and accuracy. This function
should be handled by specialists
who are familiar with the educa-
tional areas involved.
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b. Once data are encoded (keypunch,
diskette, etc.) then the computer
program itself can perform other
validity checking to ensure that
the information falls within
certain parameters.

2) Data base updating does not differ substantially
from other data processing applications. As
some will probably be sequential, it is
advisable to batch the input data and provide
the manually derived controls for the batch
when the update takes place. However, it
could be that, given new developments in
computer hardware (distributive processing)
and software a truely interactive system will
be developed and updating of files on certain
data bases will be done daily from a CRT or
terminal. (Certainly this could apply to
student, inventory, financial and registration
procedures. In these cases, this concept
represents an ideal and the feasibility of
using these methods will te determined by
the system design phase).

3) An integrated data base is particularly dynamic
in that marny types of information are flowing
in the various data files (subsystems)
Cut-off dates must be established for all major
information update functions. It is particularly
important to adhere to strict cut-off dates such
as monthly, quarterly, year-end, etc. to emnsure
that reports being derived from information from
more than one source are truly comparable,

C. Phase IV - Information Reporting Principles

The system concept described herein differs significantly
in the information reporting function. Because of the exten-
sive interrelationships and linkages between files, it is not
necessary to report information in the same form it was
collected. It is thus entirely possible for a system to
assist in answering questions that were not conceived at the
time of design. For this reason, Phase I - Specification
Phase - is seen only as a preliminary mechanism for design.

A system designer seldom can rely soley on the user's specified
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TEDOrT requirements at the time_cf design. TFor this reason
a2 flexible, g=neral burpose set of retrieval systems should
be plaaned, This generalized reporting concept should
minimize system specification changes, reduce Drogramming
efforts, and enhance responsiveness to user requirementcs,
Several packages for producing reports (SPSS, RPG, etc.) are

oow available on the Data Processing Division's computear,

D. DPhase V - Zvaluation

It is extremely important_that once the various subsystems
are implemented a plan for evaluating responsiveness to users
be developed. Careinl records of types of informazion
requests, costis, peak times, ete. should be maintainsd in
order to provide Feedback to the é?stems analysts. Iafor-
mation o this kind is important 2rom the standpoint it will
enable the Department to exercise CORtrol cover its own
re2porting requirements as well as pew user needs for ianfor-
mation, Ifederal aad lgocal reportiag requirsments and

maintenaace, modification of the existing svste

H
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V. INTEGRATION PRINCIDLES

The information system as proposed consists of five subsystems
of Pupil, Fiaance, Personnel, FacilitiesfP;operty, Instructional
Programs. These subsystems can be used as standalone applications
or the subsystems can be integrated. This integration can be
accomplished via the linkage concept. Linkages are common data
elements residing in two or more files allowing cross referencing.
The most common example of linkage items is the county-district-
school data items most school districts maintain. On Guam, these
linkkage items could be sTtructured in a similar manner using
region~level-school designations. In addition, subject area
codes in the insTtructional programs file and tsaching assigament
codes ia the persomnel filss could be used to link personnel to
orogram's files. Other linkages would have to be developed as

the design of the system progressed.

Implementation

Before the task of implementing the various subsystems is
undertaXen it is necessary to gain a thorough understanding of
the nature of implementation, its objectives, and its relationship
To existing operations. Most importantly, the amount (money) and
kinds (numan) of resources available for implementation must be
careiully considered. The Department of Administration, Daza

Fro

O

essing Division at this time is unabls to provide the necessa-y
T2chnical assistance in this area due o commitments to otker

sysTéem prioritiaes. Yo doubt a2 portion of tie design and programming
will nave tTo be contracgtsd IZor oif-island. Local persconnel withi
the sxisting DOE organizational sTt-ucture will have to e identifise

and/or hired ia order to undergo trainiigz on the systam. Local



personnel will have to be identified to maintain the system once
installed. This may involve the reallocation of functions among

organizational units and personnel within DOE divisions.



VI. TZ=E CONCEPTUAL DESICN
GEMIS is designed to integrate %ive data bases while pre-
serving applications that are coaosidered ancillary. The total
system may be viewed as consisting of the followiag:
1. mechanisms for data collection
} 2. data ensry
3. <file building
4, ipformation retrieval
5. 1iaformation reporting
The conceptual design may be viewed in Figure 1. This approach
will allow modular implementation based on the Departments priori-
ties and the use o existing softwvare whenever possible. The system
as conceptualized sbould be quite amsnable to modiZicationms within
the constraints of the concepts under which it has been designed.

Primary 2mphasis has been placed on ensuring that the system can

o

2 implemented with DOE resources or mioimum agdditions to these

TESQUTCeEs.

A, Datz Collizction

The tendency to overleook data collection when coasidering
2 management information system will cause difficulty at 2
later date, The types of data that Guam desires are those
whichh exist at the school building and Departmeat (Ca2ztral
QifZice) lzvel,

This igpplies that, iz most cazses, priacipals and divisicen

=)
[n]
-

heads will gzther for submission to the Reseazrch, Plzonizg and

{1}

ty

Evaluation O0ffice of the Department. This aspect of T

[
[¢]
0
[
H
]
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sSystem presents the m2jor ocstacle ia the pzti of

o
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i
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and timely data c¢ollacticn. The overriding prizci
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INPUT INSTRUCTIONAL PROGRAMS INFORMATION PUBLIC
DATA PERSONNEL REQUZESTS LEGISLATURE
PUPILS U.S5. OFFICZ OF
APPLICATIONS ZDUCATION .
— UNIVERSITY etc.
Data Prepara-
tion (Editing,
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Preparation
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be Zept in miad at 2ll times is that persoanel at the building
and department level are at intégral part of the system. The
system, besides providing information for decision-making, is
also designed to reduce the data collection burden of these
personnel. It is important and cannot be emphasizsd sgoough
that it is the responsibility of the RPE division to devise

a method of returning data (reporting) in a meaningiul manner
and suggesting possible uytilization of the information at the
building and Department level. This concept of '"feedback”
really views those collecting the data as users of the system
as much as providing input to generate the information Zor

decision-making,

8. Data Entry

Data =ntrvy can be defined as those processes relating %o
preparation of data collectad for machine (computar) readable
format and processes oI editing and actual en:fy to the machiae
records. Commeon methods includé cardpuncking, flonpy disks or
diskettes, optical scanning, direct entry via terminzl or (RT,
data phone, etc.

Initially, the COE should use 2z diskstte oriented systam
since the GovGuam compufer center operatas in a cardless
énvironment. The University of Guam currently has an ISM 3881
opTtical scanper that could D& used under some Type QI comirac-
Tual arrangement, Other possibilitiss should bte explored suck

a5 local banks, the military, etc. There may come 2 Time

L)
ta

CGuam cevelops its own larze scale student assessment izsTtTument,
when it hecome cost/2ifsctive to lsase optical scaaniag =gquiz-

ment. Waoen thls gccurs Drimasy emphzasis should 2e 3lzaced on
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using this method for data entry.

Guam currently eagages in mﬁch data tramscriptionmn for
easy keypunching. Iz fact, close to 75% of the kaypunch
personnel's time is spent in the transcrigticn DTOCeSSS.

As more and more data is collected, the work load will increase,
Therefore, it is-recommended that this practice be eliminated
when possible. This can be promoted by careful design of the
collection forms so that keystroke data entry can be accom-
Dlished directly from the input forms or scanned optically,

Terminals have been used quite successfully for data
entry in large, high volume systems iz recent years. This
method would eliminate the work backlog that sometimes occurs
with keystroks eniry, however, careful sfudv of the use of
terminals should be undertaker in order to iansure that this i

is a cost-e2ffective maaoner.

Ch

l'xj

ile Building and Maintsnance

File building and maintsnance consists of initial fFfils

)]

creation and maintenance fupctions of adding, deleting and
modifyiang data items of eacid of the five subsystems or data
bases. These processes will be carried out separately for
each of the five subsystems.

It is ia these processes that logical sditing caa be
periormed To begin to snsure acturacy of the files. i method
0of =xception reportizg can be instituted to inform deparTment
fersonnel and bullding principals o? possibls srrors and,/or
discrepanciss iz ::g data that have besn gcollacted. 3ach

1

supsysveam

i

ile will be maintained as a2 separate sntitw,
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D. Information Hetrieval and Reporting

Information retrieval and réporting are the prime consi-
derations for the system. The files will be designed so that
reporting can ve accomplished on an iadividual £ils basis or
Through cross-reierral among the files on a multi-file basis.
This type of linkage capability qualifiss the pronosed struc-
ture as an integrated systiem. )

Cross referencing of files could be provided via the region-
level-school data items in each file. Iz addition, some oI
the files have other linkage capabilities such as assigoment
codes in the personnel Zile and subject codes ia the iastruc-

ticnal programs file,

ol

E. COCrganization of the Data Filss

The exact orgznization of each of the five files and
record sizes to be maintained should be decided at design
time and would involve coordination wita the forms design/
control function oi RPE as well zs the iaoformation aseds
assessment. However, some general principals can e defined
at this time, '

Enough excess space should be incorvorated in all records
to permit the addition of new data itsms in the future. All
records in each file should be the same size, i? possible, and
would allow the development of a acezder-trziler record concent.,
Tais would enable the utilization of standard I3Y sort-merse

soitware.



40

The local ang faderal forms Tequired to complete these
reports studied so that in the collection Phasa attantion
can be directed at designing output formats chat will lend
themselves ig completing these reporcs, "This would also
enable az11 possible sort kays to he maintained in z11

sunsystem Subfiles.

(2]

4pplications
AP

The Guam Department of Education utilizes very little data
Processing SUPpPort in irs day to day operations, Programs
tiat used to exist 2T the Department of Administration central
computer were destroyed when the current IBM 370 System was
iastalled, The DOE should explore leasing severa: packaged
data base malagement tgols (7SS, SASJ etc.). Other appli-
cations will hava to be developed or Purciased from IBy or
other vendors. Applicitions in the area o7 School relatad
services fgrade reporiing, registration, aTtendance) will

dave o be coordizacged Very closely wizh building personnel .,



ke
=

VII. TECENICAL STIRIARY

The Guam Zducational Management Iniormation System (GEMIS)
has been designed in an integrated system Iframework of five
commonly accepted subsystems of pupil, personnel, financizl,
facilities and instructional programs. The relationship of the
G=MIS to the functions of reséarch, planning evaluation and
statistical services has been outlined and where necessary
functions expanded based on accepted priaciples of planning znd
evaluation.

The conceptual design presented was arrived at with a great
deal of consideration given to a2 combination oifi factors. QI

paramount importance was the initial needs of management for
timely and accurate information for decision-making. Conceptual
designs of other state departments, most noteably Florida,
Minpesota and Wyoming, were reviswed and formed a large portion

of the present paper. A report processing system, first developed
by the DOE in 1972-73 was also used to guide the design a2s well
as anticipated needs of potential system users. (3ee ippendix i),
Guam is fortunates in that it currently enjoys a relatively
small teaczer and pupil population., This situzation oifers some
significant advzatages of a technical nature for a compreieasive
management information system. Problams of data gathering, equip-
ment oeeded, number of personnel and fiazancial resources requirsd

are greatly reduced.
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PART IT NEEDS, ALTERNATIVES 4ND PLANS FOR 4 YANAGEMENT
INFORMATTON SYSTEYM '

Data Processing Needs o7 the Guam DOE

Guam LCOa Provides financial dccounting andg Payroll through its
US system. In addition a few Statistical TeDOTTS are run
using the S p 5 g Drogram through Doa.

Since Guam DOE oberates as both ; local schgol districs:
and a state educational 2ge0CY it has data Processing needs
both associatad with the operation oI schools (scheduling,
grade Teporting, etc.) and isSsSociated with its state functions
(teacher certification, STatistical TeDOorts to USOE, 2t ct).

For both its local school operztion and its State ageacy
operations, Guam COE needs both data PTocessing #pp operations

©.8. certification of teachers, STudent Scheduling apd grade
renortiag) and information for reporting, Dlanning and decision-
making (e.g. teacher characteristics, student characreristics,
enrollment projecticns, 8te.), thus an overall inZormation
SysSTem needs to be developed thz: will provide for operational
Processiag and, ip mOST cases using the datg captured z2or
operations, provide information Zor reporting, Dlanning and
decision—making.

It is common t0 catagorize 2ducational izZormation iato

1. Students
. Persgnnel

3L Tinances

=

.« Instructional Programs

Facilities

[#]]
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In order toc determine the precise DOE data processing

needs, an in-depth analysis should be made. However, preli-

minary investigation has revealed the needs listad below.

Along with each need, an indication of the data storage

requirements and the priority for thait npeed are given.

>

Students

Application:

Priority:

Deseription:

Student records
MYedium
Computer storage and processing ol
basic records on all Guam public
school students. Ianformation stored
would include data oormzlly found ia
permanent records of students including,
but not limited to:
-Dersonal Idsntification
Name
Student Number
Sex
Racizl/ethAnic idenzification
Date of Birth
-Family and Residence
Parents' Names
Address
Phone

="Acalzh

pa—y—

-Test Results
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-Enrollment
Grade
Schoel
Eatry, Reentry, Tithdrawal '
AtTendance
~Courses Taken
Grades

-Specizl Program Eligibility &
Participation

Special Education

Title I

Bilingual/Bicultural

Federal Impact (D.L. 81-874)

Storzge requirements: Ope record for each of the

28,000 students with each record
containing about 400 characters of
information for 3 total of about
11,000,000 characters on current
students., In addition, Aaistorie
Tecords would aeed to be kept on
Students who have le?Zt the system.
On-line disk Storage would be most
convenisnt but tape storzge would
suiifce, 12 disk storage is nor

availabls, Th records should ae

(1}

updated quita Irsquencly, at least

cnce a wesk, prefarapls 2very day.

-
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Processing requirements: Files would be updatad

whenever a noéw student snters the system,
leaves the system, transiers within tThe
system or data on that student changed.

4t least annually, current information
stored on eackh student would be prianted
and distributed to the schools. Each -
semester, course and grade information
would be entered. Lists and summaries

to be run would include suco things as
names of students in special categories,
statistical analysis of courses, grades,
test scores, a2tc., transceripts on request,
residence anzlysis for redistricting,
racial/ethnic counts for federal reporting,

ate,

Application: Secondary sciool scheduling

m

3 o
igh

Prigrity:

Description: Computer storage oI courses offered, teachers,

rooms and studeat course requests. Then,
scheduling of classes and assigoment oi
students to classes, rescheduling as

-

necessary, and production o sTudent

scaedules and class lists.

hj

Storage reguirements: OT =2ach secondary student To be

schaedulad, name, grazde and coursas. 4dilso,
names of courses oifzred and tTsacher ozames

and room identiFiczticn Ffor =zach student.
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In 211, 3 to?al of about 30 characters

of data For 2ach student Blus aboyt

4,000 for each School would be requireqd.
Thus, if a1 Secondary Schools, wmith a
total o7f 10,000 Students, were scheduled,
the storage Tequirements would be zbout
300,000 characters, Tape storage woulg

be Satisfactory unless on-line registration
1s used that would require disk Storage,

Processing requirements: Processing would izelude entry

of.ccurse, teacher, classroonm data and
student course reguests, Processing 1o

build master scheduless ang to scheduie
Students inte classes, then adjustments

and reruns ag decessary. Onpcs Scheduling

is done, student Schedules and class lists
would be Driatad. 4t the beginning oI the
sSchool year, and the beginning 0 the second
Sameszer, updating would be done To take
care of studen:is 7ho have moved, pew STudents,
and changss, This process would be done
tT¥ice a year with registratien aod sche-
duling in the SPriang and m2jor chagges

at the beginning 0% tas schogl vear and

at the Eeginning 9f second Samestar,

} ApDlication: (Grade reportin

Priority: Hediup - Tk
e e e S



Description: Course gradss provided by teachers would

be merged with student records and report

cards printead.

Storace regquirements: Data for each studeat would include

name, grade, courses, grades and attendance.
This is a total of about 1,400,000 charac-
ters. However, this is a duplication oi
the data described above in the student
record system. I the studeant record
system were implemented no additional
storage would be needed for grade reporting
data.

Processing requirements: Once each quarter, class lists

for teachers would be printed., Teachers

a y

would work grades on those lists and the

grades input into the computer, preferadly
through a document scanner. Tiae computsr
would merge courses and grades by sTtudent,

then would print report cards (for 28,000

students) and update the student records.

Apolication: Special education studeat records

Driority: Yedium

—_——

Descrintion: Computer storzge and processing o recorcs

of special education studeats.

Storage reguirements: I a computar record were Lapt

on 2ach Cuam student as described above,

storage requirements would be reduced
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because pPart ‘of Deeded darg would 2lready
be stored in the g°0eral styudent files,
In addition, about 2,800 charactersg rer
Student: would be Beeded (7or SYsSTem

that iacludes instructionai Manzzsment

would be required, Tape Storages coulgd De

used but digyk Storage #ould kbe Prefarred.

Descriorion:

draw, Drogress tarough PTOgTams, ang as
Dew data jg gSnerated, U_dating Qeeds o
De done at least weekly, Status reports
on ali sfﬁdeu:s deed to be Produced every
Three veeks, 71p addition, various Sstatis-
Tical reports (aumber g7 Studenzts served
by handicap, teacher, grade, School, 2t¢. )

Reed to be run &S required,

in STuden=s Tecords.,
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Storage reguirements: Ia addition to basic student

records, 180 characters (1 for each
school day/for each student), for a
total of 5,000,000 characters.

Processing requirements: Daily recording oi absences,

listing of absent student.

Application: Special records of students in other
federal programs

Priority: ¥Yedium

Description: Computsr storage and processing of records

oI students in other Z=derally fuaded
programs;

Storage requirements: In addition to the data kespt on

all students, a2 few additional charagters
for each student in each Zaderal program.

Processing requirements: 3Bullding initial files.

Deriodic update. Producing wvarious liszs

and statistical reports.

Application: Title I student records

Briority: Yedium

Description: Computer storage and processing of records

on Title I students.

Storage regquirements: Ia addition to the data k2ptT on

all st

[

dents, zbout 100 charactars on
gach of about 3,000(?) students would be
fapt for 2 total of 500,000 charactaTs.

Drocessing recuirements: 2Buildiag initial Zilss. Periodic




update. Producing Various ligtg and

STatistieal regorts,

20Plication: Test Scoring

T

Priority: Low
il S
Descrinticn: Scoring of STtandardizad tesTs ang listing

of Tesults, Also Possible Scoring o7
teacher-made tests and, Perhaps, Scoring
0 GUaAM Competency based o functiona;
adult'competency tests.,

Storage T2duirements - Iz computer Student T’'ecords are

Xept, Tesults would be stored in those
files, Additiongal Storage would involve

kays ang Dorms which wvould »

@
0
£
H
[
E'
-

SPace,

Processing Iequiremencsg: & scanner 7ould pe Tequired #gr

1aput,  Apous 23,000 Standardized tagrs
would be Scored 3 year, resuirs translatad
to norms and resul:s Drinted, Also, 2ither
gummed lahels Produced or results entere

into computer Student records,

Descrintiou: ilthough The a0nlicaciong descrined adeve

T'SDOTTs of informarian --



and for reportiag to the USOE. From the
student files, for example, reports on
enrollment, attendance, P.L. 874 eligi-
bility, Title I participation etec. will

be generated. 4Also the data will be

used for enrollment projectiocns, assis-

tance in redistricting, ete. -

Storage requirements: No additional required.

Processing reguirements: Reports generated on an as

needed basis, mostly through SPSS or RPG.

Dersonnel

BP Apolication: Persoanel records

Prigrity: Eigh

Description: Storage and processing of data on employad

personael, including basic employee data

J-s
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(name, sex, dats oi birtk, etc.), gua
’ .
fications, certification, employment aistory
assignment, salary, &tc. Includes productiiorn
of Guam teacker certiiicates.

Storage recuirements: Current data on all 3,000(?) COE

emplovees, about 400 characters on each
employee, for a total oi 1,200,000 ckarac-
ters. Also historic records on pasvT
employees., Tape storage satisizctor

Processing reguirements: 2uilding oi initial Ziles,

Updating reguiazly, at lsastT once a2 week,
as emplovees =nter, lsave or change, OQOut-

gut izcludes printing of te2acher certiiicactas



Financiag accounting and payrolj is Currently Brovided

through the DOA Fug System. o additionay Deeds are identi-

fied 3¢ this time, Eowever, DOE Should he certain that data

Instructional Progranms

>

épolication: Record o7 Subjects 2ad courses

Priority-: fedium - High
-__-_'_-—h-

Descriotion: 4 file orf subjects and courseg including

Rames, identification codes ang descriptions.

Storagse ISguirementy - About 10,000 Characters Total,

Processing I®guirements: Build OrTigizal 2i1e and updats

dlnually a5 additions, deletiong OT changasg
are made, The Primary yse of this Iile is
a table loockup zop courses coded i2 student
TeCords, s#or scneduling and gradas T¥portiag,
and Printing lists o course offerings and

descriptions.



Facilities (including buildings, equipment, supplies

| 4

matarials, texts, media)

Application:

Prioritz:

Description:

Building inventory
Medium
A file of information on =sach educational

building.

Storage reguirements: Data qomn each building to include

such items as name, cost, location, date
built, additions, z2nd rooms for each room,
the area, purpose, student capacitiy, coded
identification, etec. Total of about 40,000

characters.

Processing regquirements: Initial entry, then updating

Apnlication:

Prigricv:

Descrintion:

as changes occur, and various lists and
apnpalyses.

Building maintenance

Yedium

A record of the maintenance of each
building including cleaning, Ipa.i.nting,
repair, improvements, modifications and

costs,

Storage requirements: Records by building znd rooms.

Total o about 100,000 characters.

Drocessing requirements: Iaiziagl buildiag of files wicth

updating at least once a mootia. OQutput To

ol

include projections of maintsnance 1eeds

and znalysis ¢ maiatsnancs costs.



dpplication: Equipment inventory and mzintenance

Prioritz: Yedium

Description: File of data on eguipment and aquipment

maintenance used to keey track of equip-
ment and squipment maintsnance, and to
project both replacement and mazintenaace
needs and costs.

Storage requirements: About 2,000,000 charactars.

Processing requirements: Establish initial file. Opdate
once a month, Periodic lists of equipment
and analysis of costs, maintenance, pro-

jections of replacement aneeds, etc.

Application: Media control

Priorify: dedium

Description: Scheduling and keeping track of Films and

i

materials distributed from the media center,
Also producing catalogs.

torage reguirements: About 180 characters for each oF

12,000 films and materials for a total of
about 2,000,000 characters. An on-line
system with disk storage would be prefsra-
ble. Tape storzge and batch processiag
could be usad but would not ccmplstely

serve peeds,

Drocessing reguirements: Suilding initizl Fiazs. Cazagss

tasis. Daily priating of delivery lists.
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Annual printing of catalogs. Statistical

analysis as ‘ne=aded

Application: Supply ordering

Prigority: High

Description: Printing supply lists, combining supely

orders Irom schools, printing requisitions,

scheduling delivery to schools.

Storage reguirements: About 2,000(?) supply items, 100
characters per item, for a total o
200,000 characters.

Processing reguirements: Building ipnitial filss. Annual

updating. Annual list (catalog) of supplies,
Zntry of school orders. Combining of school
orders. Preparation of order and delivery

lists.

Apnlication: Power Monitoring

Prority: Medium

Description: Matching meter anumbers, which appear on the

bills, with schools and computing use per
school. Also producing statistics con usage,
increases and decr=asas in usages, 2TcC.

Storage requirements: 36 schools, about 50 metsrs, curTen

and past use data, Zor a total of zpout 35,00
charactars.

Processing requirements: Yatchirng meters with schools,

calculating use per scanol, oroduciag currsen’
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Guam DOE Data Processing - YIS Altermatives

Guam DOE needs to provide for both processing of school data
and DOE data since it acts as both a local and state educational
agency. It aeeds to provide processing for applicaitions such as
student scheduling and teacher certification while at the same
time providing reports and analysis for management decision
making. One approach to providing for these needs would be on
an application by application basis. Using this approach,
Separate applications would be established for each application.
There ars some advantages to this apprsach. It avoids the need
for overall planning and makes it possible to implement iadividual
applications quickly. However, this approach would result iz
unnecsessary duplication of ta entry a2nd storage and would not
provide the linkages between dzata 2iles needed to provide the
most useful management reports.

Another approach would be To separates the school and COE
functions and to develoop separéte processing systems for the
schools and the DOE. That is the a2pproach used in most statas,
and is perhaps the best approach for most states since the schools
(except in Eawaii) are in separate districts. The volume of data
is very large in many states, and many peopls are sensitive about
storing datz on individual students in a state agency. However,

Guam is

H

elatively small so it is entirely feasible to store and

process 2ll data ceaiTally. 4Also, the Guam DOE has the responsi-

pility for boTh local school overations azd state operations. Iz
aidition, mosT oI the data needed by Guam DOE, actiag as a stats
agency, 1s generated by the schools, thus the rost zppropriats
approach for Guam is to build 2 combined system to provide for

ooth local school and statz operztions.



The most effective and efficient data processing system
for Cuam would be a data base oriented s&stem‘which compines
both the local school and state functions. That is the system
recommended.

There are three approacies that Guam DOE can take in sacuring
computer hardware. First, COE could secure its own computing
equipment and operate independently. The primary azdvantage would
be that the DOE could secure equipment specifically for its own
needs and could completely control the processiang. However,
gquipment would be expensive (estimated to be about $200,000 to
fulfill all TOE needs) and it may not be feasible to operate
independently of DOA, both for legal reasons and since [LOA already
provides Zinancial accounting znd payroll for DOE through its FMS
systam and plans to provide personnel accéunting ina the near future.

A second approach would bDe to use the DOE computer for all data
storage and processing. DOA has a newly installed I2M 370/138 wiczh
both 2xcess data sTtorage space aand processiag capability as well
as useful generzl soitware such as SPSS and data base manzgement.
LOA, bowever, is oot in a2 position tTo provide data entry and is
very limited in the technical assistance that can be provided,
thus DOE can use data storage and processing provided by DOA but
would have to provide its own technical persconnel, application
software, aad data iaput., Using the TOA computer would have tae
additionzl advantage of making it possible to correlats otier
data with the financial, payroll and gersonnel datz already storsd
oy TOA. A disadvantage would be that DOA serves 2 numter oI clisnts

and DOE may cot get the priority it needs

o]

(]
'‘a

rocessing on TO4

2quipment.,



A third approach would be through distributive pProcessing.

In this approach DOE would obtain a small computer which would
provide for independent Drocessing and also serve as 1nput To
and output from the DOE 370/138. This would require a2 computer
such as the IBM system 3 or 34, costing about 370,000, at DOE.
That system would be used for independent Processing when appro-
Priate and would be used *o provide input to and output from the
370/138 when processing on that computer is nended This would
bhave the advantage of Droviding processing controlled by DCE

on its own computer while at the same time Providing zccess to
the more powerful DOA computer,

The first approach (completely‘independent operation) is
eliminated because of cost and Guam Laws involved inm establishing
an independent operation when there is space and time available
on the DOA computer.

It is difficult to choose between the second (complete depen-
dance on DO4) and third (distributive Processing) alternatives.
In either cases, the System will require terminals at various
locations in DOE, and perkaps in the schools. Because of the
advantage of being able to process independently of LO4A, the
third alternative is recommended. Specifically, it is recommended
that the IBM System 3 currently at Guam Community College and |
soon to become available be acguired om = lease basis and used
OR an interim basis. 4n IBM 34 should be ordered immediately
and should replace the Svstem 3 when delivered. It is estimzted
that delivery time for the 34 is 18 months. The 34 is about the
same price as the System.s but provides more capacity and flaxi-
bility, and can be configured to more Drecisely meet the needs

of DOE.
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It is recommended that IBM equipment bhe used for thres reasoné.
First, IBM equipment is serviced iﬁ Guam. Second, DOA has IBM
equipment. fhird, both Guam Community College and the University
of Guam train their students on IBM equipment and those iastitu-
tions will be the main suppliers oi technicians Zor DOE.

A decision needs to be made as to whether the DOE izformation
system sbhould be oriented toward batch or on-line processiag. The
essence of this decision is whether to use on-line (disk) or off-
line (tape) storage of data. There are many advantages of on-line
Storage in terms of convenience for updating records and immediate
access to data. The total DOE information system sbould reguire

0o more thaan 50,000,000 bytes @I storage. That amount o disk

1)
ct

fe]

H

age is got very expensive. Thus, aa on-line system with

[o?

irect access to data stored on disks is recommended.

Software for warious applications will need to be developed
or acguired. DQOA zlready has available compilers, data base
management znd SPSS. Those sboould be used., In addition, appli-
cation programs will be needed. The cost of development of
soitware is very high. There are a aumber oI software packages
availanle from computsr vendors, soitware veadors, scicol districts,
state education agencies and other zgencies. It is recommended
that whenever possible, software should bYe obtained from other
sources rataer than'developed lgeally. It is much la2ss 2xpensive

to obtTain software Izom other sources, and there is a scarcity of

e

technicians who could dew=lov software in CGuam. Also, the develcop-

ment of software takes considerabla time. Applications caz De
implementad much more rapidly if developed software is obtaiaed
Zrom outside sources. Some soiftware is availapls Zor lsase or

purchase from vendors wnils some i1s zwvailabls a3 licttle or 2o cosT
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from other educational agencies. Cost of the soitware, however,
should not be the only consideration. The quzlity of the.soft-
ware including documentation should 2lso be considered as well

2s the cost of implementing sofitware obtained elsewhere on Guanm

DOE's equipment.
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. DPlan ifor Developmen: and Implementation o Guam Departoent

of Education YIS System :

Following are recommended steps to be taken in the develovment
and implementation of a YIS system for Guam DOE. Taken as 2 whole,.
the stT2ps represent a2 plan for YIS develovment and implesmentation.
This should be viswed as i preliminary plan, based on a general
study of Guam MIS needs as well as a study of staff and facilities
available. It should be noted that early steps in the plan involve
al in-depth study of Guam MIS needs. 4s a result of that study,
this plaa should be modifisd appropriately, Even thougﬁ this
plan includes some details involwed in development and implemen-
tation, the general principle and assumption on which this plan
is basad are, at this point, more important than the specific
details, This plan is, in general, based on the following prin-

ciples zad assumptions:

1. The YIS system will be data based orientad with
five primary files - students, personnel, instruc-

tional programs, finance and facilities.

[ \]

. The data files will be used for Both loczal school

and DOE applications and reporting needs.

3. Distributive processing will be usad, with a
small computer at DOE whick will be used independently
and also serve as izgput to znd output fzom the large

DOA computar,
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Technical stafiing (system analysts, Programmers,

etc.) will be the responsibility of DOE,

Developing Or securing application software will

be the Tesponsibility of DOE.

Most application software will be obtained from

outside sources rather than developed by DOE.

It is recommended that the Iollowing steps be taken in the

development and implementation o* 2 Guam DOE'MIS Systemn.

AREA

TARGET
‘ STEDPS DATES

General

13 Assign resnonsibilitz for Completed
development of M1S system. '

Jeff Shafer, Director of
Research, Plapnning and
Evaluation has been assigned
this responsibility,

2. Appoint MIS sSteering committes.
This has been accomplished,
The committee met for the first
time-and the second time 12/11/7%.

3. Development of Guam MIS concepts, Completed
Ereliminagz study of needs, znd
develooment orf nrelimina;z Dlan.,
his has been accomplished and
is documented in the documents
Guam Education Management Infor-
mation System (GEMIS) Concept
Paper, Data Processing Needs of
-Guam DOE, Guam DOE Data Processing-
MIS Alternatives and this document

Plan for Development and Implemen-
tation of Guam DOE MIS System.
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Scheduling

I_l

C)

Secure soitware
screduling.

for schcol

" Target
Ares Stens Dates

¢, Study revision and apoproval 12/17/80-
o MIS plans by tide steerinz. 1/10/80
committee, i

5. Study revision and approval 1/11/80-
of MIS plans by the Guam 1/3%1/80
Director of Education.

6. DPresentation of needs and 2/5/80
plans to DOA.

7. Detailed needs study, design 2/1/80-
0 data bases, detailed 3/31/80
n%anning. -An intense s§u4y
oI study of needs, speciiic
design of data bases iancluding
elements, codes, definitions
and field sizes, and specific
plans for development and
implementation.

8. Apoproval of detailed needs 4/1/80~
study and desizan bv MIS 4/15/80
Steering committee.

9. Apwvroval of detailed needs 4/16/80—-
study and design oy Director 4/30/80
o Guam DOE.

10. Continued operation of IS Continual
steering committaee. The
steering committee will
continue to meet on a regular
basis.

11-14 Annual evaluation and revision 11/1/80-2/1/81
of plans., Annually, the MIS 11/1/81-2/1/82
system will be evaluated and 11/1/82-2/1/83
plans will be revised as 11/1/83/2/1/84
appropriate.

Student

Supsystam

Data Base 13, Design of student data basse. 2/1/30-
Tais 1is Dart o0i sST2D 7 anove. 3731780



Target
Area Steos Dates
17. Develop forms and procedures 3/1/80-
for school scaeduling. 3/31/80
18. Pilot test of school scheduling. 4/1/80~
One nigh school and one junior 2/1/81
high.
19. Evaluation and revision of 5/1/80-
school sciaeduling. 2/15/81
20. Complete implementation of 4/1/81
school scheduling. Scneduling 2/1/82
of a1l Guam secondary schools.
21. Continued overation of school 4/1/81~
scheduling. on
Grade
Reporting 22. Develop forms and vrocedures 5/1/80-
ior grade reporting. 8/1/80
23. Secure software for grade ~5/1/80-
reporting. ©841/80
24 Pilot test of grade reporting. 9/1/80-
Test in an elementary school, 6/15/80
a2 junior high and a high school.
Use the same junior high and
high school that tested scheduling.
25, Evaluation and revision of grade 10/1/80~-
TepOrting. 8/1/81
26, Complete implementarion of erade 9/1/81-
reporting. Run grzde reporting 6/13/82
for all schools.
27. Continued operaticn of crade 9/1/82-
reporting. on
Studsnt . K
Recoreas 28. Develon forms and procedures 1/1/81~-
For complete student record 8/1/81
system.
29, Secure software for complete 2/1/81-
student record SysIam. 8/1/8%
30. Pilot test of student record 9/1/81-
svsTem., <Test 11 one elementary, 6/15/82
one junior high and one high
school. Use the same schools
that tested grade reporting.



Guam special z2ducation students

ineluded ia tke systam.

Target
Area Staps Dates
31, Evaluation and revision of 9/1/81~-
student record system. 8/1/82
32. Complete implementation of 9/1/82~
student record svstem. All 6/15/83
CGuam students part of the
student record system.
33. Continued operation of the 9/1/83
student record system. on
Attendance 34. Design forms and procedures 2/1/82-
for student attendance 8/1/82
system.
35. Secure software for student 3/1/82-
attendance system. 8/1/32
36, Pileot test of student 9/1/382-
attendance system. Test in 6/15/83
one elementary, one junior high
and one high school.
37. Evaluation and revision of 10/1/82-
student attendance sSystem. 3/1/83
38, Complate implamentation of 8/1/83-
student actencance sSysStam. 6/135/84
All Guam students included
in the attsndance systam,
Svecizal '
zducatiocon 39. Design forms and procsdures 2/1/81-~
for special education 8/1/81
system.
40. Secure soiftware for specizal 3/1/81-
education svystam. 8/1/81
41, Pilot tast of specizl =sducation 9/1/81-
svystam. Test in one school. 5/13/82
42, Zvaluation znod revision of 1c/1/31-~
special education svsTem. 3/1/22
43, Complete implamentation oF 9/1/82-
special =sducation sTstam. §/13/83
44, Complste implamentation oFf 9/1/83~
specizl education svsteam., ALl 5/15/84



Target

Area Steps Dates
Title I 435 Design Zorms and orocedures 2/1/81-
ior special education svsten. 8/1/81
458, Secure software for smecial - 3/1/81~
education systam. 8/1/81
47, Pilot test of svecial education 9/1/81-
system. Test in one school. 6/135/82
48. Evaluation and revision of 10/1/81-
special education system. 8/1/82
49, Complete implementation of 9/1/82-
special education svyscem. 6/15/83
30. Complete implementation of 9/1/83~
" special education system. 4ll 6/15/84
Guam special educatiocn students
included in the system.
Other S51. Desiga forms and procedures 2/1/81-
rederal Ior special education svscem. 8/1/81
Programs 2
52. Secure software for special 3/1/81~
education system. 8/1/81
533. Pilot test of special educzaticn 9/1/81~
systam. Tast 10 one school. 6/15/83
54. Evaluation and revision o2 10/1/81~
svecial education svstem. 8/1/82
53. Complete implementation of 9/1/82~
special education svystem. 5/15/83
56. Complete implamentation of 9/1/83~
special education system. All 6/15/84
Guam special education students
included ip the system.
Tastin 37. Design Forms and drocedurss for 2/1/32-
2SSt-Ng .
Testing, 8/1/82
58, Secure software for testiag. 3/1/82-
8/1/82
389, Pilot test of testing system. 9/1/82~
- 6/15/83
60. Evaluation and revision of 10/1/82-

t2sting s7stam,

3/1/83



Target
Arsa Stens Dates
6l. Complete implementation 9/1/83-
O testing system. 6/15/34
Parsonnel 62, DPersonnel data base desigznm. 2/1/80-
Subsystem This 1s part oI step 7 above. 3/31/80
63. DOA implementation of state 8/1/80-
personnel system. 6/1/31
64 Designs of forms and 1/1/31-
procedures for parts of 8/1/81
personnel system not included
in DOA system.
63 Secure software for versonnel 2/1/81~-
system. 8/1/81
66. Pilot test of personnel 9/1/81-
system. 7/1/82
67. Evaluation implementation of 10/1/81-
personnel svstam. 2/1/82
63. Complete operation oI personnel 9/1/82-
SYSTem. 6/30/83
69. Continued coperation of personnel 7/1/83-
system.’ on
tastructio~ 70. Data base design. Part oFf 2/1/80~
121 Programs stens 7 above. 3/31/80
Supsvstam
71L. Design of forms and procedures 4/1/80=-
for instructional programs 8/1/80
subsytem.
72 Secure soifitware for ianstructio- 35/1/30-
nal programs system. 8/1/80
73. Pilot test of instructional 8/1/30-
programs sSystem.
74 Evaluation and revision of 10/1/80-
instructional Drograms sSTsSTem. 3/%1/81%
73 Completa implamentation of 9/1/81-
iasTtructicnal programs svystam. 6/135/82
78. Continued operazion of iastruc- &/1/82-
<ional nDrogram sSvystem. 6/15/33
Finance i Immlementation of D04 VIS thTu



Target

Area Stevs Dates
78. 1Identification of additional 4/1/80~
financial accounting needs,.
79. Design of forms and orocedures 1/1/81-
Ior additional fimancial 8/1/81
accounting.
80. Secure software for additional 2/1/81~
financial accounting. 8/1/831
8lL. DPilot test of fipmancial system. 10/1/81-
9/30/82
82. Evaluation and revision of 11/1/81-
financial system. 9/30/82
83. Complete implementation of 10/1/82-
financial system. SH30ILE3
84. Continued operation of DOE 11/1/83-
financial system. on
85. Continued operation of DO4& 10/1/80~
financial svstem. on
Facilities 86. Design of data base “or . 2/1/80-
Subsystem - facilities subsvstem. 3/31/80
Supplies 87. Design of forms and proce- 12/15/79~-
dures -or SuDDLY orderinz 2/15/80
svstem.
88. Secure software for supuly 1/1/80-
ordering sSystem. 2/28/80
89. Pilot test of supplies ¢/1/80-
system. 8/1/80
90. Evaluation and revision of 5/1/80-
suphlies svystem. 8/31/80
91. Complets implementation of g/1/80-
supplies svsctem 8/31/81
82. Continued operatiocn of suppliss 9/1/81-
grderiag system. oo
Buildings 93. Desizn o? forms arnd crocedures 5/1/81-
for ouilding record svstam, 8/1/8%
93a. Secure software for building 5fl{31-
record svstem. 8/1/81
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' Target

Areg Steps Dates

94 Pilot test of buildine 9/1/81~-
record system, 8/31/82
85, Evaluation and revision 10/1/81-
O building record svstem. 3/31/82
96. Complete implementation $/1/82-
Of building record svstem. 8/31/83
97. Contipued operation of 9/1/83
building record svstem. on

Building 98. Design of forms and 3/1/82-

Maintenance procedurss ror building 8/31/82
maipntenance svstem.

99. Secure software for 6/1/82-~
building maintenance .. . 9/30/82
system.

100 Pilot test of building 10/1/82~-
maintenance svstem. 8/30/83

101 Evaluation and revision 11/1/82-
of building maintenance 9/30/83
systen.

10la. Complete implementation 10/1/83-
©X building maintenance 9/30/84
system.

Zauipment 102 Design forms and crocaedures 2/1/83-"

Iaventory Ior equipment inventory 8/31/83

and and maintenance.

Maintenancs

103. Secure software for- 3/1/83~
edquipment inventorvt and 8/30/83
maintenance system.

104. Pilot tast of equipment 10/1/83-
inventory and maiatenazace 8/30/34

systam.

Yiedia 105. Design Zorms and nrodedurss 3/1/8i=~
Ior media svstem. 7o 7/31/31
iaclude iaventory prianting
catalogs, aad distrisution
control.

106. Secure soitware “or nediz 4/1/821-
systam 8/31/31

107 2ilot tsst of media sTsrtam 2/1/31-

9/15/32



Target
Area teps Dates
108, Evaluate and revise media i0/1/81-~
system. 7/31/82
109. Complete implementation of 9/1/82-
mediz distributiocn svstem. 8/30/83
Computer 110. Use DOA computer. Continuous
Zquipment
111. Install System 3 by 3/1/80
1i2. Use System 3 3/1/80-
10/1/81
113. Order IBM System 34 1/30/80
114 install IBM Svystem 34 10/1/81
115 Installation of additional as
computing equipment(terminals, needed
scanner, eIc.)
Staffing Current: Director of Ressarch,
Planning and Evaluation
Add: Systems Analyst 2/1/80
Programmer 4/1/80
Operator 3/1/80
Programmer 9/1/80
Computer Director 3/1/81
User Coosultant 8/1/81
Training Training will be provided for both clerical

0
th

and professional staff, including
administrators, at each steps involving
pilot testing and implemenzation,

—y

7
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October 1, 1980 - Septamber 30,

DOE computing equipment S 30,000
DOA computing time -
Software purchase and lease 13,000
Personnel 70,000
Consultants 15,000
Forms, supplies, etc. 10,000
TOTAL S 143,000
Qctober 1, 1981 - September 30, 1982

DOE computing equipment $ 30,000
DOA computing time -
Software purchase and lease 25,000
Personnel 102,000
Consultants 18,000
Forms, supplies, etc. 12,000
TOTAL S 187,000
October 1, 1982 - Sentember 30, 19383

DOE computing equipment S 30,000
COA computing time -
Software purchase and lease 20,000
Personnel 102,000
Consultants 15,000
FTorms, supplies, etc. 15,000
TOTAL 3 182,cCC0
October 1, 1883 - Sentamber 30, 1984

DOE computing equipment 3 30,000
DOA computing time -
Soitware purchase and lezse 18,000
Personnel 102,000
Consultants 12,000
Forms, supplies, etc. 15,000

TOTAL

8 177,000

71
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TERRITORY OF GUAN
AGANA, BUAM

Rasoluytion Ya. 30-2

introducad ay:

AUAM ZDUCATIONAL MANAGEMENT
INFGRMATTON SYSTEM

WHEREAS, adycarional decision-makers have many more cutside influence

to cape with and a greatly increased i2moo aof operation that at any Lime

in the past, and

WHEREAS, Federal ragulations, cuideiines and Taws have greatly
increasag the necass3ity of daveloning, maintaining and ganeriting recors

from daza 2ases, and
AHEREAS, the immlementation o an [nformacion 3ystam could:

1. Minimiza the acminiszrative warkload in order 3 allow thesa
srofassional assects o7 aduczrional orograms,

2. Minimiza tne igministrative workioad of Janartment a7 Ifygatien
sersonnel in the orenmaration, compilacion 2ng ¢ompugition a7 cati for
adrrinisTrative desisions and concral,

' 7. Provige 31 data 9asa chat may oe usaa ‘or 2ducational -esaarzn t2
dstarmine currently unknown reiaticnsnios Secwesn aducational achisvement
and ather <actors, and I3 Jravica solig sTatisticai valieity 0 assumed
zausa ang arfvagt ralationshios,

4. Provide data ypon waicn Ture accurate ing detailad Jrojactions
o7 aducational trends c¢an te nade,

3. Provide data uson wnich the various 2lanning ind avaluatian
“uncsions 9f the Jemartment may e sasad, ind

3, Peavide the necassary Jati™sad ‘n tne arocassiag o7 loead,
sagarz] and intarnal recorIing ~gauirements.  The sysIam snould :lso ze
resgonsive I3 2 ardad satagory 37 2eminisTritive neads ind Je assd ccon
-ng =ocumentad Aseas o7 nesa ingividuai icministracive 2and solicy Takars.



WHEREAS, an [nformation 3Systam
and renorting e Jwverall operation
uQW, THEREFZRE, 3E T RESOLYED
the conceat of the Guam Zducatianal

srovides for the research, olanning

sne jucomation oFf the Jesartment’s information caliagticn,

retrieval needs.

creata the 0ffica of Planning, Evaluation and

utiliza

request

8@ i: further respived Inat

funds 1lready approoriatad for Fiscal

addi tional funding for the gperation of the Jf¥ics

can 15315t in alanning, avaluating
af =nr aducatigmal systam on Guam.
-pat the Joard of Zducation sucoorss
uanagement [nformation Systam wnica
and avaluation function as well is
sTorage :nd
she Jirsetor gf Iducatian
Rasaarch and grocaed
fear 1980 and thereatiar

of Planning,

zvaluation and Resaarch wnich w#ill provide for the comoutarization of

3 management inTormation sysTam ar

of tducation.

tye management of the Oepar<ment

JATID chis  Fem  day af
ATTEST:
e e

GIAEALIE 3. SGUGF, ~n.J.
J{rector of Zducation, ACTing

/LR LA

LI

Chairman, Soard of Isucatien
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By:
Ralph™Van Dusseldorp, Ph.D.
WEO Systems, Inc.
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INTRODUCTION

This document was prepared as the product of a study conducted for
the Guam Department of Education (DOE) by Raiph Van Dusseidorp, WEOQ
Systems., A preliminary needs assessment had been made for the Guam
DOE by Ralph Van Dusseldorp in December, 1979. The current study
was conducted from May through July, 1980.

The approach taken in this study was toward the development of an
integrated data base. |t was feit that the key to an effective and efficient
management information system is a well defined data base. Thus, major

effort went to selecting, defining and coding dataz base elements.

Financial accounting for the DOE is aiready pretty well taken care of
by the Department of Administration (DOA) FMS System which runs on the
DOA IBM 370/138 computer. Thus, little of this document is devoted to

financial data. Complete documentation of the FMS System is availabile from
DOA,

The Guam DOE has ordered an |BM System 34 computer which is
scheduled for delivery in the fall of 1980. The DOE has also ordered the
IBM student accounting software which will store student records and run
scheduling, grade reporting and attendance. Complete documentation of
that software, including input and output forms, is inciuded in 1BM manuals
and is not duplicated In this document.

This document consists of the following sections:

Limitations, The limitations of this document are described.

Comments on Guam DOE Data Processing Needs. This section

inciudes a brief description of the procedures for this
study and describes the various data processing needs of
DOE.

Overview of the Guam Management Information System. This

section presents an overview of the planned management
information system.



Data Base ltems. This is the most important section of

the entire document. Presented are jtems to be
included in the data base and, when appropriate,
definitions and codes for those items.

Codes. This section presents the coding systems to
be used for the data base items.

Data Files. included here are file formats for the data
base.

Data Flows. System flow charts for computer applications
are presented.

Input Documents. Input documents for the data base

system are briefly described and illustrated.

Future Considerations. Considerations for continued

development of the Guam DOE MIS System are
discussed.

Appendix. Included in the appendix are interview notes
taken by Jeff Shafer of the Guam DOE and Ralph
Van Dusseldorp of WEQ Systems as well as a revised
copy of the document Part Il, Needs, Alternatives

and Plans for a Management. Information System.




LIMITATIONS

This document is subject to the following limitations:

Little reference is made in this document to financial
accounting data. Financial accounting is provided by
the Guam Department of Administration through the
FMS System., FMS appears to be an excailent system
with the potential for fuifilling the financial information
needs of the DOE. Compiete documentation of that
system, including data elements, definitions and file
structures, is available from the Department of
Administration,

DOE pians to use an IBM System 34 co}ﬁputer to operate
its management information system. The file structures
presented in this document are based on sound, data
base principles but do not completely take into account
unique features of the System 34,

DOE plans to use the IBM software for student accounting,
including basic .student records, scheduling, grade
reporting and attendance accounting. Complete information
on that software was not available to the author of this
document at the time this study was made. Thus, some
modifications of the data base presented in this document
may have to be made in order to make it compatible with
the I1BM student accounting software, Complete
documentation of that software is availabie from [BM.

DOE may use a document scanner for computer input for
some applications. [f so, revisions will need to be made

in a number of input documents so they can be scanned.

The data base presented in this document includes the
most essential data elements and files. Temporary work
files are not included nor are data elements or files that
will be used for specific unique applications but will not
have general use.



This document is based on information gathered
through interviews as well as examination of
documents. Preliminary drafts of some sections
were reviewed by selected DOE personnel and
the data processing advisory committee. It is
assumed that the interviewees and reviewers
reflected the needs and wishes of DOE.

The definitions and coding systems presented in

this document reflect those currently used by the
various DOE departments and schools. In some

cases definitions and coding systems varied among

the departments and schools, When that was the

case, an attempt was made to provide for uniformity,
However, some of the definitions and coding systems
still need to be studied and revised by DOE personnel.
An example of needed revision is the list of courses

in the instructional program accounting system. That
list is a combination of the courses offerad by
individual schools. [t appears that the same course

is being offered in different schoois under different
names. That list needs revision to eliminate duplication
and inconsistency.



COMMENTS ON GUAM DOE DATA PROCESSING NEEDS

A preliminary investigation of Guam DOE data processing needs was
conducted during December, 1979. The resuits of that investigation
were reported in the document Part Il Needs, Alternatives and Plans

For a Mamagement Information System. During May, 1980 a more

intensive study of Guam DOE data processing needs was conducted.
That study involved interviews with personnel from the following
areas:

Director of Education

Deputy Superintendent

Research, Planning & Evaluation

Elementary Education

Secondary Education

" Special Education

Personnei

Federal Programs

Financial Affairs

Curriculum & Instruction

Pupil Personnel

Buildings and Grounds

Learning Resources Center

George Washington High School

John F. Kennedy High School

Dededo Junior High

A. Johnston Junior High

F.B. Leon Guerrero Eiehentary

Yigo Elementary

DOA FMS System

In addition a number of forms, reports and other documents were

examined.

The needs study conducted in May revealed needs for specific applications
and data base items. However, the general needs revealed through the
intensive study in May varied little from the needs revealed through the

preliminary study in December. There are two exceptions, however.



First, it appears that the attendance accounting application is of a
higher priority than was indicated in the original study. I[n the
original study, attendance accounting was given a low priority. As
a result of the latest study, it appears that attendance accounting
should be a medium priority. Second, a need for computer use to
monitor power usage in schoois was revealed through the second
study. That application should have medium priority.

Notes from the May interviews are included as an appendix to this
document. Included are notes taken by both Ralph Van Dusseldorp,
Director of the Needs Study, and Jeff Shafer, Data Systems Consulitant
for the Guam DOE. GCeneral comments based on the interviews and study
of various documents follow.

Financial Accounting

It appears that FMS is a good system and can work well. The system
does not appear to be well understood nor well usad. Users do not
appear to know what it will do, what reports it will produce, and how

best to use it.

Little orientation to the system was provided for users outside the

Business Office.

For some reason administrators are not receiving monthly financial reports
on a regular basis. Most principals reported receiving just 2 this year.

Balancing between school records and FMS records is a problem. In some
cases that may be because departments are not informed of price changes.
It may also be because of delay in entering Purchase Orders and changes.

It is difficult to reconcile school records with Business Office (FMS) records
since the schools deal with requisitions and requisition numbers while the
Business Office (FMS) deais with Purchase Orders and Purchase Order
numbers. Each department (elementary, secondary, maintenance, etc.)

has an accountant in the Business Office. Effectiveness of the accounting
operation for the departments seems to depend largely on the ability and

cooperation of the assigned accountant.



The FMS System uses a somewhat different coding system to identify
schools than does DOE. The FMS system aiso uses different account
breakdowns than are used for the National Center for Education Statistics
Common Core of Data reports. This makes it quite difficult to produce
figures for those reports. The fact that FMS can work and can be
effective, however, is evidenced by the fact that it works well for the
Maintenance Division.

1. to provide inservice training on the FMS system for users

2. to produce reports (such as monthly financial statements) on
a regular basis and distribute those reports.

3. to incorporate requisition numbers in financial reports so
those reports are easier for principals to use.

k. to study ways the FMS system can best serve users. Find
out what the system can do, what reports can be produced,
etc.

5. to develop a manual for accounting procedures for the
schools. This wouid include forms such as requisition
logs, recording and processing procedures, procedures
for balancing their records against FMS reports, procedures
for checking on the status of requisitions and purchasa
orders, etc.

6. to devise a system to make it easier to produce the Common
Core of Data reports from the information available from
FMS '

There does not appear to be any need to include financial data in the
DOE data base since that is already taken care of in the F IS system.
Exceptions may be things like school cafeteria accounting but perhaps
that could also be part of the FMS system.



Property Accounting

Inventog

This is not well done currently. When an item of property is received

it is numbered and logged. Three digits of the property number designate
the school or other building to which it is assigned. The Business Office
keeps a card file of property records. That file is probably not very
accurate. Annuaily, each school is required to submit a property
inventory. This is done in various ways. |n some schools, clerks and/or
administrators go around the building every year and record all property.
In others, the inventory is taken by department. In at feast one school,
a card file of property is kept and updated as changes are made. The
annual inventory is then done by copying data from that card file. The
inventory reports are filed in the Business Office. There is no evidence
that anyone ever uses the school inventories or checks them against the
Business Office records.

DOA is in the process of developing a computerized inventory system.

Buildings and Sites

There is no evidence that building and site records are kept, except for

some records in the maintenance department.

Maintenance

Maintenance labor is charged to individual schools and goes into the

FMS system. Thus, information on maintenance labor cost per building

is available. However, materials used in maintenance are not charged

by building so that cost is not available on a building basis, nor is
contracted maintenance. There are plans to include materials used in
maintenance on a school by schooi level to be included in the FMS system
in the future. In general, the FMS system serves maintenance quite well.
Some additional coding is needed but it appears that that can be done.
For example, there is a need to designate type of craft (carpenter,
plumber, etc.), and a need to code buildings other than schools (such

as the LRC). For the benefit of the overall system, the FMS system should
use the same school code numbers that DOE uses.



Power

Even though electric bills are not paid directly by DOE, maintenance
monitors power usage. This is done manually and is a tedious clericai
task.’

Textbook Inventory and Control

The Guam school system spends a very large amount of money each

year for textbooks. There is currently no system for inventory and
control of textbooks. It appears that some money spent for texts is
wasted since some schools have surplus texts while other schools are
purchasing additional copies of the same texts.

Suggestions

1. Something should be done about inventory.
Alternatives:
a. forget about it since there seems
to be little concern about accuracy,
controel or use.
b. assume it will be done by DOA
c. use the DOE computer.
It is suggested that first it be determined if DOA is
really going to do inventory and, if so, if that system
will provide for DOE and school needs. |If not, a
system should be developed using the DOE computer.
There is probably good software available for inventory.
Even if it had to be developed, it would be fairly easy.

2. building and site records should be developed and made
part of the DOE data basa.

3. maintenance seems to be well taken care of through the DOA
system. A useful DOE application would be preventive
maintenance scheduling.
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4, a DOE system for storing and processing power usage data
should be developed. This would be fairly easy system to
develop.

5. a computer system for textbook inventory and control
should be developed. This wouid also be a fairly easy
system to develop.
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Staff Accounting

Payroll cards are kept in individual schools and departments. Payroll
is processad by DOA.

The Personnei Office has a file. of personnel records.

Each school also has personnel records.

Problems
1. All employee time must be accounted for and recorded
daily. There is no exception reporting.

2. The records in the personnel office are Inot completely
accurate. They do not aiways reflect changes in
assignment.

3. The records in the personnel office are all manuai. -When
studies are made, the data must be manually tabulated
from the records.

4. Records on former employees do not seem to be kept in
a8 consistent manner. Thus, verification of
past employment is difficult.

Suggestions

1. Record employee time on an exception basis.

2. Develop a DOE computer system for staff accounting.
The DOE system would not include payroll which is
done by DOA. The DOE system would include certification
and assignment. Certification data would be entered into
the computer and the computer would print the certificate.
Assignment data would also be entered into the computer.
Thus a data base of staff information would be established.
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The computer could be used to match assignments against
certificates, flag expired certificates, and to run various
analyses. Perhaps it would be sufficient to include just
certificated personnel rather than all employees in the
system. The same ID number should be used on
personnel as is used in the payroll system so that data
in the personnel system can be related to data in the
payroil system when appropriate.

Student Accounting

This is the area of the greatest need and highest priority for computerization.
Currently, all student accounting is done manually.l Some forms and
procedures are standardized while others vary from school to school. When
forms are standardized, it does not appear that all schools always use

those forms. Also, the forms have not been designed with data processing

in mind so some may have to be revised when data processing is implemented.
Discussion of specific applications follows.

Student Registration {Enrollment)

A variety of forms are used tc collect basic student information each year.
Also, different information is recorded by different schools. The data
coilected and the forms need to be standardized. These student records
should be computerized. Initial data should be entered when a student
enters a Guam school and updated as changes occur. Several methods
could be used. One method would be to input data from the registration
form into the computer system but continue to keep the original registration
form as the basic record in the school. Then, as changes occur, those
changes would be input to the computer. A second method would be to
have the computer print the registration information periodically and send
the printed forms to the schools. When a change occured, the change wouid
be marked on the form and input into the computer. The computer wouid
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then produce an updated form. A third method would be,to eliminate
the paper files of student registration forms and to rely entirely on the
computer files. This would require a terminal in each school. Whichever
method is used, the computer should aiways have up-to-date information
on ail students and should be able to produce various statistical reports
and analyses.

Schedul ing

This, of course, applies to the secondary schools only. The secondary
schools currently uses different methods of scheduling. All have pre-
registration and build master schedules. One high school then uses arena
scheduling of students into classes. In other schools the students are
scheduled into classes by school staff during the summer. Student
schedules and class lists are then typed. It is suggested that secondary
school scheduling be one of the earliest applications implemented on a
computer system.,

Grade Reporting

There are not standard procedures nor forms for grade reporting. Those
need to be developed. GCrade reporting-is a more different problem at

the secondary school level than at the eiementary level. Because of
departmentalization, students taking different courses, and the need to
record secondary student grades in the cumulative and permanent records,
it is more effective to do secondary grade reporting by computer than
elementary. They will be discussed separately. i

1. Secondaﬂ

It is assumed that before grade reporting is done by
computer, the school is scheduled by computer. Thus,

the computer will have a record of students, courses

and teachers. A suggested method of doing secondary
grade reporting would be to have the computer print

class lists near the end of the grading period, either on

a document scanner form (if a document scanner is available)
or on a plain form. These would be distributed to the
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teachers, one list per class, and the teacher would
record the grades. The grades would either be read
by a scanner or be key entered intoc the computer.

The computer would then print report cards and class
grade lists. At the end of the year the computer would
compute GPA's, class ranks, etc. and would produce

gummed labels for affixing to the cumulative records.

2. Elementary

At the elementary level the computer would print class
lists for each classroom teacher and each special teacher
(physical education, music, etc.} at the end of each
reporting period. The teachers would record grades on
these lists and the recorded grades would be read by

a document scanner or key entered. The computer
would then print report cards.

Attendance

At both the elementary and secondary level, attendance is on a full day
basis. That is, a student is either recorded as present all day or

absent all day. Part day attendance is counted as a full day. The

general procedure is for teachers to take attendance first thing in

the morning. At the elementary level, attendance recording is the
responsibility of the classroom teacher. At the secondary level, attendance
is taken by the homercom or first period teacher. Reports of absences

are sent to the office where alphabetized lists of absent students are typed.
Those lists are then distributed to ail teachers. After the lists are
distributed, teachers record the names of students who are absent but

who do not appear on the absence list.

If a student is absent excessively, an attendance officer from the Pupil

Personnei Office contacts the parents.

Attendance is aiso recorded on individual student attendance cards and

summary figures are entered on report cards and cumulative records.
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It is suggested that attendance accounting, at least at the secondary
level, be done by computer. If the homeroom/first period absence
reports were entered into a computer system, the computer could quickly
produce alph.abetized lists of absentees for distribution to teachers. The
computer could also be used to generate notices of excess absences to
parents, counselors and attendance officers. At the end of reporting
periods the computer could generate summary attendance statistics.

Instructional Program Accounting

In general, there appears to be little need for computer storage and
processing of instructional program information. For scheduling and
grade reporting, a file of course names and codes should be maintained.

However, there is a need for computer utilization in the media center.

The media center produces catalogs of available instructional materiais
(films, film strips, etc.) Those materials are distributed to schools in
response.to teacher requests. A computer would be used to print catalogs,
to help control distribution, and to generate various use statistics. A
computer could also be used to produce a catalog of curriculum library
materials and to assist in distribution of those materials. Finally, a
computer could be used to store information about all instructjonal

materials in the schools.
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OVERVIEW OF THE GUAM MANAGEMENT INFORMATION SYSTEM

The primary functions of the Guam DOE computer management information
system (MIS) are to process data and to provide management reports. A
data base approach was taken In the design of the MIS. This approach
involves the establishment of major files, or data bases, and operating
applications from those files. A data base appreach avoids dupiicate data
storage, insures consistency of data among applications and departments,
and provides for relating data among areas through linkages built into
the files.

The data base will consist of five major files:
® Pupils
¢ Personnel
° Instructional Programs
° Finance

9 Facilities

In addition, temporary work files will be used for some applications when
the data to be stored is of a temporary nature or is important to only one
application, not to the overall operation of the MIS. If one computer
application developed, for exampie, is the scheduling of delivery of
instructional materials to schools, that data would be stored in a separate
file since it is of a temporary nature and is not an essential part of the
overail MIS.

For convenience and efficiency codes will frequently be used for data
elements. For example, in student files, code numbers will be used for
residential areas. However, in order for reports to be most readable,

the name rather than the number of the residential area will frequently

be printed. In order to be able to print names rather than code numbers,
tables relating codes to names will be established.

When applications are run, one or more of the data base files will be used
as appropriate. For example, when student report cards are run, student
name and grades wiill come from the student file while course names will
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come from the instructional program file and teacher names will come from
the personnel file.

For the purpose of analysis, it will often be useful to relate data among
the various files. For example, if one wished to caicuiate the current
square feet per student ratic for each school, one would need to use
data from both the student and property files. Numbers of students
would come from the student file. Square footage wouid come from the
property file. Those files are linked since the student records indicate
the building and rooms to which each student is assigned.

The computier application programs listed below are currently planned.
Each application is further described in the document Part |l Neeads,

Alternatives and Plans for a Management Information System. That

document also includes a schedule for development, testing and
implementation of each application.
Stucient records
Secondary school scheduling
Grade repor"ting'
Special education student records
Attendance accounting
Title 1 student records
Special records for students in other
federal programs
Test scoring
Statistical reports
Personne! records
Instructional 'program records
Building inventory
Building maintenance
Equipment inventory and maintenance
Power usage control
Media control
Supplf ordering
Textbook inventory and control



Note that two applications normaily included in an
educational management information system, financial
accounting and payroll, are not inciuded in the list
of planned applications. Those applications are
currently performed by Guam Department of
Administration. Linkages have been designed,
however, so that data from the other files can

be related to data from the finance and payroll
files.

18
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DATA BASE ITEMS

Following are suggested data base items for four areas of
educational accounting - Students, Personnel, Instructional Programs
and Property. Each item is coded with a "C" or "L" in front of the
item name. Items coded "C" will be part of the computer data base.
Items coded "L" will not be part of the computer data base but may
be kept locally. Definitions and lists of codes accompany the items,
when appropriate. When a list of codes is particulariy lengthy,
only part of the list is included in this section. Completae lists are
included in the codes section of this document.
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STUDENT DATA

(C) Legal Name The full legal name of the student including last name,
first name, middle name and any appendage such as Jr. or 11l
33 characters
16 last and appendage
10 first
7 middle

(L} Any Other Name Any name, other than the legal name, by which

the student is known.

(C) Student Number The number assigned by the school system for

identification and recordkeeping purposes. A six digit number
will be used. The first two digits will be the code for the first
Guam public school entered by the student. The last four digits
will be assigned in sequence. Thus, the first student assigned
3 number by Inarajan Elementary School will have the number
190001, the second 190002, etc. A student will always keep the
assigned number and will not be assigned a new number when
transferring from one Guam school to another.

6 characters '

XAKRXXK
(C) Sex 1 character
1 male

2 female

(<) Racial /Ethnic_Group The student's general racial or ethnic heritage.

2 characters
01 Chamorro
02 Filipino
03 Micronesian
o4t Northern Marianas
g5 Other Pacific |slander
06 Chinese



07
08
a9
10
11
12
13
14
15

Japanese
Kaorean
Vietnamese
Other Asian
American Indian
Black

Hispanic

White Caucasian
Other

(C) Language Spoken by Parents at Home

2 characters

01
02
03
04
05
06
07
08
09
10
11
12

Cantonese
Chamorro
English
llocano
Japanese
Korean
Mandarin
Tagalog
Trust Territory
Vietnamese
Visayan
Other

(C) Language Spoken by Student at Home

2 characters

01
02
03
o4
05
06
07
08
09
10
11
12

Cantonese
Chamoerro
English
locano
Japanese
Korean
Mandarin
Tagaiog
Trust Territory
Vietnamese
Visayan
Other

21
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(C) Date of Birth The month, day and year of the student's birth.
6 characters
MM DD YY

(L) Evidence Verifying Date of Birth The type of evidence by which
the student's date of birth is verified.
' 1 character
1 Birth certificate

Hospital certificate

Physician certificate

Baptismal or church certificate
Parent's affidavit

Entry in family bible

Passport )
Previously verified school record
Other

w e~ ohn FEWN

{C) Citizenship Status The U.S. citizenship status of the student.
1 character
1 U.S. Citizen
2 Resident Alien (6th preference or green card)
3 |-20 Student

4 Non-resident Alien

(C) Responsible Adult Name of adult to whom official school notices

are to be sent.
33 characters
16 last
10 first
7 middle

(C) Relationship of Responsible Adult to Student
1 character
1 father

2 mother

3 guardian
4 other
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(C) Mailing Address of Responsible Adult

35 characters

15 P.O. Box or Street Address
15 Village/City

5 Zip Code

{C) Home Telephone Number of Responsible Adult

7 characters

AXXXXXX

(C) Work Telephone Number

of Responsible Adult
7 characters

XXXXXXX

(C) Address of Student

30 characters

15 Streeat Address
15 Vi!lage.l'City

(C) Residential/Village area in_which student lives

3 characters
001 Adelup

002 Afame, Sinajana

-
-

143 Y-Pao Pao

(L) Person(s) to be Notified in Case of Emergency The name

. relationship,
address and telephone number(s) of individual[s) designated as
person(s) to be notified in Case of emergency.

(C) First Entry Date

The date of the student's first entry into the Guam
public school Ssystem. '

6 characters
MM DD vvY
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(C) Current Entry Date The date on which a student enters a school

during the current year.
6 characters
MM DD YY

(C) Type of Entry

1 character

Entry
1 Original Entry - A student who for the first
time during the current schoal year enters

any public or private school anywhere.

At the beginning of the school year, ail
students are original entries. After the
beginning of school, the only original

entiries are those students who have not
enrolled in another school during the current
year. All incoming students who have had

enrolled in another school are re-entries.

Re-Entry
2 Re-entry from another public_school in Guam -

A student received from another Guam public
school which he or she entered eariier in the

current school year.

For example, if 3 student begins the school
year in Agat Elementary then transfers to
Yigo Elementary the student is a (2) when
entering Yigo. However, if that student
enroiled in a Guam private school between
the time of withdrawing from Agat and
entering Yigo, the student wouid be a (3)
upon entry into Yigo. As another exampie,
if a student withdrew from Agat Elementary
during the school year, attended a school in

California for a while, then entered Yigo
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Elementary, that student would be a (4),
Only students who transfer directly from

another Guam public school are (2)'s.

3 Re-entry from a non-public school in Guam -

A student received from a non-public school
in Guam which he or she entered earlier in
the school year. Thus, a student who first
enrolls in St. Johns Elementary then transfers
to Price Elementary, is a (3) re-entry for
Price Elementary.

4 Re-entry from a school outside Guam - A student

received from a school outside Guam which he
or she entered earlier in the school year.
Thus, a student who begins the school year
in a school in Hawaii, then transfers to
Andersen Elementary, would be a (4) re-entry
for Andersen.

5 Re-entry to a Guam Public School after Withdrawal

or Expuision - A student who returns to the Guam

Public School system after withdrawai or
expulsion from a CGuam Public School. Thus,

a student who begins the year in Johnston
Junior High, transfers to a school outside Guam
or a private Guam school, then enters Dededo
Junior High, is a (5) re-entry for Dededo.

(C) School From Which Received The school last attended before the

current one.

If 2 public or private school in Guam, the code for that school
will be entered:
2 characters
00 if first school 51 Academy
10 Adelup 52 Bishop Baumgartner

09 Voc. Tech, Sr. 99 Off-island



{C) School Entered The code for the school in which the student is

currently enrolled.
2 characters
10 Adelup
11 Agana Heights

08 S. Sanchez IJr.
09 Voc. Tech. Sr,

(C) Standardized test(s) taken Code number for test.

2 characters
XX

(C) Test date(s} Date test was taken.
6 characters
MM DD YY

(C) Test part Identification of subtest.
10 characters
AXAXKXKXXXX

(C) Test score(s} Student's score on test(s).

3 characters
XXX

(C) Type of score(s) The type of score recorded (e.g., percentile

rank, grade equivalent, etc.)
1 character

1 grade equivalent
2 percentiie rank
3 stanine
4 NCE
5 raw score
6 standard score
9 other

26



(C) Transportation Status Indication of whether the student is

transported to school by bus.
1 character
0 no
1 yes

(C) Federal Status of Parents
Part |

2 characters
01 Navy military
02 Navy civilian employee
03 Air Force military
04 Air Force civilian employee
05 Army military
06 Army civilian employee
07 Coast Guard military
08 Coast Cuard civilian employee
09 Marine military
10 Marine civilian employee
11 Other federal
1% Not federally connected

Part |1l Parent:
1 character
1 Lives on federal property
2 Works on federal property
3 Lives and works on federal property
4 None of the above

(C) Head Start Status
1 character ME
0 Student not in Head Start
1 Student in Head Start

(C) Special Education Status

1 character

0 Student not in Special Education
1 Student in Special Education

27
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(C) Title | Status
1 character
0 Student not in Title |
1 Student in Titie |

(C) Bilingual/Bicultural Status
1 character
0 Student not in Bilingual/Bicultural Program
1 Student in Bilingual/Bicultural Program

(C) Grade The current grade |level of the student.
2 characters
14 Prekindergarten
15 Kindergarten
01 First grade

12 Twelfth grade
20 Unassigned grade level

(C) Coursas The code number for each class or course to which the
student is assigned. See Instructional Program for list of codes.
3 characters

XXX

(C) Teachers The code number for the teacher responsible for each
course or class to which the student is assigned. Same code
number as for staff accounting.

9 characters

XXAXXXXX X

{C) Room Numbers The code number for each room the student is

assigned for each course or class. Same code number as for
property accounting.
3 characters

XXX



(<)

{C)

(C)

(<}

(C)

(C)

(<)
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Period The period number of each course or class to which the
student is assigned. =
2 characters
XX

Grades Received The grade received for each course or class
taken.

1 character
x

Counselor The code number of the counselor to whom the student

is assigned. Same code number as for staff accounting.
9 characters

KAAXAXKXXX

Homeroom Teacher The code number of the homeroom or first period

teacher to whom the student is assigned. Same code number as
for staff accounting.
9 characters
XXXXXX XXX

Days Absent Days on which the student was absent from schoot.
180 characters (1 character per day)
0 absent
1 present

Date of Withdrawal The date on which the student is withdrawn
(transfer, dropout, graduated, expelled)

6 characters
MM DD YY

-
-)

Type of Withdrawali

2 characters

Transfers - A student who leaves one school and
enters another school is a "transfer”. Each
student who transfers from one school to
another during the school year is identified
with designation below.
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11 Transferred to another public school in Guam
12 Transferred to a non-public school in Guam
13 Transferred to Guam Vocational High School
14 Committed to a correctionai institution

15 Moved from Guam, military dependent"

16 Moved from Guam, civilian dependent

Completion of School Work
21 Graduated from high school - The student has
completed the necessary work to meet graduation
requirements and is no longer in attendance

Expulsion
31 Expelled - the student has been expéiled from school

Decessed
41 Deceased - the student is deceased

Dropout -~ The student is no longer enroiled in any schooi

51 Voluntary withdrawal due to inability to adjust
to school

52 Marriage

53 Probable employment

54 Verified employment

55 Needed at home

56 Pregnancy (without doctor's certification)
57 Pregnancy (with doctor's certification)

58 Other physical/medical reason {with doctor's
certification)

59 Other physical /medical reason (without doctor's
certification)

Unknown
UL LS A (]

70 Unknown - the whereabouts of the student is
unknown



PERSONNEL DATA

(C) Name The full legal name of the staff member including last

name, first name, middle name, and any appendage such
as Jr. or Ill.

33 characters
16 last and appendage
10 first
7 middle

(C) Social security number

9 characters

XXXXXXXXX

(C) Sex
1 character
1 male

2 female

(C) Racial/Ethnic background The staff member's general racial
or ethnic heritage.

2 characters
01 Chamarro
02 Filipino
03 Micronesian
04 Northern Marianas
05 Other Pacific Isiander
06 Chinese
07 Japanese
08 Korean

09 Vietnamese
10 Other Asian

11 American Indian
12 Black

13 Hispanic

14 White Caucasian
15 Other
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(C) Date of Birth
6 characters
MM BD YY

(C) Citizenship status

1 character
1 U.S5. Citizen
2 Resident Alien (6th preference or green card)
4 Non-Resident Alien

{C) Home Address
35 characters
15 P.O. Box or Street Address
15 Village/City
5 Zip Code

(C) Home Telephone Number

7 characters

XAAXXXXKX

(L) Person to be notified in case of emergency

57 characters
20 name
30 address

7 phone number

{(C) Highest degree or certificate earned

1 character

0 none

1 GED

2 high school diploma

3 technicai certificate

4 associate- degree

S bachelor's degree

6 professional degree

7 intermediate degree (Ed.S.)
8 doctorate



{C) Name and place of educational institution at which highest degree
was earned

35 characters
15 name of institution
15 city
2 state (use U.S. state codes)
3 country code (from USOE handbook)

(C) Date highest degree awarded

4 characters
MM YY

(C) Credit earned beyond highest degree The semester hours of

credit earned beyond the highest degree. Quarter hours
should be converted to semester hours by multiplying by
2/3.
3 characters
XXX

(L) Other educational institutions attended Name and place, degree

earned and date dedree earned of each educational institution
attended.

{C) Certificate held
2 charactars

00 none

01 elementary

02 secondary

03 vocationat

04 special education

05 school librarian

06 school health counselor
07 guidance and counseling
08 school psychoiogist

09 administration and supervision
10 school program consultant
11 schoaol f:sychometrist

99 other
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(C) Type of certificate

1 character

. 1 emergency
2 provisional
3 standard
4 professional I
5 professional Il

6 professional 1]

(C) Year of expiration Last two digits of the year certificate expires.

2 characters

XX

(C) History requirement fulfilled Indication of whether the requirement
for study of the history or culture of Guam is fulfilled.
1 character

¢ no
1 yes

(C) Authorized teaching fields Subject areas the staff member is approved
to teach.

2 characters
10 Art
15 Agriculture
20 Business
21 Typing
22 Business Math
23 Shorthand
25 Driver Education
30 Foreign Language
31 French
32 Japanese
33 Spanish
35 Health £ Physical Education
40 Homemaking
85 Industrial Arts
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50 Language Arts
51 English
52 Speech
53 Journalism
54 Literature
55 Drama
56 Reading
57 TESOL
60 Mathematics
65 Music
70 Science
71 General Science
80 Social Studies
81 Worid History :
82 Modern or Contemporary problems
83 Psychology
84 Geography
85 Civics

86 American Government

(L) Prior experience Work experience prior to employment by the Guam
DOE.

(L) Experience with Guam DOE prior to current assignment Work experience

for the Guam DOE prior to current assignment.

(C) Job Classification The Guam position code for the current work
assignment,

4 characters
2107 Accountant |

9606 Welder Supervisor
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(C) School/department assignment The school or depariment to which the

staff member is currently assigned.
2 characters
10 Adelup
11 Agana Heights
etc.

(C) Subject matter areas The subject matter areas the staff member is

currently assigned to teach. Same codes as authorized teaching

fields above.
2 characters
10 Art
15 Agriculture
20 Business
21 Typing
22 Business Math
23 Shorthand
25 Driver Education
30 Foreign Language
31 French
32 Japanese
33 Spanish
35 Health & Physical Education
40 Homemaking
45 Industrial Arts
50 Language Arts
51 English
52 Speech
53 Journalism
54 Literature
55 Drama
56 Reading
57 TESOL
60 Mathematics
65 Music
70 Science

71 General Science



80 Social Studies
81 Worid History )
82 Modern or Contemporary problems
83 Psychology
84 Geography
85 Civics

86 American Covernment
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INSTRUCTIONAL PROGRAM DATA

The instructional program file will include the names

and code numbers for all courses taught in Guam

elementary, junior and senior high schoois. A

four digit number is used to designate each course.

Elementa ry

0100
0200
0300

0400
0500
0600
0704
0800

Art

Health
Language Arts
0310 Language
0320 Penmanship
0340 Reading
0350 Spelling
Math

Music

Physical
Science

Social Studies

Secondary

Agriculture

1000

Art

1100
1105
1110
1115
1120
1125
1130
1135
1140
1145

- - e

Agriculture |

Art 7

Art 8

Art |

Art 11

Art 11l

Acrvylic Painting
Basic Design
Ceramics
Drawing

Printmaking /woodcut

=*q9., PN+ s
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Business

1200 Accounting |

1204 Accounting [}

1208 Business English

1212 Business Law

1216 Business Math

1220 Business Methods

1228 Business Machines

1228 Calculating Machines

1232 Clerical Office Practice

1236 Counsumer Affairs

1280 Duplicating Machines

1244 Filing

1248 General Business

1252 Human Relations in Business

1256 Introduction to Business

1260 Money Management

1264 Office Aide

1268 Recordkeeping

1272 Shorthand |

1276 Shorthand I

1280 Typing |

1284 Typing 11

1288 Typing, Clerical

1292 Typing, Production

1296 Typing, Refresher
Typing, Reports/Manuscripts

Chamorro Language
1300 Chamorro

Distributive Education
1400 Distributive Education

English Language Arts

1500 Language Arts 7

1503 Language Arts 8

1506 Language Arts 9
Bilinguai Language Arts
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1512
1515
1518
1521
1524
1527
1530
1533
1536
1539
1542
1545
1548
1551
1554
1557
1560
1563
1566
1569
1572
1575
1578
1581
1584
1587

CTP Language Arts
English 10A

English 10B

English 11

English 12

Basic Writing
Developmental Reading
Drama _
Ethnic/Africa Literature
Grammar

Individualized Reading
Journalism

Library Service |
Library Service 11
Literature of the Sea
Newspaper

Newspaper Use/Mass Media
Oral Interpretation
Philosophy in Literature
Reading Lab

Reading Seminar
Shakespeare

Speech

TESOL

Words /Words

Y earbook

Foreign Languages

1600
1601
1625
1626
1627
1630
1650
1651

French |

French il

Japanese |

Japanese [!
Japanese [l
Japanese Caligrophy
Spanish |

Spanish 1|
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Home Economics

" 1700
1704
1708
1712
1716
1720
1724
1728
1732
1736
1740
1744
1748
1752
1756
1760
1764
1768
1772
1776
1780
1784
1788
1792
1796

Home Economics 7
Home Economics 8
Home Economics |
Chamorro Cooking
Child Development
Clothing

Cooking Tools
Custom Clothing
Family Relations
First Aid

Foods

Foods From Animals
Foods From Plants
Health & Hygiene
Home and Interior
Home Crafts

Home Nursing
Home‘Skills

Human Sexuality
Nursing Assistant |
Nursing Assistant ||
Nutrition

Personai Adjustment
Sewing |

Sewing |11

Industrial Arts

1800
1805
1810
1815
1820
1825
18320
1835
1840
1845
1850

Industrial Arts 7
Industrial Arts 8
Industrial Arts |

Architectural Drawing

Drafting |
Drafting |1
Mechanical Drawing
Metais |

Metais i1
Woodworking |
Woodworking |1

3



Mathematics

1900 Math 7

1905 Math 8

1910 General Math

1915 Algebra A/B

1920 Aigebra |

1925 Algebra Il

1930 Analytic Geometry
1935 Banking/Investing
1940 Budget/Insurance
1945 Career Math

1950 Computer Science
1955 Elementary Functions
1960 Geometry !

1965 Geometry 11

1970 Taxes

1975 Trigonometry

Music

2000 Band, Beginning
2005 Band, intermediate
2010 Band, Advanced
2015 Band, Concert
2020 Band, Stage

2025 "Chorus, Beginning
2030 Chorus, Intermediate
2035 Chorus, Advanced
2040 General Music

2045 Music Symbols

Physical Education

2100 Physical Education 7

2103 Physical Education 8

2106 Physical Education 9

2108 GTP Physical Education
2112 Adaptive Physical Education
2115 Aercbics (Beginning}

2118 Aerobics (intermediate)

2121 Aerobics Dance



2124 Aikida (Beginning)

2127 Aikido (Intermediate)

2130 Archery (Beginning)

2133 Archery (Intermediate)

2136 Badminton/Table Tennis

2139 Basketball (Beginning)

2142 Basketball (Intermediate)

2145 Bicycling

2148 Bowling

2151 Bowling (Intermediate)

2154 Boxing

2157 Creative Dance (Beginning)

2160 Creative Dance (Intermediate)

2163 Fencing

2166 Field Hockey

2169 Fitness and Conditioning

2172 Flag Football

2175 Flag Football/Speedball

2178 Football Officiating

2181 Folk and Square Dancing (Beginning
2184 Folk and Square Dancing (Intermediate)
2187 Football

2190 Golf

2193 Gymnastics

27196 Gymnastics (Intermediate)

2199 Gymnastics {Advanced)

2202 Handball /Shuffleboard

2205 Handball /Racketball

2208 Health

2211 Hiking and Survival Fitness

2214 Horseback Riding

2217 Intramural Planning

2220 Island Dance

2223 lIsland Dancs (Intermediate)

2226 Judo

2229 Physical Conditioning

2232 Physical Education for Elementary
2235 Rackethall/Recreation Games (Beginning)
2238 Racketball /Recreation Games (Intermediate)



2241
2244
2247
2250
2253
2256
2259
2262
2265
2268
2271
2274
2277
2280
2283
2286
2289

2292.

2295
2298
2301
2304
2307
2310
2313
2316
2319
2322
2325
23238
2331
2334
2337
2340
2343
2346
2349

Recreational Games

Rhythms

Soccer (Beginning)

Soccer (Intermediate)
Soccer (Advance)

Soccer Officiating

Sccial Dance {Beginning)
Social Dance (Intermediate)
Softhail (Beginning)

Softball (Intermediate)
Speedball

Sports Facilities

Swimming (Non)

Swimming {Beginning)
Swimming (Intermediate)
Swimming {(Advance)
Synchronized Swimming
Tennis (Beginning)

Tennis (Intermediate

Tennis (Advanced)

Track and Field {Beginning)
Track and Field ([Intermediate}
Theory of Physical Education
Tumbling (Beginning)
Tumbling (Intermediate)
Volleyball (Beginning)
Volleybail (Intermediate)
Volleyball (Power)

Weight Controi

Weight Training (Beginning)
Weight Training (Intermediate)
Weight Training {Advance
Wrestling

Yoga {Beginning)

Yoga (!ntermediate)
Physical Education Aide
Physical Education Seminar
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Science

2503
2506
2509
2512
2515
2528
2521
2524
2527
2530
2533
2536
2539
2542
2545
2548
2551
2554
2557
2560
2563
2566
2569
2572
2575
2578
2581
2584
2587
2590

Saocial

2610
2612
2614
26186
2618

Science 7

Science 8

Science 9

GTP Science

Air & Space

Biology |

Biology 11

Biology, Environmental
Biology, Human

Biology, Marine

Chenmistry A

Chemistry B

Chemistry, General
Chemistry, Advanced

Earth

Electronics |

Electronics !

Energy Resources
Evaluation

Experience in Science
Human Anatomy & Physiology
Natural Science

Physical Science, Chemistry
Physical Science, Physics
Physics

Physics, Mechanics
Physics, Light & Sound
Physics, Magnetism & Power
Science, Past & Present

Science Seminar

Studies

General

Social Studies 7

Scocial Studies 8

Social Studies 9
Honors Social Studies
Bilingual Social Studies



2630
2632
2634
2636

2540
2642
2644
2646

2650
2652
2654

2660
2662
2664
2666

Anthropology
Africas
Americas
Eurasia

S.E. Asia, Oceania, Australia

Government
Constitutional Government
Government & The Consumer

Government of Guam

International Government

History

U.s.
Exploration to 1898
1898 to Present
Guam History

World
Beginning Western Civilization
Far East History
Philippines & S.E. Asia
World in Turmail

Psychalogy

2670

Psychology

Sociology

2680

ROTC

3000
3010
3020

Saciology

ROTC |
ROTC It
ROTC I

Driver Education

4000

Driver Education
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PROPERTY DATA

Sites

(C) Site Number A number used to identify a site. For sites with
school buildings, the school number will be used as the last
two digits of the site number

3 characters
102 Untalan Junior
103 Inarajan Junior High
etc.

(C) Site Addition Number A numeric designation identifying a site

as either an original or an addition.
1 character
0 original
1 first addition
2 second addition

etc.
(C) Site Name The common name used for the site. If a scheool is on
site, the school name will be usead.

15 characters

(C) Site Location The address of the site or a description of its

location.
30 characters

(C) Area The arez of the site to the nearest tenth acre.
4 characters

XXX . X

(L) Deed Restriction Brief summary of any revision clause condition

or restrictions on use.

(L) Easements Brief summary of easements that affect the site.

47
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(C) Structure (excluding buildings) or special area on site Any

structure other than a building or any area requiring
special design, arrangements or construction for the
purpose of for which it is used.
2 characters per structure or area

01 football field

02 baseball field

03 basketball court

04 tennis court

05 track and field area

etc.

(C) Method of site acquisition The means by which the site was

obtained for use.
1 character
1 purchase
2 lease (rent)
3 loan
4 gift
5 exchange
9 other

(C) Date of site acquisition The date on which the site was acquired.
& characters
MM DD YY

(C) Cost of site acguisition The purchase price of the site.

8 characters
KX AXHKANKX

(C) Market value of site The appraised or estimated dollar value for
which the site currently could be sold.

8 characters
AAXXXXKXX

(L) Nature of site improvement Description of the type of

improven 2nt made to a site.

(L)} Date of site improvement The date on which site improvement

was completed.
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(L) Cost of site improvement The cost of an improvement made
to a site.

Buildings

(C) Building Number The numerical designation for the building.
A four digit number will be used. The first three will be
the same as the number of the site on which it is located.
The fourth digit will be used to designate the building on
the site. Thus a single building on a site might be number
1021 while two buildings on a site might be 1231 and 1232.

4 characters

XXXX

(C) Building Addition code A numeric designation identifying a

building as either an original building or an addition to a
building.
1 character
0 original building
1 first addition
2 second addition
etc.

(C) School or unit name The name of the school or other unit using

the building. Other unit might be maintenance or media
department.

15 characters.

(C} Building name The common name for the building

15 characters



(C} Type of building A code for the primary purposa of the

building.
2 characters
01 General Education
02 Instruction
03 Administration
04 Learning Resources
05 Athletics
06 Auditorium
10 Food Service
11 Mechanical Service
12 Vehicle Garage
13 Maintenance

14 Warehouse

15 Multiple purpose support

(C) Student capacity of building The number of students that can

normally be accommodated in the building.
4 characters
XXXX

(C) Date building completed The date construction of the building
was completed. '

6 characters
MM DD YY

{C) Cost of building acquisition The cost of acquiring the building,

whether by construction, purchase or other means. The
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cost should include construction, architectural and engineering

services, legal services, and consultative services.
8 characters

KXAXX XXX

{C) Date of building acguisition The date the building was acquired.

This will usuaily be the same as the date completed (above].
6 characters
MM DD YY



(C) Expected useful life of building The number of years a
building is expected to fulfill its intended function.
2 characters

XX

{C} Book vaiue of building The original cost less depreciation.

8 characters

XAXXKAXAXXX

(C) Replacement cost of building The cost, at current prices,

to replace a building.
8 characters

XAAXXXXKX

(C) Exterior walls Construction materials that comprise most or
all of the exterior walls.

1 character
1 wood

masonry
metal
panel

poured concrete

2

3

4

5 concrete block
6

7 none

9

other

(C) Floor framing Construction materials that form the framing
of all or most floors.

1 character
1 wood framing
concrete on grade
wood on steel
concrete slab on steel framing

concrete slab on concrete framing

W o E WM

other
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(C) Fixed interior walls Primary construction materials used for
the fixed interior walls.

1 character
1 wood frame
2 masonry
3 metal
9 other

(C) Roof framing Construction materials that are used in the
framing of the roof.

1 character
1 wood
2 stee|
3 concrete
9 other |

(C} Roof membrane Materials used to cover the roof.

1 character

tar or pitch
tile

slate

metal

plastic

wood shingles
asphalt shingles
asbestos

0 O 1 o E W N

other

(C) Material in structural system The primary type of material
comprising the structural system of the buiiding.

1 character
1 steel
Z concrete
3 wood
9 other

(C) Gross floor area of building The sum of the areas at each

floor level included within the principie outside faces of
exterior walls, expressed in square feet.
5 characters
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(C)

(C)

(C)

(C)

(C)

(C)

(€}
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Total assignable floor area of building The total area, in square

feet, of all space available for use.
5 characters
XXXXX

Total floor area of instructional space The total area, in square

feet, of all reguiar instructional space.
5 characters
XXXXX

Total floor area of learning resources space The total floor area,

In square feet, of all learning resources space
5 characters
XX XXX

Total floor area of muitiple-purpose space, support space, and other
assignable space The total area, in square feet, of all multi

purpose space, support space, and other assignable space.
5 characters

KXXXX

Total floor area of disaster sheiter The area, in square feet,

that can be used for disaster protection.
5 characters
XXXXX

Availability of building entrances for the handicapped

Availability of primary entrances that are ground level or have
ramps with hand rails.
1 character
.. 0 no

1 yes

Accessibility of instructional locations to the handicapped

Accessibility to the handicapped to all instruction locations
1 character
0 no
1 yes
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(C) Availability of toilet facilities for the handicapped Availability
of toilet stalls, accompanied by grab bars, that can

accommodate wheel chairs.
1 character
0 no
1 yes

(C) Availability of 32-inch doors Availability of doors that are
wide enough to allow wheeichair passage.

1 character
0 no

1 ves

- (C) Date building repair or maintenance work completed

6 characters
MM DD YY

(C) Cost of building repair or maintenance work

5 characters

XXXXX

(L) Explanation of building repair or maintenance work performed
 Description of the type of work performed and the portion
of the building on which the work was performed.

(C) Date of building modification
6 characters
MM DD YY

(C) Cost of building modification

6 characters. -

KXXAXXX

(L) Explanation of building modification Brief description of

the type of aiteration, renovation, or remodeling work
done, including identification of the part of the building
affected



Spaces (Rooms) 55

(C) Space (room} number A numeric designation of a space

or room in a building.
3 characters
XXX

(C) Floor area of space or room The area, in square feet, measured -

between principal wall faces.
& characters

XXXX

(C) Type of space or room Primary intended use of a space or

room.
4 characters
1000 assignabie space ,
1100 regular instructional space.
1200 special instructional space
1207 athletic/physical education
1202 business education
1203 home economics
1204 industrial arts
1205 kindergarten
1206 mathematics laboratory
1207 media-based instructional laberatory
1208 music
1209 planetarium
1210 science
1211 special space for exceptional children
1212 computer/data processing (instructional)
1213 darkroom (instructional)
1214 motion picture studio (instructional)
1215 radio studio (instructional)
1216 sound studio (instructional)
1217 television studio (instructional)
1289 other special instructional spaces
1300 learning resources space
1400 multipie purpose space
1410 auditorium
1420 cafeteria
1430 cafetorium



1840 gymnatorium
1450 other multiple-purpose

1500 support space

1501 computer/data processing
1502 confe;'ence'room

1503 dark room

1504 equipment room

1505 health care

1506 maintenance and repair
1507 motion picture studio
1508 office

1509 projection room

1510 radio studio

1511 residential

1512 sound studio

1513 storage

1514 television studio
1515 vehicle storage

1580 generzi support

1590 other support

2000 nonassignable space
2100 circulation

2200 custodial

2300 mechanical

2400 structural

(C) Student capacity of space The number of students that can be

accommodated at one time when the space is being used for
the purpose intended,
4 characters

XXXX
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EguiEment

(C) Equipment tag number A unique reference number assigned to
an item of equipment

12 characters

XAXAXXXAKX XXX

(C) Equipment inventory number A reference number assigned to an

item of equipment with a particular style, use, supply source
or other common characteristic. ldentical items share a common
equipment inventory number. Also referred to as a stock
number.

8 characters

XEXAXXXXX

{C) Equipment type A series of categories that separate equipment
into groups according to similar function on operational

characteristics.
4 characters

1000 instructional equipment

1100 instructional device

1110 audio device

1120 computer device

1130 graphics device

1140 electronic display device

1150 photographic device

1160 projected display device

1170 physical display device

1180 subject matter related device
1181 art equipment
1182 business education equipment
1183 driver education equipment
1184 homemaking equipment
1185 industrial arts equipment
1186 music equipment
1187 physical education equipment
1188 scientific laboratory equipment
1189 other subject matter related equipment
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1190 other instructional device
1200 recorded instructional materials

1210 audiorecording materiais

1220 computer materiais

1230 electronic display materials

1280 projected materials

1250 printed/pictorial materials

1260 three-dimensional materiais

1270 multi-media kits

1290 other recorded instructional materials
1300 library equipment
1900 other instructional equipment
2000 custodial equipment
4000 health equipment
5000 cafeteria equipment
7000 administrative equipment
9000 other equipment

9100 furniture

9208 machinery and apparatus

9210 hand tools

9220 bench, desk or floor machinery (office)

9230 bench, desk or floor machinery (non-office)

9240 heavy construction equipment

9300 vehicle

9900 other

(C) Description of equipment A brief description of an item of equipment,

using the key name or description first. For example, "desk, wood,
5 x 5."

30 characters

(C) Equipment mobility

1 character
0 nonmovable
1 movable



(C)

(<)

(C)

(<)

(C)

(C)

(<)

(C)

(C)
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Serial Number A unique identifying number permanently

inscribed or attached to an equipment item by the
manufacturer.

12 characters

Vendor name or number

15 characters

Manufacturer name or number

15 characters

Make or brand

15 characters

Mode! number

10 characters

Physical location of equipment The piace where an item

of equipment is located. The numeric building code will
be used for this.
4 characters
XXXX

Date of acquisition

6 characters
MM DD YY

Cost of acqguisition

6 characters

KAXKXX

Expected useful life The number of years an item of

equipment is expected to fulfill its intended function.
2 characters

XX



(C) Equipment maintenance schedule The intervais at which an
equipment item is to be serviced.

1 character

0 none
annuaily
quarterly
monthly
weekly

after each use

(V- TV, B — S "V I N T

other

(C) Date equipment repair or maintenance work complete

6 characters
MM DD YY

{C) Cost of equipment repair or maintenance work

5 characters
XAXAX

(L) Explanation of equipment repair or maintenance work compieted

Books

{C) Book inventory number A reference number assigned to books

with the same title, author, edition, publisher and copyright

date. ldentical items share a common book inventory number.
8 characters
XXXXXXXX

(C) Book type A series of categories that separate books into groups
according to similar functions.
1 character
1 basic text
2 supplemental text
3 library
4 professional
5 other

bl



(C) Subject area A series of categories that separate text books

into groups according to subject areas. The same codes
are used as for subjects/courses in instructional program
accounting. '
4 characters
XXXX

Elementagx
0100 Art

0200 Health

0800 Social Studies

Secondary
1000 Agriculture

-

4000 Driver Education

(C) Title The title of the book.
25 characters

(C} Author The name of author of the book.
30 characters
Last, first, middle

(C) Edition The number of the edition of the book.
1 character -
1 first edition
2 second edition

atc.

(C) Copyright date. The date of the latest copyright of the book.
The last two digits of the year will be used.

2 characters



(C)

(<)

(C)

(C)

(C)

(<
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Vendor name or number The name or code number of the

vendor from whom the book was purchased.

15 characters

Publisher name or number The name or code number of the
publisher of the book.
15 characters

Date of Acguisition The date the book was received.

6 characters
MM DD YY

Cost The cost per unit for acquiring the books
5 characters

XXX XX

Physical location The code number for the school or department

in which the books are located. The same code numbers
will be used as are used for personnel assignments.
2 characters

XX

Number The number of books of the above title, author, edition,
publisher, inventory number, etc. assigned to the physical
location recorded above.

4 characters

XXXX
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CODES

Following are presented the codes to be used in the Guam DOE
management information system. They will be stored in the computer
system a table for each set of codes. The code numbers and name
will be stored for each element. The coding systems were based
primarily on current practice in the Guam DOE. When there was no
DOE coding structure available, the codes were based on the USOE
educational accounting handbocks. In some cases, the codes have
been adjusted to conform to the IBM software.

Guam Public Schools

02 Untalan Junior High

03 Inarajan Junior High

04 G.W. Senior High

05 JFK Senior High

06 A.l. Johnston Junior High
a7 Dededo Junior High

08 S. Sanchez Junior High
09 Voc-Tech. Senior High

10 Adelup Elementary

11 Agana Heights Elementary
12 Agat Elementary

13 Andersen Elementary

i5 B.P. Carbullido Elementary
16 Ordot/Chalan Pago Elementary
17 M.A. Ulloa Elementary

18 F.Q. Sanchez Elementary
19 Inarajan Elementary

20 Merizo Elementary

21 P.C. Lujan Elementary

22 New Piti Elementary

23 Price Elementary

24 J.P. Torres Elementary

25 C.L. Taitano Elementa.r'y



26
27
28
29
30
31
32
33
34
36
37
38
40

51

52
53
54
55
56
37
58
59
60
62
63
6l
65
66
67
68
69
70
Al

72

Talofofo Elementary
Tamuning Elementary
Wettengel Elementary
H.S. Truman Elementary
Yigo Elementary

L.B. Johnson Elementary
Brodie Memorial

Harmon Loop

J.Q. San Miguel Elementary

Finegayan Elementary .
M.U. Lujan Elementary

F.B. Leon Guerrero Elementary

Deaf & Blind

CGuam Non-Public Schools

Academy of Our Lady
Bishop Baumgartner
Cathedral Grade
Father Duenas

Guam Adventist Academy
Infant of Prague
Little Red School
Maria Artero

Mercy Heights

Mt. Carmel, Agat
Notre Dame

Ordot Day Care

San Vicente

Santa Barbara

Saint Anthony

Saint Francis

Saint John's Episcopal
Temple Christian
Juvenile Justice
Harvest Baptist

Guam Christian Institute



Schools /Depariments

Secondary Schools

02
03
04
05
06
07
08
08

L.P. Untalan Junior High
Inarajan Junijor High

George Washington Senior High
John F. Kennedy Senior High
A.l. Johnston Junior High
Dededo Junior High

Simon Sanchez Junior High
Vocationai-Technicai High

Elementary Schools

10
11
12
13
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
Y
32
33
34
36

Adelup Elementary

Agana Heights Elementary
Agat Elementary

Andersen Elementary

B.P. Carbullido Elementary
Ordot/Chalan Pago Elementary
M.A. Ulloa Elementary
F.Q. Sanchez Elementary
Inarajan Elementary

Merizo- Elementary

P.C. Lujan Elementary
New Piti Elementary

Price Elementary

J.P. Torres Elementary

C. L. Taitano Elementary
Talofofo Elementary
Tamuning Elementary
Wettengel Elementary

H.S. Truman Elementary
Yigo Elementary

L.B. lohnson Elementary
Brodie Memorial

Harmon Loop Elementary
J.Q. San Miguel Elementary
Finegayan Elementary
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37 M.U. Lujan Elementary
38 F.B. Leon Cuerrero Elementary
49 Deaf & Blind

Departments
45 Director's Office
47 Personnel Office
49 Business Office
50 Cafeteria Administration
52 Buildings and Grounds
54 Eiementary Administration
56 Secondary Administration
58 Interscholastics

Special Education

60
61
62
63
64
65

Special Education Administration
Juvenile Justice

Gifted and Talented

Gifted Mode! Pioneer

Model Resource

Child Find

Federal Programs

70
71
72

Federal Programs
ESEA Title |
ESEA Title |V

Curriculum & Instruction

76
77
78
79
80
81

87

Curriculum & Instruction
Learning Resources Center
Teachers' Center

Teacher Corps

Head Start

Staff Inservice

Pupil Personnel

66



57

Chamorro Studies & Special Projects

30
9N
92
93
94

Chamorro Studies & Special Projects Administration
ESAA - Chamorro Language & Culture Program

Elementary Bilingual-Bicultural Education Program
ESEA Title VII

Chamorro Mandate



Residential /Vilage Areas

001 Adelup

002 Afame, Sinajana

003 Agafa Gumas

008 Agana and East Agana
005 Agana Heights

006 Agana Heights Low-Cost Housing
007 Agana Springs

008 Agat {Oid & New)

009 Alupang Cove

010 Andersen Air Force Base
011  Andersen (South)

012  Anigua
013 Apra Heights
104 Asan

015  Ascudo

016  As-Ardas

017 Aspengao, Barrigada

018 Astumbo, Dededo

019 Barrigada, East of Route 10

020 Barrigada, West of Route 10

021 Barrigada Heights

022 Baza Gardens

023 Banyan Circle

024 Belen, Inarajan

025 Bordallo & San Vicent

026 Bridge Area, South of Maimai Road

027 Cabrera Store, Harmon

028 Canada, Barrigada

029  Carios Heights

030 Chagamin-Lago

031 Chalan Pago (South of Rudy Sablan's House)
032  Chalan Pago (North of Rudy Sablan's House)

033 Chaot
a3 C & H Farm

035 Cliff Hotel-Tutujan
036 Cliff Line, Harmon



037
038
039
040
041
042
043
044
045
046
047
048
043
850
051
052
053
054
055
056
057
058
059
060
061
062
063
064
065
066
067
068
069
070
071
072
073
074

69

Cool Spot (Agana Heights)
Dededo Village

Dairy Road

Didigue, Sinajana

East Kaiser Housing, Dededo

West Kaiser Housing, Dededo

FAA

Fahajan, Inarajan

Father Duenas Areas (West/South/Southwest of Crossroad Junctio
Fonte, Agana Heights

GHURA 501

GHURA 502

GHURA 503

GHURA 505

GHURA 3506

Gibson Highway to Bishop's House

Guam Horizon

Harmon (North of Airport Road to San Miguel Brewery)
I:-laul Road (Route 10/15 to Hawaiian Rock)
Hawaiian Rock to Marbo

Hyundai Housing, Santa Rita

Inarajan (South of cemetery)

Inedo, Inarajan

Ipan (From Asanite Bay)

Laguina

Lalo, Barrigada

Lalo, Mangilao

Latte Heights Estates

Leyang, Barrigada

Liguan Terrace (Units 1-8, 12, 13A ¢ B)
Liguan Terrace (Units 9-11 & 14)
Lockwood Terrace (Naval Station)

Maga, Mangilao (Mariposa)

Maina

Maite

Malojloj, Inarajan

Machananao {Munoz Area)

Macheche (Hilltop)



075
076
077
078
079
080
081

082
083
084
085
086
087
088
089
090
09

092
093
094
09s
096
097
098
099
100
101
102
103
104
105
106
107
108
109
‘i‘IO
111

112

Macheche (lower)

Mangilao

Marbo Perm/Andersen South

Marbo to AAFB

Marianas Terrace

Mataguac

Merizo

Mogfog, Dededo [upper)

Mogfog, Dededo

Mongmong

Mt. Santa Rosa

Naval Air Station

Naval Hospital

Naval Magazine .
Naval Station (North & South Tipalao, Sumay)
North of Chaot Bridge

MAS, Barrigada

NCS, Barrigada

NCS, Astumbo

NCS, DOD Housing (Old)

NCS, DOD Housing {New)

Nimitz Beach {(to Santa Ana Chapel)
Nimitz Hill & Nimitz Hill Estates
Northwest of Route 10 to Father Duenas Sabanan Magas
NCS Base Proper '
Northwest Field

Oceanview (FAA)

Ordot

Paasan, Agana Heights

Palm Acres

Pagat, Mangilao

Pago Bay

Palai, Piti

Palm Dale, Agana Heights

Perez Gardens

Peca, Inarajan

Perez Acres, Yigo

Piti
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113
114
115
116
nz
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
IR
42
143

71

Poinciana

Radio, Barrigada

South BPM (Voc-Tech to East of UOG)
Salaglula

San Antonio, Barrigada

Santa Rita

Salas #2 Subdivision

Sumay

Sinajana

Tai {South of Route 10)
Talofofo

Tamuning (North & South of Marine Drive to Airport. Road)
Tongan

Toto

Toto, Barrigada (North)

Toto Low Cost Housing

Trust Territory Housing (Maite)
Tumon Heights and Tumon proper
Tumon Village Apartments:
Tutujan

Talisay

Takano

Umatac

UOG to Dean's Circle

War Dog Cemetery Area

West to Tutujan Road

Wilson Homes

Windward Hills

Yigo

Yona

Y-Pao Pao



14
15
01
02
03
o4
05
06
07
08
09
10
11
12
20

01
02
03
04
05
06
07
08
09
10
11
12
13
14
15

Grade/Level

Prekindergarten
Kindergarten
First Grade
Second Grade
Third Grade
Fourth Grade
Fifth Grade
Sixth Grade
Seventh Grade
Eighth Grade
Ninth Grade
Tenth Grade
Eleventh Grade
Twelfth Grade
Unassigned Grade Level

Raciail /Ethnic Group

Chamorro

Filipino
Micronesian
Northern Marianas
Other Pacific Islander
Chinese

Japanese

Korean
Vietnamese

Other Asian
American Indian
Black

Hispanic

White Caucasian
Other
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01
02
03
o4
05
06
07
08
09
10
11
12

A six

Languages

Cantonese
Chamorro
English
llocano
Japanese
Korean
Mandarin
Tagalog
Trust Territory
Vietnamese
Visayan
Other

Sex

Male

Female

Any Date

digit code:

First 2 digits - Month
Middle 2 digits - Day
Last 2 digits - Year

-y
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O 0~ hown F oW N

oW N -

Evidence Verifying Date of Birth

Birth certificate

Hospital certificate

Physician certificate

Baptismal or church certificate
Parent's affidavit

Entry in family bible

Passport
Previously verified school record
Other

Citizenship Status
U.s. Citizen

Resident Alien (6th preference or green card)
1-20 Student

Non-resident Alien

Federal Status of Parents

Part |:

01
02
03
o4
05
06
07
08
09
10
11
12

Navy military

Navy civilian employee

Air Force military

Air Force civilian employee
Army military

Army civilian employee
Coast Guard military

Coast Guard civilian military
Marine military

Marine civilian employee
Other federal

Nonfederal

78
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Part Il:
01 Lives on federal property
02 Works on federal property
03 Lives and works on federal property
0y None of the above
Entry/Re-entry
1 Original Entry
2 Re-entry from another public school in Guam
3 Re~entry from a non-public school in Guam
4 Re-entry from a schooi outside Guam -
5 Re-entry to a Guam Public School after withdrawal or
expulsion
Withdrawal
Transfers: _
1 Transferred to another public school in Guam
12 Transferred to a non-public school in Guam
13 Transferred to Guam Vocational High School
14 Committed to a correctional institution
15 Moved from Guam, military dependent
16 Moved from Guam, civilian dependent
Completion :
21 Craduated from high school
Expulsion :
3N Expelled
Deceased:
47 Deceased



76

Dropout: ' 5
51 Voluntary withdrawal due to inability to adjust to school

52 Marriage

53 Probable empioyment

54 'Verified employment

55 Needed at home

56 Pregnancy (without doctor's certification)

57 Pregnancy (with doctor's certification)

58 Other physical/medical reason (with doctor's certification)
59 Other physical/medical reason (without doctor's certification)

Unknown:
70 Unknown

Subjects /Courses

Elementary
0100 Art

0200 Health

0300 Language Arts
0310 Language
0320 Penmanship
0340 Reading
0350 Spelling

0400 Math

0500 Music

0600 Physical

0700 Science

0800 Social Studies

Secondary

Agricuiture

1000 Agricuiture |



Art

1100 Art 7

1105 Art 8

1110 Art |

1115 Art 1l

1120 Art 111

1125 Acrylic Painting
1130 Basic Design

1135 Ceramics

1140 Drawing

1145 Printmaking/woodcut
1150 Silkscreen painting

Business

1200 Accounting |

1204 Accounting I

1208 Business English

1212 Business Law

1216 Business Math

1220 Business Methods

1224 Business Machines
1228 Calculating Machines
1232 Clerical Office Practice
1236 Consumer Affairs

1240 Duplicating Machines
1284 Filing

1248 General Business

1252 Human Relations in Business
1256 Introduction to Business
1260 Money Management
1264 Office Aide

1268 Recordkeeping

1272 Shorthand |

1276 Shorthand |l

1280 Typing |

1284 Typing 1l

1288 Typing, Clerical

1292 Typing, Production



1296 Typing, Refresher
1298 Typing, Reports/Manuscripts

Chamorro Language
1300 Chamorro

Distributive Education
1400 Distributive Education

English Language Arts

1500 Language Arts 7

1503 Language Arts 8

1506 Language Arts 9

1507 Bilingual Language Arts
1512 GTP Language Arts
1515 English 10A

1518 English 108

1521 English 11

1524 English 12

1527 Basic Writing

1530 Developmentai Reading
1533 Drama

1536 Ethnic/Africa Literature
1539 Grammar

1582 Individualized Reading
1545 Journalism

1548 Library Service |

1551 Library Service ||

1554 Literature of the Sea
1557 Newspaper

1560 Newspaper Use/Mass Media
1563 Oral Interpretation

1566 Philasophy in Literature
1563 Reading Lab

1572 Reading Seminar

1575 Shakespeare

1578 Speech



1581
1584
1587

TESQOL
Words /Words
Y earbook

,

Foreign Languages

1600
1601
1625
1626
1827
1630
1650
1681

Home
1700
1704
1708
1712
1716
1720
1724
1728
1732
1736
1740
1744
1748
1752
1756
1760
1764
1768
1772
1776
1780
1784
1788

French |

French 11

Japanese |

Japanese |1
Japanese 11!
Japanese Caligrophy
Spanish |

Spanish I

Economics

Home Economics 7
Home Economics 8
Home Economics |
Chamorro Cooking
Child Development
Clothing

Cooking Tooals
Custom Clothing
Family Relations
First Aid

Foods

Foods From Animals
Foods From Plants
Health & Hygiene
Home and Interior
Home Crafts

Home Nursing
Home Skills

Human Sexuality
Nursing Assistant |
Nursing Assistant 1|
Nutrition

Personal Adjustment
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1792 Sewing |
1796 Sewing il

Industrial Arts

1800 Industrial Arts 7
1805 Industrial Arts 8
1810 Industrial Arts |
1815 Architectural Drawing
1820 Drafting |

1825 Drafting Il

1830 Mechanical Drawing
1835 Maetais |

1840 Metals !l

1845 Woodworking |
1850 Woodwaorking !

Mathematics

1900 Math 7

1905 Math 8

1910 General Math

1915 Algebra A/B

1920 Algebra |

1925 Algebra Il

1930 Analytic Geometry
1935 Banking/Investing
1940 Budget/Insurance
1945 Career Math

1950 Computer Science
1955 Elementary Functions
1960 Geometry |

1965 GCeometry ||

1970 Taxes

1975 Trigonometry

Music

2000 Band, Beginning
2005 Band, Intermediate
2010 Band, Advanced



2015 Band, Concert

2020 Band, Stage

2025 Chorus, Beginning
2030 Chorus, Intermediate
2035 Chorus, Advanced
2040 General Music

2045 Music Symbols

Physical Education

2100 Physical Education 7

2103 Physical Education 8

2106 Physical Education 9

2109 GTP Physical Education
2112 Adaptive Physical Education
2115 Aerobics (Beginning)

2118 Aerobics (Intermediats)
2121 Aerobics Dance

2124 Aikido (Beginning)

2127 Aijkido (Intermediate)

2130 Archery (Beginning)

2133 Archery (Intermediate)
2136 Badminton/Table Tennis
2133 Basketball (Beginning)

2142 Basketball (Intermediate)
2145 Bicycling

2148 Bowling

2151 Bowling (Intermediate)

2154 Boxing

2157 Creative Dance (Beginning)
2160 Creative Dance (Intermediate)
2163 Fencing

2166 Field Hockey

2169 Fitness and Conditioning
2172 Flag Football

2175 Flag Footbail /Speedball
2178 Football Officiating

2181 Folk and Square Dancing (Beginning)



2784
2187
2190
2193
2196
2199
2202
2205
2208
2211
2214
2217
2220
2223
2226
2229
2232
2235
2238
2241
2284
2247
2250
2253
2256
2259
2262
2265
2268
2271
2274
2277
2280
2283
2286
2289
2292
2295

Folk and Square Dancing (Intermediate)
Football

Goif

Gymnastics

Gymnastics (1 ntermediate)
Gymnastics (Advanced}

Handbail /Shuffleboard

Handball /Racketball

Health

Hiking and Survival Fitness
Horseback Riding

Intramural Pianning

Island Dance

Isiand Dance (intermediate)

Judo

Physical Conditioning

Physical Education for Elementary

Racketball /Recreation Games (Beginning)

Racketball /Recreation Cames [Intermediate]

Recreational Games
Rhythms

Soccer (Beginning)
Soccer (Intermediate)
Soccer (Advanced)
Soccer Officiating

Social Dance (Beginning)}
Social Dance (intermediate)
Softball (Beginning)
Softball (Intermediate)
Speedball

Sports Facilities
Swimming (Non)
Swimming (Beginning)
Swimming (intermediate)
Swimming (Advanced)
Synchronized Swimming
Tennis {Beginning)

Tennis ( Intermediate)
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2298
2301
2304
2307
2310
2313
2316
2319
2322
2325
2328
2331
2334
2337
2340
2343
2346
2349

Tennis (Avanced)

Track and Field {Beginning)
Track and Field ( Intermediate)
Theory of Physical Education
Tumbling (Beginning)
Tumbling (Intermediate)
Volleyball (Beginning)
Volleyball (Intermediate)
Volleyball (Power)

Weight Control

Weight Training {Beginning)
Weight Training (Intermediate)
Weight Training (Advanced)
Wrastling

Yoga (Beginning)

Yoga (Intermediate)

Physical Education Aide
Physical Education Seminar

Science

2503
2506
2609
‘2512
25135
2518
2521
2524
2527
2530
2533
2536
2539
2542
2545
2548
2551

Science 7

Science 8

Science 9

GTP Science

Air & Space

Biology |

Biology I

Biolegy, Environmentai
Biology, Human
Biology, Marine
Chemistry A
Chemistry B
Chemistry, General
Chemistry, Advanced
Earth

Electronics 1

Electronics 1l

a3



2554 Energy Resources
2557 Evaluation

2560 Experience in Science

2563 Human Anatomy & Physiology

2566 Natural Science

2569 Physical Science, Chemistry

2572 Physical Science, Physics
2575 Physics

2578 Physics, Mechanics

2581 Physics, Light & Sound
2584 Physics, Magnetism & Power

2587 Science, Past & Present

2590 Science Seminar

Social Studies

General

2610 Sccial Studies 7

2612 Social Studies 8

2614 Social Studies 9

2616 Honors Social Studies
2618 Bilingual Social Studies
Anthropology

2630 Africas

2632 Americas

2634 Eurasia

2636 S.E. Asia, Oceania, Australia
Government

2640 Constitutional Government

2642
2644
2646

GCovernment & The Consumer
Government of Guam

International Government

History
u.s.

2650
2652
2654

Exploration to 1898
1898 to Present
Cuam History

By



World

2660 Beginning Western Civilization
2662 Far East History

2664 Philippines & S.E. Asia

2666 World in Turmoil

Psychology
2670 Psychology

Sociology
2680 Sociology

ROTC

3000 ROTC |
3010 ROTC II
3020 ROTC Il

Driver Education
4000 ODriver Education



2107
2108
2109
2110
0502
2103
2104
2105
2106
2004
0319
3247
3225
3229
2174
2173
21594
3274
3227
0520
3223

2422
2161
2424
3236
3237
3254
3238
3244
3285
3286
3287
777

86

Posits

Accountant |

Accountant |l

Accountant Il

Accountant 1V

Accounting Clerk

Accounting Technician |

Accounting Technician |l

Accounting Technician |I!

Accounting Technician Supervisor
Administrative Assistant

Administrative Secretary )
Administrator, Learning Resources Center
Administrator, Planning-Evaluation Federal Programs
Administrator, Pupil Personnel Services
Administrator, Supply Management

Assistant Administrator, Supply Management
Assistant Director for Financial Affairs
Assistant Director of Multi-Media

Assistant Director, Public Information Office
Assistant Payroll Supervisor

Assistant School Principal (Elementary, Secondary, Special
or Career Education)

Assistant Superintendent for Buiildings and Grounds
Assistant Superintendent for Food Services
Associate Superintendent, Buildings and Grounds
Associate Superintendent, Curriculum & Instruction
Associate Superintendent, Elementary

Associate Superintendent for Personnel Services
Associate Superintendent Secondary Education
Associate Superintendent Special Education
Attendance Officer |

Attendance Officer I

Attendance Officer Supervisor

Audiometrist



2128
2129
2130
2168
2169
2170
2171
1008
1009
1011
1012
1013
0003
0004
0005
0006
0007
0201
0202
0204
0206
3004
3006
2185
2186
2187
2188
2189
3409

7131
1034
1035
1036
1037
1038
1040
3219

Auditor |
Auditor I
Auditor 11|
Buyer |
Buyer Il
Buyer |11

87

_Buyer Supervisor

Card Punch Operator |

Card Punch Operator |!

Card Punch Operator 1|

Card Punch Operator 1V

Card Punch Operations Supervisor

Clerk |

Clerk 11
Clerk 11l
Clerk IV

Clerk V (Supervisor)

Clerk Typist |

Clerk Typist 1l

Clerk Typist |I!

Clerk . Typist IV

Community Development Program Ailde |

Community Development Program Aide Il

Computer System Analyst |

Computer System Analyst |!

Computer System Analyst 111

Computer System Analyst |V

Computer System Analyst V

Coordinator of Library Service and Curriculum
Materials Center

Coordinator,
Data Control
Data Control
Data Control
Data Control
Data Control
Data Control

School Health Counseling
Clerk |

Clerk Il

Clerk I

Clerk [V

Clerk V

Supervisor

Deputy Superintendent of Education



2193
2109
3259
3260
3261
3262
3277
7180
3280
3278
3276
3300
3301
3302
3303
3304
3403
3404
3405
3406
3507
3400
3401
3402
3269
3273
7145
7122
7123
7124
7125
7119
7120
7121
0521
2140
2141

88

Employee-Management Relations Office
General Accounting Supervisor
Graphic Artist Technician |
Craphic Artist Technician I}
Graphic Artist Technician 11}
Graphic Artist Technician |V
Head Start Assistant Director
Head Start Health Coordinator
Head Start Parent Volunteer Program Coordinator
Head Start Program Director
Head Start Teacher Trainee
JROTC Instructor |

JROTC Instructor ||

JROTC Instructor Il

JROTC Instructor 1V

JROTC Director of Instructions
Librarian |

Librarian 11

Librarian 111

Librarian |V

Librarian V

Library Technician |

Library Technician |1

Library Technician Il
Multi-Media Coordinator
Muiti-Media Maintenance Coordinator
Nutrition Program Specialist
Occupational Therapist |
Occupational Therapist ||
Occupational Therapist 111
Occupational Therapist IV
Occupationai Therapy Aide |
Occupational Therapy Aide Il
Occupational Therapy Aide 1]
Payroll Supervisor

Personnel Specialist |
Personnel Specialist ||



2142 Personnel Specialist Il1

2143 Personnel Specialist |V

2144 Personnel Specialist V

7140 Physical Therapist |

7141 Physical Therapist 1

7152 Physical Therapist 111

7143 Physical Therapist 1V

7155 Physical Therapy Attendant |
7156 Physical Therapy Attendant I
7157 Physical Therapy Technician |
7158 Physical Therapy Technician Il
7159 Physical Therapy Technician 1l
2026 Program Coordinator |

2027 Program Coordinator !|

2028 Program Coordinator ill

3216 School Aide |

3217 School Aide 1]

3218 School Aide 11!

3231 School Consuitant in Special Area
7127 School Heaith Counselor |

7128 School Heaith Counselor I
7129 School Health Counselor |1
7130 School Heaith Counselor |V

3222 School Principal (Elementary, Secondary, Special,
or Career Education) .

3232 Scheool Program Consuitant
3018 Social Worker |

3019 Social Worker 1

3020 Social Worker Il11

3021 Social Worker |V

3245 Special Education Programs Supervisor
(Deaf & Blind)

7170 Speech and Language Clinician |
7171 Speech and Language Clinician (I
0603 Statistical Clerk

0401 Store Keeper |

0402  Store Keeper Il

oxo04 Store Keeper [!lI

2423 Superintendent, Maintenance



z2M
3202
3203
3205
3206
3207

0407 -

3211
outs
o415
0416
ou17
3307
9308
9309
9310
8101
8102
8103
9208
9209
9210
9211
8211
8212
8214
9218
9219
9220
9221
9601
9602
9603
9605
8203
9365
9366
9367

Teacher |

Teacher ||

Teacher Il

Teacher IV

Teacher V

Teacher VI

Tool Clerk

Vocational Instructor
Warehouse Supervisor |
Warehouse Supervisor il
Warehouse Supervisor il
Warehouse Supervisor |V
Automotive Mechanic |
Automotive Mechanic ||
Automotive Mechanic Leader
Automotive Mechanic Supervisor
Building Custodian 1
Building Custodian ||
Building Custedian Supervisor
Carpenter |

Carpenter Il

Carpenter Leader
Carpenter Supervisor
Cook's Assistant

Cook |

Cook I

Electrician |

Electrician 1]

Electrician Leader
Electrician Supervisor
Equipment Operator |
Equipment Operator ||
Equipment Operator 11l
Equipment Operator Leader
Kitchen Heiper

Locksmith |

Locksmith |1

Locksmith Leader

S0



9110
111
2108
9287
9288
9289
9336
9357
9358
9203
9204
9205
9206
9333
9334
9335
9336
9344
9345
9347
9346
8220
9201
9319
9320
9321
9322

N

Maintenance Leader
Maintenance Supervisor
Maintenance Worker
Muiti-Media Technician |
Muiti-Media Technician 1!
Muiti-Media Technician Leader
Office Equipment Repairer |
Office Equipment Repairer |!
Office Equipment Repairer Leader
Painter |

Painter I!

Painter Leader

Painter Supervisor

Plumber |

Plumber 1!

Plumber Leader

Plumber Supervisor
Refrigeration Mechanic | -
Refrigeration Mechanic 1!
Refrigeration Mechanic Leader
Refrigeration Mechanic Supervisor
School Cafeteria Manager
Trades Helper -

Welder |

Welder 1]

Welder Leader

Welder Supervisor
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Site
A three digit number. For sites with schopl buildings, the
school number will be used as the last two digits of the site
number :
102 Untalan lIr.
103 Inarajan Jr.

etc.

Structure or Special Area on Site

01 football field

02 baseball field

03 basketball court

04 tennis court

05 track and field area
etc.

Method of Site Acqguisition

purchase
lease {rent)
loan

gift
exchange
other
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A code for the primary purpose of the building:

Type of Building

Exterior Walls

1
2
3
4
5
6
7
9

wood

other masonry
metal

panel

concrete block
poared concrete
none

other

Floor Framing

1
2
3
4
5
6
9

wood framing

concrete on grade

wood on steel

concrete slab on steel framing
concrete slab on concrete framing
steel on steel

other

Fixed Interior Walls

1

2
3
9

wood frame
masonry
metai

other

Rooef framing

1

2
3
9

wood
steel
concrete
other
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Roof Membrzne

W 00 ~ WU E W N -

tar or pitch

tile

slate

metal

plastic

wood shingles
asphalt shingles
asbestos

other

Material in Structural System

1

2
3
9

1000

1100

1200
1201
1202
1203
1204
1205
1206
1207
1208
1209
1210
1211
1212
1213
1214
1215

steel
concrete
wood
other

Type of Space or Room

assignabile space

regular instructional space

special instructional space
athletic/physical education

business education

home economics

industrial arts

kindergarten

mathematics laboratory

media-based instructional laboratory
music )

planetarium

science

special space for exceptional children
computer/data processing (instructionai)
darkroom (instructional)

motion. picture studic (instructional)
radio studio (instructional)



1216
1217
1299
1300
1400
1410
1420
1430
1440
1450
1500
1501
1502
1503
1504
1505
1506
1507
1508
1509
1510
1511
1312
1513
1514
1515
1580
1590
2000
2100
2200
2300
2400

sound studio (instructional)
television studio (instructional)
other special instructional spaces
learning resources space
multiple purpaose space
auditorium

cafeteria

cafetorium

gymnatorium

other multiple-purpose
support space
computer/data processing
conference room

dark room

equipment room

health care

maintenance and repair
motion picture studio
office

projection room

radio studio

residential

sound studio

storage

television studio

vehicle storage

general support

other support
nonassignable space
circulation

custodial

mechanical

structurai
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1000

i100
1110
1120
1130
1140
1150
1160
1170
1180

Equipment Type

.

instructional equipment
instructional device
audio device

computer device
graphics device
electronic display device
photographic device
projected display device
physical display device

subject matter related device

1181 art equipment

1182 business education equipment

1183 driver education equipment

1184 homemaking equipment

1185 industrial arts equipment

1186 music equipment

1187 physical education equipment

1188 scientific laboratory equipment

1189 other subject matter related equipment

1190 other instructional device

1200
1210
1220
1230
1240
1250
1260
1270
1290

1900

2000

2100

2200
2210
2220
2230

recorded instructional materials
audiorecording materials

computer materials

electronic display materials

projected materials

printed /pictorial materials
three-dimensional materials
muiti-media Kits

other recorded instructional materials
other instructional equipment

other equipment

furniture

machinery and apparatus

hand tools

bench, desk or floor machinery (office)

bench, desk or floor machinery (nonoffice)
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2240 heavy construction machinery
2300 vehicle
2900 other

Equipment Maintenance Schedule

none

annually
quarterly
monthiy
weekly

after each use

W wn E W N o

other
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DATA FILES

The management information system will consist of five major
files. One of those files, finance, has already been developed
and is maintained by the Department of Administration {DOA).
The Department of Education (DOE) will develop and maintain
the other four files - students, staff, instructional programs
and property. Each major file will consist of primary and
secondary subfiles. Primary files are those that apply to all
elements of a category. For example, some student information
will be stored on every Guam student - name, date of birth,
sex, etc. Some items of data, however, only apply to a particular
group of students. For example, some data will be stored for
students who are in special education but not for the-non-special
education students. The data specifically for special education
students will be stored in a secondary file. Student number wiil
be used to link the primary and secondary student files.

Following are file formats for the primary and some of the
sacondary files. For each item, the name of the item is provided
as well as the amount of reserved storage space and an indication
of whether the data is numeric (N) or aiphabetic (A).
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Students

Primary student file. The primary student file inciudes basic current
data on all students.

Student | Gurrent| Grade Name Sex Racial/Ethnic
Number | School | Level | Last| First | Middie IN Group
6N 2N 2N 16A 10A 7A
e = Language Date of
Spoken by Parents at Home|Spoken by Student at Home Blrth
< 2N 2N
Jtlzenshlp Parent Name Mailing Address S
tatus Last |First| Middle| P.O. Box or St.|Village/City| Zip
16A 10A 7A 15A 1SA 5N
Residentiai/ Entry School From Standardized test Pd
Vlllage Area|Date| Type { Which Received | Test 1D|Date| Subtest §
6N 2N 2N or 45A 2N 6N 10A
2 (repeated 5 times Federal Status &
Score| Type of Score (Subtest repeated [Part | Part []
3N 1N 5 times) 2N 2N
Special Program Status
ransported |Head Start] Special Education] Title || Bilinguai/Bicultural
1IN . N 1N N iN

Withdrawal
ate| Type
6N | 2N




Secondary Student file - Courses, grades and attendance.

100

This file

stores past data on courses taken, grades received and annual

attendance.

student is in schooal.

Ther will be one of these records for each year a

Student |School Year Grade| Courses/Grades (Repeated 8 times)
Number | (Last 2 digits){ Level Course Grade
&N 2N 2N 4N 1A
¢ Attendance

Days present

3n

Days absent

3n

Secondary Student file - current courses, grades and attendance.

This

file stores courses taken, grades received and a daily attendance

record for the current school year.

Student| Current | Grade| Homeroom| Counselor| Course | Teacher
Number | School Level | Teacher
6N 2N 2N 9N 9N 3N 9N
> Grades (Course/teacher/grades
,51st Q[2nd Q| 3rd Q |4th Q] Finai repeated 6 times)
1A 1A 1A 1A 1A
L Attendance b
Day 1} Day 2{Day 3 . . . JDay 180
1N 1N 1N 1N




Secondary Student file -
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special education. Records for all special

education students will be kept in this file.

Student[Spec. Ed.| Re-evaluation Date e Transportation
Number] File No. | Scheduled| Completed |Complete Needed
6N 6N 6N 6N 1N IN

Resource Room Services Provided

%:omments Reading |[Math| Lang.Arts[Science|5oc. Stu.{Motor|Visual

40A IN 1N 1N 1N 1N 1N 1N
YResource Rm. Svecs. {Cont.) | Program Status
Behavioral] Music| Art] Voc.Ed.| Consultant Svcs.] Consultant Tchr. Svcs.
1IN IN | IN[ 1IN 1N IN
Program Status (continued]
Adaptive P.E.[Speech & Lang. |Physical Therapy| Occup. Therapy
iN 1N N 1N

Program Status (continued)

{tenerant HearingjInterp.

1N 1N

Svcs.| Intin. Vision {Homebhound Hdc.
N IN

]

Program Status (continued)

Homebound Hosp.| Nutrit.
1N 1N

Reg. Classrm.| Couns. Svcs.
1N 1N

N/

}DT‘:lte of last Psych. Test
6N

Status|Status Date [Date of 3-year Re-eval

_Program Status {continued)
iN 6N 4N (mo. & yr.)

Services Needed But Not Provided

2
iRes. Rm.[Cons. Svcs. Cons. Tchr. Svcs.| Adaptive P.E.|Speech & Lang.
1N

1N

IN 1N 1N

Services Needed But Not Provided (continued) S

2 _ 2 B
iPhys. Therapy| Occup. Therapy|ltin. Hearinglinterp. Svcs.| [tin. Visiong
1N

1N

iN 1N 1N

Services

Needed But Not FProvided (continued)

Homebound Hdc.| Homebound Hosp.[| Nutrit.] Reg. Classrm. [Couns. Svcs.
1N 1N 1N 1N 1IN
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Secondary Student files - Other Special Programs, Secnndary student
files, similar to the special education file, will be established for
students in other special programs such as Head Start, Title |
and Bilingual/Bicultural. |n each case, the student number will

be included, followed by data pertine‘nt to the particuiar special
program.




Primary Personnel file.
data on all staff.

is already stored as part of the CGOA system.

Personnel

103

The primary personne! file includes current
Payroll data is not included since that data

It is assumed,

however, that the DOE primary personne! file as well as other
DOE files can be related to the data in the payroll file.

ocial Security Name Racial /Ethnic| Date of| Citizenship
Number Last| First| Middle| Sexy Background | Birth Status
9N 16A | 10A | 7A 1N 2N 6N IN <
_ Home Address Phone [H ighesf- Degree
P.0. Box or 5t Village/City Zip |Number| or certificate
15A 15A SN 7N 1N S
Educational Institution |Date of|Credit Beyond{ Certificate [Certificate
Name| City[ State[Country | Degree Degree Heid Type
15A | 15A] 2A 3A 4N 4N 2N N
Year of History | Authorized Teaching Field Job
Expiration| Requirement{ 1 | 2 | 3] 815 (6] 7 18 Classification
2N 1N AN 2N | 2N| 2N 2N |2N| 2N |2N 3N

Subject Areas Taught

1
2N

2
2N

Assignment

School /Dept.
2N

3
2N

m
ZN

5
2N
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Instructionai Programs

Primary subject/course file. This file is used to store data on
subjects/courses taught in the Guam schools. There is one
record for each subject/course. The "credits" field only
applies to secondary school courses.

Number | Name | Course
Credit

4N 16A 5N




Primary Site file

. This file is usad to store site data.

ProEer‘tx
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There

will be one record for each original site and cne for each

addition.
Number| Addition| Mame{ Location| Area Structure Method of
Number (Repeated 5 times)| Acquisition
3N 1N 15A 30A 4N 2N 1N
Date of Cost of | Market
Acquisition | Acquisition | Value
6N 8N 8N

Primary Building file.

This file is used to store buiiding data.

There

will be one record for each original building and one for each

addition.

Site
Number
3N

Number

4N

Addition
Code
iN

School or
Unit Name

15A

Building
Name

15A

Type
2N

Student
Capacity
4N

Date
Compieted

:

Cost of
Acquisition
8N

Date of
Acquisition
6N

Expected
Life
2N

8N

Book | Reptacement
Value

Cost
8N

Exterior
Walls
1N

Floor
Framing

é

Interior| Roof
Wails |Framing
1N

1N

“Roof
Membrane
1N

Structure
System
1N

Gross
EN

~ Floor Area

Assignable

SN

Instruction
5N

;

__Accessibility to Handicapped

SN

loor Area (continued)
Learning Resources

QOther
5N

Shelter
SN

Entrance

N

Instruction

1N

1N

Toilets

Doors
N




Primary Building Maintenance file.

This file will store records of

building repair and maintenance.

Building| Order Date
Number |{Number Completed [Cost Description
N 8N 6N SN 40A

Primary Buiiding Modification file.

remodeling) .

Buiiding][ Order Date o
Number { Number Completed Cost |Description
4N 8N 6N 6N 40A

Primary Space {(Room) file.

Building] Space (RoomJlAres ypef[Student |
Number Number Capacity
4N 3N SN | aN | 4N

. renovations,

This file will be used to store
data on building modifications (alterations

This file will be used to store dats
on building spaces (rooms).

Primary Equipment file.

on equipment,

Tag
Number

Inventory Type
Number

8N

This file will be used to store data

[Description

Mability

Serial

4N

30A

Number
12N

Ven doré
15A

12N
g

anufacturer

15A

Brand

15A

Vodal
Number
10A

Location
(Building)
4N

Date of
Acquisition
6N

Cost

6N

Expect
Life

5

2N

106
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Schedule Reason| Date{Method

Maintenance | Disposition
1N N 6N iN

Primary Equipment Maintenance file. This file will be used to

store data on equipment repair and maintenance.

umber| Number |Completed

Fag Order | Date Cost |Description
12N 8N 6N 4N 40A
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DATA FLOwWS

Following are Summary flow charts which illustrate input to and
output from the major data files. It is not intended that these flow
charts be complete. Rather, they serve to illustrate the relationship
between the data base files, input to the files and output from the
files. It should be noted that a number of reports will draw from
two or more files. Production of student schedules, for example,
will make use of the student, personne] and Property files,



Registration

STUDENT INFORMATION

Profiles
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Schedules

Property
Data
Base

Schedule

Requests |

Grades N

Attendance a
Test Scores g

Withdrawal

Student

Base

Class Lists

Personnel
Data
Base

| %

Grade
Reports

Instructional
Program
Data Base

A/

/

Absence Lijsts

Special Program
Data:
Special Ed.
Title |
Head Start
Bilingual

Statistics

4/’

\/

Special
Reports

Other Data
Bases




Certification

PERSONNEL INFORMATION

Certificates

Personnel
Action

Personnel
Changes

Course
Assignments
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S

v

i NG LA

Statistics
\ Other
Data
Bases
Special :
Reports
Student P —— Prgp:rty
Schedules 1]
Base
Instructional
Class Lists Program
Data Base
GCrade Student Data
Reports P Base
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INSTRUCTIONAL PROGRAM INFORMATION

q Course Lists
Stétistics
' \ Other
Data
/ Bases
Instructional
- Special
Reports
Data e
Courses/ >
Subjects \
Base I
Student , Property
Schedules . S—— Data
\ Base
t Personnel
RGr'ac'i: Data
i Base
Student
Class Lists / Data Base




Site
Information

Building
information

PROPERTY INFORMATION

Inventory

Maintenance

Property
Information

Maintenance
Records

Power Bills

Survey
Reports
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Instructional

Schedules
Cost
Analyses
Power
Usage
Analyses
Statistics
\ Other
Data
Bases
Special
Reports
Student
Data
/ Base
Student
Schedules \ Personnel
Data
Base

Program
Data Base
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INPUT DOCUMENTS

Three primary methods of input for the management information
system will be used. Those methods are key entry, document scanning
and direct terminal entry. Each method is discussed below.

Key Entry. For the purpose of this document, key entry
is defined as any method that involves manually keying

data into punch cards or electronic storage media. With
key entry, the data is entered into a machine readible
media- such as punch cards or magnetic tape, then read
into the computer from that machine readible media.
Key entry has a number of advantages.” Required
equipment is relatively unsophisticated and inexpensive,
data can be entered from a variety of forms, and
special forms do not have to be used. However, key
entry Is slow and is expensive in terms of personnel
time invoived. Key entry is not appropriate when a
large amount of data must be entered quickly such as
is the case when teachers report grades at the end of
school terms.

Document scanning. Document scanning involves the

"reading” of marks on a sheet by a scanning machine.
The scanner interprets data according to the position
of the marks on the sheet. As sheets are "read" by
the document scanner, the data is either entered
directly into a computer, or stored in a machine
readible media, such as magnetic tape, which is
subsequently read into the computer. The primary
advantages of document scanning are speed and cost,
especially if a large volume of data s invoived. However
special document scanning forms must be designed and
printed, and entering information on document scanning
forms is sometimes difficult. The best type of data for
document scanning is categorical data where the user
chooses one item from a jist. Names and long numbers

L



are quite difficult to record on a document scanner
. form. Good applications of document scanning are
recording of grades and responsas to test items.

Direct terminal entry. Direct terminal entry invoives

the entry of data into a computer directly through

a computer terminal. This method has a number of
advantages. Files can be updated immediately as

soon as the data is entered at the terminai. Also,
with direct terminal entry it is possible to have

built in error and verification checks and thereby
improve accuracy. For example, if the operator
enters a student number, the computer can immediately
look up and display the student name. The operator
can then verify that the number entered is correct.

If it is not correct, it can be corrected immediately.
The computer can also refuse to accept obviousiy
incorrect data and force the operator to make
immediate corrections. For example, if the code for
student sex must be either 1. or 2, the computer can
refuse to accept any entry other than 1 or 2. it s
also easy to update data with direct terminaj entry
because a current record can be displayed on the
terminal screen, the Operator can change just the

data that needs to be changed, and can immediataly
see the updated record. Direct terminaj entry does
have some disadvantages, however, Obviously,
terminals convenient to users are required, and the
computer must be able to interact with the terminais.
Also, direct terminal entry can be siow, especially if

a large voiume of data (such 3s student grades) is to
be entered. And, a reiiable method of communication,
usuaily a telephone line, between the terminai and the
computer is needed. Finally, the use of direct terminal
entry of data is not a highly efficient use of a computer,
Part of the capacity of the computer must be devoted to
interacting with the terminals.
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Erom the above discussion, it is evident that each
method of data input has advantages and
disadvantages. For a system as complex as the

Guam DOE management information system, it is
recommended that all three methods of input be used,
with the choice of the method for input depending on
the data to be entered. Document scanning should be
used when the data is primarﬁy categorical and when
the volume of data is high such as in the case of
student grades and student testing. Direct terminal
entry shouid be used when updating records and when
currency of records is important. Key entry should be
used when a terminal is not availabie and when the data
consists largely of names and long numbers.

Whichever method is used, and especially when key entry
is used, turnaround documents should be used whenever
appropriate. A turnaround document is one on which the
computer prints known current data on a form. The user
then records only additions or changes. An example of
the use of a turnaround document would be a student
information form. Once the original data on a student is
initiaily entered (name, number, grade, ethnic background,
address, etc.) into the computer files, the computer can
print out the information it currently has stored, and
those printouts can be distributed to schools. School
personnel can then record only changes on those forms.
Another example of a turnaround document would be
grade reporting where the computer wouid print teacher
name, course name and student names on forms which )
would be distributed to teachers. The teachers could
then just enter grades on those forms. Turnaround
documents can be key entry forms, document scanner
forms, or can be used in conjunction with direct terminal
entry. In general, turnaround documents save time in
that the data the computer aiready has stored does not

have to be re-entered.
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On the following pages are examples of input forms

for the management information system. Included is

a suggested student registration and withdrawal form,
a turnaround student profile form, and a form designed
specifically for key entry of original student data.
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STUDENT REGISTRATION AND WITHORAWAL FORM

SFECTION A
¢ TAST I FIRST 3 MIODLE T& SEX1 3 CRADE 6 JIRTHDATE [mojga/ve) !
“
- F ] | 2 B I

A i Il (] ; L1 " ] [ ) 1 1 L 1 (] 1 [l : L L I 3 & 1 L i ) h— I 1 J [l :
7 Student's Dominant Ethnic Background (Check onal 1 Last School Name and Address ! Guam School !

= 01 Chamorrg 96 Chinese {ZJ 11 American Indian ! Code

5 12 Filipino 7 07 Korean 2 12 Black ! , ;

{7 03 Micronesian £ 08 Japanesa 7 13 Hispanic achogl Uss dnl

7 04 Nartharn Martanas £ 09 Viaethamesa [ 14 White Caucasian 3 Sirthoats Verification

7 05 Other Paciflc islandar £J 10 Othar Asian (J 15 Other

0 try ULatefll entry Tachool
Re~entry Codi Code
! [ |

Indicats Language used most of the

| Tatudant NumDer |
B b
time by checking the appropriate ;’ﬁ' S T TR
- box for the ltams below. 5.\.‘-'(? ]
i [ord 18. [s this chiid a particlpant in the |
Check only one language for sach item 5 *.?"'w, ke yaae)

nguage Scaksan By

rent at Home |
— e

nguage Sooken v studant at Homa |

T Yes T No

T3 CIitizenship StAtUs (Gheck only one)

7 1 U.5. Cltizen

{7 1 Resident Alien [6th prafarenca or Green Card No.

= 3 1-20 Student
D % Non-~resident alien

aral a@tus (-neck only one:

16 Housanold income (check only onal

7 ' Less than 53,000
7 2 53,000 to 53,000
7 1 Above 34,000

3houlo Se datermined Dy parent/guardian's

Parents (check only one)

smpicyer or whera parent lives if Federal Property)

701 Navy Milltary 7 07 Coast Guard Milltary
£702 Navy Clviilan Employee = 08 Coast Guard Civilian Empioyea
703 Air Forca Mllitary 7] 09 Marine Military
708 Alr Force Clviiian Employea [ 10 Marine Clvillan Employee
= 11 Other Faderal (specify}
{7 11 Mot federally connected

£705 Army Mllitary
Hesicential /VIllage Area |Use codes from the reverse sidel

306 Army Clvilian Employes
/illage/Area name Code: |
Jan Emcul SEnnol NotiGes 14:

71 Live on federal proparty

{71 Work on federal property

73 Both live and work on fedaral property
£78 Mone of the above

L 20 Student's Home Address:

T House number_ang street

— ViAge; Gity
Telephona No.
Home — Oflce
S ATESS Midale Mailing Addrass:
H
1 L 1] H K 1 ] L L] 1 L] L L [l l_l L 1] L ] 1 L 1] L] L | 1 1 H -o. aux or Stm‘ ViIEQRICLW
Relationship: (J% fathar =2 mother {71 guardian 73 Qther |Other Contact:
WITHDRAWAL

SECTION B

This section must be completed for any student who lsaves the schooi for any reason. A cooy of this form shoulg be
submitted to the Pesearch, Planning and Evaluation Division if a student leaves, transfers, Is dropped from school or is
no longer in attendanca. SCHOOL OFFICE QNLY MUST COMPLETE THIS SECTION!!

727 Reason For Withdrawal: 13 Aithdrawal Gode New Guam Sencol Coce

E
. l S

[If applicabie} H

This student:

i 7 Has completad all reguirements/payment of faes and fines and is eligi
THIS FORM |F ALL REQUIREMENTS HAVE NOT BEEN COMPLETED!
transfer o another CGuam Schoal.

Ble to be enrolled in another public school. DO NOT SIGN
Your signature on this form will snabie the student to

Principal’s Signature Data

If student has MOT compieted ail requirements to be eiigible for transfer pieasa list reasons here:




STUDENT NO. AND NAME SCHOOL CODE AND NAME

STUDENT PROFILE

SCHOOL YEAR

=TT
: 1 Ik J : l HANSAGTION

STUDENT NO l SCHOOL CODE AND NAME _J RIATE BOX

T mwar
YT TS P TR e R SRR T ] LI LE G ) LT
'l LN B ~ -

lstunsmmne — - TIATIDATE SEX | GRADE YR.OFGHADJ

11?.'1 Ty S R oL b M e i b ﬁm"ﬂm’w#! R PR B o - ,._,.,1_“

AT e F E R e 4 x f [ 4‘ -ﬂ.
STREEY ADDRESS CITY AND STATE 2IP CODE HOME ruemous J
iN CASE OF EMEAGENCY

STy g L 2 y oo - T T LT TR = e ] _.." = .? -~ ‘_ ) :

PARENTIGUARDIAN NAME EMERGENLY CONTACT TELEPHONE

L, . . .

IIOMEHDOM INSTRUCTOR COUNSELOR MISCELLANEOUS INFOHMATION
ST g | H_n.ﬂ o Epet g 1 iz k=R 31-:_.--._;-':1‘; I [ WCEm o Y T R R T T I e ’ = T =

NO. NAME HOMEROOM l NO. NAME J lmsc. 1 MISC. 2 J
S g S 1 y :

ENROLLMENT NEXT YEAR

T R R i Rt ot Tl L R R S S S o) [ st i b - T T] I T : 7 = r - s e T

1 ] | I i 1 Ligts, e = etz | ¥ f F i L BT A

CODE  ENTRY DATE CODE  RE ENTAY DATE CODE  WITHDRAWAL DATE | CODE  SPEC EO START mreresmsucsl rmucsr J l GRADE scnucu.J

ey | =="3] I =

n You may want to remava this infermation if you are not using these
forms as a turnaround document.

FB Tuis is whese the ethaic code may be entered manually; the ethnic
coda will never be printed. If you are using this form for a turn-
around dacument, you may want to racord the student’s ethnic
code here,

GSyL-0L1Z J8qGIINU JBPIO |\f—U0} B[10ig JUBPMIS paruLIdaiy

BlLL



STUDENT MASTER

at [cwmo] f3]
{STUNO) Lt Student number
{SHNAM) Short name
(HRINO) | Homercom instructor
(CNSNO) | Counselor numbar
(USERT) bbb § bt ] Userfield
{USER2) P Lt Ll User field 2
{ENTCD) Entry code
{ENDTE) 1t 1 Entry date
{SEDCD) Special education code
{SEDTE} NN Special education date
{DORCD) | | District of residence
(TANSP} Transportation code
(NGDLV) Next grade level
{NSCNO) Next schoul number
{PRILV) Priority Ie;el
(ACSDT) e ::t:n:::::e catagory

ra [cmp m

{STUNO) | Student number

{SHNAM} Shoit name

{UCODE) J_User activity code

{CSCNO) Current school number

RTINS N U T T T 0 I I i:,‘::m
{BIRTH) | Birth date '
(SEXID) Sex :

{CURGL.) ] Curvent grade level

{GRADY) L Yaar of graduation

{STADI} ' [ O T T N T A I O | ::::etss
{ZIPCD) L i Zip cods

{HOMAC) L1 tiome phone area code

{HOMPH) LA FHome phone

{ETHCD) - Eibnic cods

{ACSDT) LR L] Attendance category start date )

RR CMD [E]

(STUNOI | P11 Student number

(SHNAM) 1 Short name

PARNMY | )y oy ) g g g1 1y ) | Parentorguardian
(EMANMY § | ) 0§ pop g4 1 p bt )1k ) | Emergency name
{EMRAC) i1 Emergency phone area code

{EMIPH} 1Ll Emergency phone

GLL



Printed Qutput

The Mark Reporting Turnaround Document

is printed by marking period upon request. The docu-

ment is distributed to instructors, who in turn enter the

student marks and return the document for entry.

Every student on the document must have a mark or
marks entered, even if the student no loager is in the

course/saction.

120

1

+aSERCE

-—

cal= 10717797 3% camPBLL niGwm SCROOL

noLs LeTt=fa  A4Rx AdPOATING TURMsEQUMD OOCUREMT
CURREN] “adRinG FERIOA | AA0N  2S29777 as11711 tEAm

COURSE LECT [NSTMLCTOA InsTRLCTON
COUmLE mang coos L NaNg sy e
safw 1 LIT I Q1 STRwaAT. JOwaLd soL
STUQRRY raQCARLS FnaL COmRENTS

STUOENT namg wuMQEA  MaAK  CIF mamm CET f 2
syssd, safwm & saoang —— - — - -_—aw
Ca3fid CHaaLll 40d430 — - r— - - .
CONADY S4ACIs Jo 400080 - e - —— - —
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FUTURE CONSIDERATIONS

The'plans for and design of a data base presented in this document
is another step in the development of a Guam DOE Management Information
System. But, it should be remembered, it is only a beginning. The
implementation of the management information system will require a great
deal of time, effort and financial support. Impiementation of the
management information system will affect all departments and schools and
will require effort and cooperation on the part of many persons. Forms
and procedures, for example, will need to be standardized among
departments and schoocls. Personnel will need to develop and implement
the standard forms and procedures.

Essential to the development and implementati;:in of the management
information system will be the employment of an adequate data processing
staff. Without adequate staff the management information system cannot
be developed and implemented, and the money spent for hardware and

software will have been wasted.

Another essential prerequisite to the successful impiementation of a
management information system is user training. An information system
cannot be successful uniess users are properly trained to use the
system. Training for users of applications should go hand in hand with
the implementation of those applications. Training should involve both
administrators who will use the systems as well as clerks who will provide
input to and interact with the systems. Thus, DOE will need to plan and
schedule training activities, and budget for those activies.

With a data base approach to a management system, the data elements,
definitions and codes are the heart of the system. It is éssential that all
departments, schools and personnel use the same definitions and codes.
That should be carefully monitored. Any changes toc the basic data base
structure shouid be very carefully considered. It is suggested that a
master data dictionary (including data elements, definitions and codes) be
kept, changes made only upon approval at a high level, and users be
notified of any changes.
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This handbook includes data elements,
definitions, coding systems, file layouts and
a general flow chart for the management
information system student data base.
Additional information concerning the
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of Education Data Processing Needs and Design

of Management Information Data Files, Codes and
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STUDENT DATA BASE ITEMS

(C) Legal Name The full legal name of the student including last name,
first name, middle name and any appendage such as Jr. or Ill.
33 characters
16 last and appendage
10 first
7 middle

(L) Any Other Name Any name, other than the legal name, by which
the student is known.

(C) Student Number The number assigned by the school system for

identification and recordkeeping purposes. A six digit number
will be usad. The first two digits will be the code for the first
Guam public school entered by the student. The last four digits
will be assigned in sequence. Thus, the first student assigned
a number by Inarajan Elementary School will have the number
190001, the second 190002, etc. A student will ailways keep the
assigned number and will not be assigned a new number when
transterring from- one Guam school to another.

6 characters

XAXXXX

(C) Sex 1 character
1 male
2 female

{C) Racjal/Ethnic Group The student's general racial or ethnic heritage.

2 characters
01 Chamorro
02 Filipino
03 Micronesian
04 Northern Marianas
05 Other Pacific Islander
06 Chinese



07
08
09
10
11
12
13
14
15

Japanese
Korean
Vietnamese
Other Asian
American Indian
Black

Hispanic _

White Caucasian
Other

(C) Language Spoken by Parents at Home

2 characters

01
02
03
04
05
06
07
08
09
10
11
12

Cantonese
Chamorro
English
llocano
Japanese
Korean
Mandarin
Tagalog
Trust Territory
Vietnamese
Visayan
Other

(C) Language Spoken by Student at Home

2 characters

01
02
03
o4
05
06
a7
08
09
10
11

- -

Cantonese
Chamorro
English

locano
Japanesa

Korean
Mandarin
Tagalog

Trust Territory
Vietnames;e

Visayan

™ e by o o



3

(C) Date of Birth The month, day and year of the student's birth,
6 characters
MM DD YY

(L) Evidenca Verifying Date of Birth The type of evidence by which
the student's date of birth js verified.

1 character
1 Birth certificate
2 Hospital certificate
3 Physician certificate
- & Baptismal or church certificate
5 Parent's affidavit
§ Entry in family bibie
7 Passport
8 Previously verified schoal record
9 Other

(C) Citizenship Status The U.sS. citizenship status of the student.
1 character
1 U.S. Citizen
2 Resident Alien (&th preference or green card)
3 1-20 Student
4 Non-resident Alien

(C) Responsible Aduit Name of aduit to whom officiai school notices
are to be sent,

33 characters
16 last
10 first .
7 middle

(C) Relationship of Responsible Aduit to Student
1 character
1 father
2 mother

3 guardian
4 other



(C) Mailing Address of Responsible Adult

35 characters
15 P.O. Box or Street Address
15 Village/City
5 Zip Code

(C) Home Teiephone Number of Responsible Aduit
7 characters '
XXXXXXX

{C) Work Telephone Number of Responsible Adult

7 characters

XXXXXXX

(C) Address of Student
30 characters
15 Street Address
15 Village/City

(C) Residential/Village area in which student lives

3 characters
001 Adeiup
002 Afame, Sinajana

143 Y-Pac Pao

" (L) Person(s) to be Notified in' Case of Emergency The name, relationship,

address and talephone number(s) of individuai(s) designated as
person(s) to be notified in case of emergency.

(C) Eirst Entry Date The date of the student's first entry into the Guam

public school system.
§ characters
MM DD YY
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(C) Current Entry Date The date on which a student enters a school
during the current year.

& characters
MM DD YY

(C) Type of Entry
1 character

Entry
1 Original Entry - A student who for the first

time during the current school year enters
any public or private school anywhere.

At the beginning of the school year, ail
students are original entries. After the
beginning of school, the oniy original

entries are those students who have not
enrolled in another school during the current
year. All incoming students who have had

enrolled in another school are re-entries.

Re-Entry

2 Re—-entry from another public school in CGuam -

A student received from another Guam public
school which he or she entered eariier in the
current school year.

For example, if a student begins the school
year in Agat Elementary then transfers to
Yigo Elementary the student is a (2) when
entering Yigo. However, if that student
enrolled in a Guam private school between
the time of withdrawing frem Agat and
entering Yigo, the student would be a (3)
upon entry into Yigo. As another example,
if a student withdrew from Agat Elementary
during the school year, attended a school in

California for a while, then entered Yigo



Elementary, that student would be a (4).
Only students who transfer directly from
another Guam public school are (2)'s.

3 Re-entry from a non-public school in Guam -

A student received from a non-public school
in Guam which he or she entered eariier in
the schooi year. Thus, a student who first
enrolls in .St. Johns Elementary then transfers
to Price Elementary, is a (3) re-entry for
Price Elementary.

4 Re—entry' from a school outside Guam - A student

received from a school outside Guam which he
or she entered earlier in the school year.
Thus, a student who begins the school year
in a school in Hawaii, then transfers to
Andersen Elementary, would be a (4) re-entry
for Andersen. '

S Re-entry to a Guam Public School after Withdrawal

or Expulsion - A student who returns to the Guam

Public School system after withdrawal or
expuision from a Guam Pubilic School. Thus,

a student who begins the year in Johnston
Junior High, transfers to a school outside Guam
or a private Guam school, then enters Dededo

Junior High, is a (5) re-entry for Dededo.

(C) Schoal From Which Received The school last attended before the
current one.

If a public or private school in Guam, the code for that school
will be entered:
2 characters
00 if first school 51 Academy
10 Adelup 52 Bishop Baumgartner

09 Voc. Tech. Sr. 99 Off-island



(C) School Entered The code for the school in which the student is
currently enroiied.

2 characters
10 Adelup
11 Agana Heights

08 S. San;:hez Jr.
09 Voc. Tech. Sr.

(C) Standardized test{s) taken Code number for test.
2 characters

XX

(C) Test date(s) Date test was taken.
: 8 characters
MM DD YY

(C) Test part Identification of subtest.
10 characters

KXXAXKXXKX

(C) Test score{(s) Student's score on test(s).

3 characters
XX

(C) Type of score(s) The type of scores recorded (e.g., percentile

rank, grade equivalent, etc.)
1 character
1 grade equivalent
percentile rank
stanine
NCE
raw score

=B 7S B N ]

standard score

w o W

other



(C) Transportation Status Indication of whether the student is

transported to school by bus.

1 character

0 no

1 yes

(C) Federal Status of Parents

Part |

2 characters

a1
02
03
og
05
06
07
08
09
10
11
19

Navy military

Navy civilian empioyee

Air Force military

Air Force civilian employee
Army military

Army civilian employee .
Coast Guard military

Coast Guard civilian employee
Marine military

Marine civilian employee
Other federal

Not federally connected

Part [l Parent:

1 character

1
2
3
4

(C) Head Start Status

Lives on federai property
Works on federal property
Lives and works on federal property

None of the above-

1 character
0 Student not in Head Start
1 Student in Head Start

(C) Special Education Status

1 character

0 Student not in Special Education

1 Student in Special Education



(C) Title | Status
1 character
0 Student not in Title |
1 Student in Title |

(C) Bilingquai/Bicuitural Status

1 character
0 Student not in Bilingual/Blcultural Program
1 Student in Bilingual/Bicultural Program

(C) Grade The current grade level of the student.
2 characters
14 Prekindergarten
15 Kindergarten
01 First grade

12 Twelfth grade
20 Unassigned grade level

(C) Courses The code number for each class or course to which the
student is assigned. See Instructional Program for list of codes.
3 characters

XXX

(C) Teachers The code number for the teacher responsible for each
course or class to which the student is assigned. Same code
number as for staff a'ccounting‘

9 characters

KAXAXXKXXXX

(C) Room Numbers The code number for each room the student is

assigned for each course or class. Same code number as for
property accounting.
3 characters

XXX



(<)

(C)

(C)

(C)

(C)

(<)

(C)

10

Period The period number of each course or class to which the
student is assigned. -
2 characters

XX

Crades Received The grade recsived for each course or class
taken.

1 character
x

Counselor The code number of the counselor to whom the student
is assigned. Same code number as for staff accounting.
9 characters
XXXX XXX XK

Homeroom Teacher The code number of the homercom or first period

teacher to whom the student is assigned. Same code number as
for staff accounting.
9 characters

XXXXXX XXX

Days Absent Days on which the student was absent from school.

180 characters (1 character per day)
0 absent
1 present

Date of Withdrawal The date on which the student is withdrawn

{transfer, dropout, graduqted, expelled)
6 characters
MM DD YY

Type of Withdrawal

2 characters .

Transfers - A student who leaves one schooi and
enters another school is a "transfer!". Each
student who transfers from one school to
another during the school year is identified

with designation below.



1

11 Transferred to another public school in Guam.
12 Transferred to a non-public school in Cuam
13 Transferred to Guam Vocational High School
14 Committed to 2 correctional institu'.cion

15 Moved from Cuam, military dependent

16 Moved from Guam, civilian dependent

Compietion of School Work
21 Graduated from high school - The student has
compieted the necessary work to meet graduation

requirements and is no longer in attendance

Expulsion
31 Expelled - the student has been expelled from school

Deceased

41 Deceased - the student is deceased

Dropout - The student is no longer enrolled in any school

51 Voluntary withdrawal due to inability to adjust
to school

52 Marriage

53 Probable employment

54 Verified employment

55 Neaded at home

56 Pregnancy (without doctor's certification)
57 Pregnancy {with doctor's certification)

58 Qther physical/medical reason (with doctor's
certification)

59 Other physical/medical reason (without doctor's
certification)

Unknown

70 Unknown ~ the whereabouts of the student is
unknaown
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STUDENT DATA FILES

Primary student file.” The primary student file includes basic current

data on all students.

Racial/Ethnic

.| Student | Current| Grade Name Sex
Number | School | Level [Last]| First | Middle IN GCroup
6N 2N 2M 16A 10A 7A 2N
2 Language

?Spoken by Parents at Home
2N

2N

Spoken by Student at Home

Date of
Birth
6N

itizenship| _Parent Name Mailing Address S
gaStatus Last |First| Middle | P.0. Box or St.|Village/City[ Zip
iN 16A | 10A 7A 15A 15A SN
Residential/ Entry School From Standardized test 2
?illage'Area Datef Type | Which Received | Test |D|Datef Subtest g
3N &N 2N 2N or 45A 2N 6N [ 10A

[Type of Score (Subtest repeated

(repeated S5 times
core
3N 1N

Federal Status §

5 times) IN

Part |

Part (!

2N

$

Special Program Status

ransported
1N

[

1N

Head Start

Special Education
- 1IN

Title 1

iN

Bilingual /Bicultural
1N

Withdrawal |
ate| Type

6N | 2N




Secondary Student file - Courses, grades and attendance.

13

This file

stores past data on courses taken, gradesd received and annuazl

attendance.

student is in schoaol.

Ther will be one of these records for each year a

tudent |School Year Grade| Courses/Grades (Repeated 8 times)
Number | (Last 2 digits)| Level Course Grade
N 2N 2N YN 1A
¢l Attendance

Days present

3n

n

Days absent

Secondary Student file - current courses, grades and attendance.

This

file stores coursas taken, grades received and a 'daily attendance

record for the current school year.

Student|Current | Grade| Homeroom| Counselor] Course | | eacher
Number | School Lavel | Teacher
&N N 2N 9N 9N 3N aN
S Grades (Course/teacher/grades
Slst Ql2nd Q| 3rd Q |4th Q[ Final repeated § times)
1A 1A 1A 1A 1A
0 Attendance
Day 1] Day 2|Day 3 . . JDay 180
1N 1IN 1N 1N




Secondary Student file - special education.
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Records for all special
education students will be kept in this file.

Student
Number
&N

Spec. Ed.
File No.

Re-evaluation Date

“Scheduled
6N

(-:ompleted
6N

Complete

1P
Needed
IN

iN

Transportation

%

Resource Room Services Provided

é(:omments
ROA

Reading
1N

Math
iN

Scienca
iN

Lang.Arts
1N

Motor
1N

Soc. Stu.
N

Visual

1IN

Program Status

Resource Rm. Svcs. {Cont.) | _ Ii _
E'Behavioral Musici Art| Voc.Ed.| Consuitant Svcs.| Consuitant Tchr. Svcs.
1N 1IN N N 1N 1N
E Program Status (continued) _
Adaptive P.E.|Speech & Lang.|Physicai Therapy| Occup. Therapy
1N 1N 1N 1N i

Program Status (continued)

{tenerant
1N

Hearing

Interp. Svcs.

Intin.
1N

1N

Vision

N

Homebound Hdc.

é

Program Status (continued)

Homebound Hosp.

1N

1N

Nutrit.

Reg. Classrm.
1IN

Couns. Svcs.

i

1N

Program Status (continued)

Date of last Psych. 1est

Status

Status Date

Date of 3-year Re-eval.

%

&N 1N &N 4N (mo. & yr.)
b Services Needed But Not Provided
Res. Rm.|Cons. Svcs. Cons. Tchr. Svcs.| Adaptive P.E.| Speech & Lang.
IN iN iN 1N 1N
_ Services Needed But Not Provided {continued) S
Phys. Therapy| Occup. Therapy| Itin. Hearing|lnterp. Svcs.| [tin. Visiong
1N 1N 1N IN IN

Services Needed But Not Provided (continued)

Homebound Hdc.

1N

Homebound Hosp.

1N 1N

Nutrit.|

Reg. Classrm.
1N

Couns. Svcs.

1N
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Secondary Student files - Other Special Programs. Secondary student
files, simiar to the special education file, will be established for
students in other special programs such as Head Start, Title |
and Bilingual/Bicultural. In each casea, the student number will
be included, followed by data pertinent to the particular special
program.
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This handbook includes data elements,
definitions, coding systems, file layouts and
a general flow chart for the management
information system personnel data base.
Additional information concerning the
management information system will be found
in the document Analysis of the Guam Department

of Education Data Processing Needs and Design

of Management Information Data Files, Codes and

Definitions, Ralph Van Dusseidorp, 1980.



PERSOMNNEL DATA BASE ITEMS

(C) Name The full legal name of the staff member including last

name, first name, mriddle name, and any appendage such
as Jr. or I,

33 characters

16 last and appendage
10 first
7 middle

(C) Social security number

9 characters

KXAXXXXXX

(C) Sex !
1 character
1 male

2 female

(C) Racial/Ethnic background The staff member's general racial
or ethnic heritage.

2 characters
01 Chamorro
02 Filipino
03 Micronesian
04 Northern Marianas
05 Other Pacific Islander
06 Chinese
07 Japanese
08 Korean
09 Vietnamese
10 Other Asian
11 American Indian
12 Black
13 Hispanic
14 White Caucasian
15 QOther



(C) Date of Birth
6 characters
MM DD YY

{C) Citizenship status

1 character
1 U.S. Citizen
2 Resident Alien (6th preference or green card)
4 Non-Resident Alien

({C) Home Address
35 characters
15 P.O. Box or Street Address
15 Village/City
5 Zip Code

(C} Home Telephone Number

7 characters

XAAXXXX

(L) Person to be notified in case of emergency

57 characters
20 name
30 address
7 phorie number

(C) Highest degree or cartificate earned

1 character .

0 none

1 GED

2 high school diploma

3 technical certificate

4 associate degree

S bachelor’s degree

6 professional degree

7 intermediate dggree {(Ed.S.)
8 doctorate



(C) Name and place of educational institution at which highest degree
© was earned
35 characters
15 name of institution
15 city
2 state (use U.S5. state codes)
3 country cede (from USOE handbook)

(C) Date highest degree awarded

4 characters
MM YY

(C) Credit earned beyond highest degres The semester hours of
credit earned beyond the highest degree. Quarter hours
should be converted to semester hours by multiplying by
2/3.

3 characters

XXX

(L) Other educational institutions attended Name and piace, degree

earned and date degree earned of each educational institution
attended.

(C) Certificate held
2 characters

00 none

01 elementary

02 secondary

03 vocational

04 special education

05 school librarian

06 school heaith counselor
07 guidance and counseling
08 school psychologist

09 administration and supervision
10 school program consuitant
11 school psychometrist

89 other



(C) Type of certificate
1 character

1 emergency

2 provisional

3 standard

4 professional |
S professional 1|

6 professional Il

(C) Year of expiration Last two digits of the year certificate expires.

2 characters
xX

(C) History requirement fulfilled Indication of whether the requirement

for study of the history or culture of Guam is fulfilled.
1 character
0 no

1 yes

(C) Authorized teaching fields Subject areas the staff member is approved

to teach.
2 characters

10 Art

15 Agricuiture

20 Business
21 Typing
22 Business Math
23 Shorthand

25 Driver Educétion

30 Foreign Language
31 French T
32 Japanese
33 Spanish

35 Heaith & Physical Education

40 Homemaking

45 Industrial Arts



50 Language Arts
. 51 English
52 Speech
53 Journalism
54 Literature
55 Drama
56 Reading
57 TESOL
80 Mathematics
65 Music
70 Science
71 General Science
80 Social Studies
81 World History
82 Modern or Contemporary proélems
83 Psychoclogy
84 Geography
85 Civics

86 American Government:

(L) Prior experience Work experience prior to employment by the Guam
DOE.

(L) Experience with Cuam DQE prior to current assignment Work experience

for the Guam DOE prior to current assignment.

{C} Job Classification The Cuam position code for the current work
assignment.

4 characters
2107 Accountant |

9606 Welder Supervisor
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(C) School/department assignment The school or department to which the
staff member is currently assigned.

2 characters
10 Adelup
11 Agana Heights
etc.

(C) Subject matter areas The subject matter areas the staff member is

currently assigned to teach. Same codes as authorized teaching
fields above.
2 characters
10 Art
15 Agriculture
20 Business
21 Typing
22 Business Math
23 Shorthand
25 Driver Education
30 Foreign Language
31 French
32 Japanese
33 Spanish
35 Health & Physical Education
40 Homemaking
45 [ndustriai Arts
50 Language Arts
51 Engiish
52 Speech
53 Joumalism.
s4 Literature
55 Drama
36 Reading
37 TESOL
60 Mathematics
65 Music
70 Science

71 General Science



80 Socjal Studies
81 World History
82 Modern or Contemporary problems
83 Psychology
84 Ceography
85 Civics

86 American Government



Primary Pearsonnel file.

data on all staff.

PERSONNEL DATA FILES

The primary personnel file includes current

Payroil datad is not included since that data

is already stored as part of the GOA system. It is assumed,

however, that the DOE primary personnel file as well as other
DOE files can be relatad to the dataz in the payroll file.

Social Security Name Racial/Ethnic| Date of| Gitizenship
Number Last| First] Middle; Sexq Background | Birth Status
9N 16A | 10A 7A 1N 2N 6N 1N
Home Address - Phone |Highest Degree
P.0O. Box or St.} Village/City |Zip {Number| or certificate
15A 15A SN N 1N
ducational Institution |Date of|Credit Beyond]| Certificate |Certificate
Name} City| State|Country | Degree Degree Held Type
15A ] 15A1 2A 3A unN 4N 2N 1N
Year of History | Authorized Teaching Field Job
Expiration| Requirement| 1 | 2 [ 3} 4 |5 | 6| 7 {8 [Classification
2N N N 2N 2N} 2N | 2N | 2M) 2N 2N 3N
School/Dept. [Subjecti Areas laught]
Assignment 1 2 3 (4 5
2N 2N ¢ 2N [ 2N | 2N | 2N
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This handbook includes data elements,
definitions, coding systems, file layouts and
2 general flow chart for the management
information system instructional pProgram
data base. Additionaj information concerning
the management information system will be
found in the document Analysis of the Guam
Department of Education Data Processing Needs
and Design of Management Information Data
Files, Codes and Definitions, Ralph Van Dusseldorp,
1980,
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INSTRUCTIONAL PROGRAX DATA BASE ITEMS

The instructionai Program file will include the rnames
and code numbers for all courses taught in Guam
elementary, junior and senior high schools. A

four digit number is used to designate each coursa,

0200 Heaith

0300 Language Arts
0310 Language
0320 Penman ship
0340 Reading
0350 Spelling

0400 Math

0500 Music

0600 Physicaj

0700 Science

0800 Social Studies

Secondag

Agriculture
1000 Agriculture |

Art

1100 Art 7

1105 Art 3

1110 Art |

1115 Art i

1120 Art (1]

1125 Acrylic Painting
1130 Basic Design

1135 Ceramics

1140 Drawing

1145 Printmaking!woodcut
1150 Silkscreen Printing



Business

1200
1204
1208
1212
1216
1220
1224
1228
1232
1236
1240
1244
1248
1252
1256
1260
1264
1268
1272
1276
1280
1284
1288
1292
1296

Accounting |
Accounting ||

Business English
Business Law

Business Math

Business Methods
Business Machines
Calculating Machines
Clerical Office Practice
Counsumer Affairs
Duplicating Machines
Filing

Ceneral Business

Human Relations in Business
Introduction to Business
Money Management
Office Aide
Recordkesping
Shorthand |

Shorthand 11

Typing |

Typing 11

Typing, Clerical
Typing, Production
Typing, Refresher
Typing, Reports/Manuscripts

Chamorro Language

1300

Chamorro

Distributive Educstion

1400

Distributive Education

English Language Arts

1500
1503
1506

Language Arts 7
Language Arts 8
Language Arts 9
Bilingual Language Arts



1512 CTP Language Arts
1515 English 10A

1518 English 108

1521 English 11

1528 English 12

1527 Basic Writing

1530 Developmental Reading
1533 Drama '

1536 Ethnic/Africa Literature
1538 Grammar

1542  Individualized Reading
1545 Journalism

1548 Library Service |

1551 Library Service Il

1554 Literature of the Sea
1557 Newspaper

1560 Newspaper Use/Mass Media
1563 Oral Interpretation
1566, Philosophy in Literature
1568 Reading Lab

1572 Reading Seminar

1575 Shakespeare

1578 Speech

1581 TESQL

1584 Words/Words

1587 Yearbook

Foreign Languages

1600 French |-

1681 French Il

1625 Japanese |

1626 Japanese ||

1627 Japanese |1l

1630 lJapanese Caligrophy
1650 Spanish |

16531 Spanish [}



Home Economics

1700 Home Economics 7
1704 Home Economics 8
1708 Home Economics |
1712 Chamerro Cooking
1716 Child Development
1720 Clothing

1724 Cooking Tools

1728 Custom Clothing
1732 Family Relations
1736 First Aid

1740 Foods :
1784 Foods From Animals
1748 Foods From Plants
1752 Health & Hygiene
1756 Home and Interior
1760 Home Crafts

1764 Home Nursing

1768 Home Skills

1772 Human Sexuality
17768 Nursing Assistant |
1780 Nursing Assistant {1
1784 Nutrition

1788 Personal Adjustment
1792 Sewing |

1796 Sewing I!

Industrial Arts

1800 Industrial Arts 7
1805 Industrial Arts 8
1810 Industrial Arts |
1815 Architectural Drawing
1820 Drafting |

1825 Drafting I

1830 Mechanical Drawing
1835 Metais |

1840 Metals 11

1845 Woodworking |
1850 Woodworking ||



Mathematics

1900
1205
1910
1915
1920
1925
1930
1935
1940
1945
1950
1955
1960
1965
1970
1975

Music
2000
2005
2010
2015
2020
2025
2030
2035
2040
2045

Math 7

Math 8

General Math
Algebra A/B
Algebra |

Algebra 1
Analytic Ceometry
Banking/investing
Budget/Insurance
Career Math
Computer Science
Elementary Functions
Geometry |
Ceometry I
Taxes
Trigonometry

Band, Beginning
Band, Intermediate
Band, Advanced
Band, Concert
Band, Stage
Chorus, Beginning
Chorus, Intermediate
Chorus, Advanced
General Music

Music Symbols

Physical Education

2100
2103
2106
2109
2112
2115
1118
2121

Physical Education 7
Physical Education 8
Physical Education 9
GTP Physical .Education
.Adaptive Physical Education
Aerobics (Beginning)
Aerobics (Intermediate)
Aerobics Dance



2124
2127
2130
2133
2136
2139
2742
2145
2148
2151
2154
2157
2160
2163
2166
2169
2172
2175
2178
21871
2184
2187
2190
2193
2196
2199
2202
2205
2208
2211
2214
217
2220
2223
2226
2228
2232
2235
2238

Aikido (Beginning)
Aikido (Intermediate)

Archery (Beginning)

Archery (Intermediata)
Badminton/Table Tennis
Basketball (Beginning)

Basketbai] (Intermediata)
Bicycling

Bowling

Bowling (Intermediate)

Boxing

Creative Dance (Beginning)
Creative Dance (Intermediate)
Fencing

Field Hockey

Fitness and Conditioning

Flag Football

Flag Football/Speedbail

Foothall Officiating

Folk and Square Dancing (Beginning
Folk and Square Dancing (Intermediate)
Football '
Colf

Gymnastics

Gymnastics (Intermediata)
Cymnastics (Advanced)

Handball /Shuffleboard

Handbal| /Racketbaf_l

Heaith

Hiking and Survival Fitness
Horsaback Riding

Intramural Planning

Island Dance

Isiand Dance (Intermediate)

Judo

Physicai Conditioning

Physical Education for Elementary
Racketball /Recreation Cames (Beginning)

Racketball,’Recreation Cames (Intarmadiz+a)



2261
2244
2247
2250
2253
2256
2259
2262
2265
2268
2271
2274
2277
2280
2283
2286
2289
2292
2295
2298
2301
2304
2307
2310
2313
2316
2319
2322
2325
2328
2331
2334
2337
2340
2343
2346
2349

Recreational Games

Rhythms

Scoccer (Beginning)

Soccer (Intermediate)
Soccer {Advance}

Soccer Officiating

Social Dancea (Beginning)
Secial Dance (Intermediate)
Softball (Beginning)

Softbail (Intermediate)
Speedball

Sports Facilities

Swimming (Non)

Swimming (Beginning)
Swimming (Intermediate)
Swimming (Advance)
Synchronized Swimming
Tennis (Beginning)

Tennis (Intermediate

Tennis {Advanced)

Track and Field (Beginning)
Track and Field (intermediate}
Theory of Physical Education
Tumbling (Beginning)
Tumbling (Intermediate)
Valleyball {Beginning)
Volleyball (Intermediate)
Volleyball (Power)

Weight Control .

Weight Training (Beginning)
Weight Training (Intermediate)
Weight Training (Advance
Wrestling

Yoga (Beginning)

Yoga (Intermediate)
Physical Education Aide
Physical Education Seminar



Science

2503
2506
2509
2512
2515
2528
2521
2524
2527
2530
2533
2536
2539
25432
2545
2548
2351
2554
2557
2560
2563
2566
2563
2572
2575
2578
2581
2584
2587
2530

Socizl

2670
2612
2674
2616
2618

Science 7

Science 8

Science 9

GTP Science

Air & Space

Biology |

Biology 11

Biology, Environmental
Biology, Human

Biology, Marine

Chemistry A

Chemistry B

Chemistry, General
Chemistry, Advanced

Earth

Electronics |

Electronics 1]

Energy Resources
Evaluation

Experience in Scienca
Human Anatomy g Physiology
Natural Scienca

Physical Science, Chemistry
Physical Science, Physics -
Physics

Physics, Mechanics
Physics, Light & Sound
Physics, Magnetism ¢ Power
Science, Past g Present
Scienca Seminar

Studies

Genersz|

Social Studies 7

Social Studies 3

Social Studies 9
Honors Sociaj Studies
Bilingual Socia} Studies



2630
2632
2634
2636

2640
2642
2644

2646

2650
2652
2654

2660
2662
2664
2666

Anthropology
Africas

Americas
Eurasia
$.E. Asia, Oceania, Australia

Government

Constitutionai Government
Government & The Consumer
Government of Guam

International Government

History
u.s.
Exploration to 1898

1898 to Present
Guam History

Worid
Beginning Western Civilization
Far East History
Philippines & S.E. Asia
Worid in Turmail

Psychology

2670

Psychoiogy

Sociology

2680

ROTC

3000
3010
3020

Sociclogy

ROTC |
ROTC (I
ROTC il

Driver Education

4000

Driver Education
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INSTRUCTIONAL PRGGRAM DATA FILES

Primary subject/course fila.

This file is used to store data on
subjects/courses taught in the Guam schoois. There is one
record for each subject/course. The "credits” fiald only
applies to secondary schogj courses.

Number | Name Course
Credit

4N 16A 5N
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IMSTRUCTIONAL PRCGRAM DATA FLOW

J_ Course Lists
Statistics
QOther
Data
Bases
Instructional
- Special
Reports
Data .
Courses/
Subjects
Base
Student Property
Scheduies I~ — Data
‘k Base
- Grade ‘ PerDso;mel
Reports ata
U Base
Student
Class Lists / Data Base




PROPERTY AcCCDU NTING
HANDBOOK

Prepared for
Cuam Department of Education

By:
Raiph Van Dussaidorp, Ph.D.
WEQ Systams, Ine.

49878 S.W. Shattuk Road
Portland, OR 97221

-

July 31, 1989



This hancdbook inciudes. data elements,
definitions, coding systems, file layouts and
a general flow chart for the management
_information systemr property data base.
Additional information concerming the
management information system will be found
i the document Analysis of the Guam Department

of Education Data Procassing Needs and Design

of Management |nformation Data Files, Codes and
Definitions, Raiph Van Dusseldorp, 1980.
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PROPERTY DATA BASE ITEMS

Sites

(C) Site Number A number used to identify a site. For sites with
school buildings, the school number will be used as the last

two digits of the site number
3 characters
102 Untalan Junior
103 Inarajan Junior High
atc.

(C) Site Addition Number A numeric designation identifying a site

as either an original or an addition.
1 character
0 original
1 first addition
2 second addition

etc.
(C) Site Name The common name usad for the site. If a school is on
site, the school name will be used.

15 characters

(C)y Site Location The address of the site or a description of its

location.
30 characters

(C) Area The area of the site to the nearest tenth acre.
4 charactars

XXX .X

(L) Deed Restriction Brief summary of any revision clause condition

or restrictions on usa.

(L) Easements Brief summary of easements that affect the site.



{C) Structure (exciuding buildings) or special area on site Any
structure other than a building or any area requiring

special design, arrangements or construction for the
purpese of for which it is used.
2 characters per structure or area

01 footbail field

02 baseball field

03 basketball court

04 tennis court

05 track and field area

etc.

(C) Method of site acquisition The means by which the site was
obtained for use.

1 character
1 purchase
2 lease (rent)
3 loan
4 gift
5 exchange
9 otl:'ler

{C) Date of site acguisition The date on which the site was acquired.

68 characters
MM DD YY

(C) Cost of site acguisition The purchase price of the site.

8 characters

XXXXAXXXX

(C)} Market value of site The appraisad or estimated doilar vaiue for
which the site currentiy couid be sold.

3 characters
HCAAHKAXAKK

(L) Nature of site improvement Description of the type of

improvement made to a site.

(L) Date of site improvement The date on which site improvement

was completed.




(L} Cost of site improvement The cost of an improvement made

to a site.

Buildings

(C) Building Number

The numerical designation for the building.
A four digit number will be used. The first three wiil be -
the same as the number of the site on which it is located.

The fourth digit will be used to designate the building on

the site. Thus a single building on a site might be number

1021 while two buildings on a site might be 1231 and 1232.
4 characters

KAXX

(C) Building Addition code A numeric designation identifying a

building as either an original building or an addition to a
building.

1 character
¢ original building
1 first addition
2 second addition
ete.

(C) School or unit name

The name of the school or other unit using

the building. Other unit might be maintenance or media
department.

18 characters

(C) Building name The common name for the building

15 characters



(C) Type of building A code for the primary purpose of the

building.
2 characters
01 General Education
02 Iinstruction
03 Administration
08 Learning Resources
05 Athietics
06 Auditorium
10 Food Service
11 Mechanical Service
12 Vehicle Garage
13 Maintenance
14 Warehouse

15 Muftiple purpdse support

(C) Student capacity of building The number of students that can

normally be accommodated in the building.
4 characters
XXXX

({C) Date building completed The date construction of the building

was compieted.
6 characters
MM DD YY

(C) Cost of building acguisition The cost of acquiring the building,

whether by construction, purchase or other means, The
cost should include construction, architectural and engineering
sarvices, legal services, and consulitative services.

8 characters

XXXKXXXX

(C) Date of building acguisition The date the building was acquired.

This will usuaily be the same as the date completed (above).
6 characters
MM DD YY



(C) Expected useful life of building The number of years a
building is expected to fulfill its intended function.
2 characters
xx

(C) Book value of building The original cost less depreciation.
8 characters

XXXAXXXXX

(C) Replacement cost of building The cost, at current prices,
to replace a building.
8 characters

EAXXXXXXX

(C) Exterior walls Construction materiais that comprise most or

all of the exterior walls.
1 character
1 wood
masonry
metai
panel

B TV Ry N |

concrete block
poured concrate
none

W - & WU

other

(C) Floor framing Construction materials that form the framing
of aill or most floors.

1 character
1 wood framing
concrete on grade

wood on stesl

L I FY R ¥

concrete slab on stesl framing

concrete slab on concrete framing

o wm

other



(C) Fixed interior walls Primary construction materials used for

the fixed interior walls.

1

(C) Roof framing

framing of
1

{C) Roof membrane
1

character

1 wood frame
2 masonry

3 metai

9 other

Construction materials that are used in the
the roof.

character

1 wood

2 steel

3 concrete

9 other

Materials used to cover the roof.
character

tar or pitch

tile

slate

metal

1

2

3

4

5 plastic
6 wood shingles

7 asphait shingles
8 asbestos

9

other

(C) Material in structural system The primary type of material

comprising
1

the structural system of the building.
character

1 steel

2 concrete

3 wood
9 other

(C) Cross floor area of building The sum of the areas at each

floor level

included within the principle outside faces of

exterior walls, expressad in square feet.

3

characters

XXXXX



(C)

(<)

(<)

(C)

(<)

(C)

Total assignable floor area of building The total area, in square

feet, of all space available for use.
5 characters
XXXXX

Total floor area of instructional space The total area, in square

feet, of all regular instructional space.
5 characters
XKXXX

Total floor area of learning resources space The total floor ares,

in square feet, of all learning resources spacs
5 characters
XXXXX

Total floor area of multiola~-purpose space, support space, and other

assignable spaca The total area, in square feet, of all multi

purpose space, support space, and other assignable space.
5 characters
XXXXX

Total floor area of disaster shelter The area, in square feet,

that can be used for disaster protection.
5 characters
XXXXX

Availability of building entrances for the handicapped

Availability of primary entrances that are ground level or have
ramps with hand rails.
1 character
0 no
1 ves

Accessibility of instructional locations to the handicapped

Accessibility to the handicapped to all instruction locations
1 character
0 no

1 ves



(C)

(C)

(C)

(<€)

(L)

(C)

(<)

(L)

Availability of toilet facilities for the handicapped Availability

of toilet stails, accompanied by grab bars, that can
accommodate wheel chairs.
1 character
0 no
1 yes

Availability of 32-inch doors Availability of doors that are

wide enough to allow wheelchair passage.
1 character
Jd no

1 yes

Date building repair or maintenance work completed
6 characters N
MM DD YY

Cost of building repair or maintenance work

5 characters

XAXXX

Explanation of building repair or maintenance work performed

Description of the type of work performed and the portion
of the building on which the work was performed.

Date of building modification

& characters
MM DD YY

Cost of building modification

6 characters

XXAXXX

Explanation of building modification Brief description of

the type of aiteration, renovation, or remodeling work
done, inciuding identification of the part of the building
affected



Spaces {Rooms)

(C) Space (room) number A numeric designation of a space
or room in a building.

3 characters
XXX

(C) Floor area of space or room The area, in square feet, measurad
between principal wall faces.

4 characters
XXXX

(C) Type of space or room Primary intended use of a space.or
room.

4 characters
1000 assignable space
1100 reguiar instructional space”
1200 special instructional space
1201 athletic/physical education
1202 business education
1203 home economics
1204 industrial arts
1205 kindergarten
1206 mathematics laboratory
1207 media-basad instructionai laboratory
1208 music
1202 planetarium
1210 science
12171 special space for exceptional children
1212 computer/data processing (instructiona!)
1213 darkroom (instructionai)
1214 motion picture studio (instructional)
1215 radio studio (instructiong!)
1216 sound studio (instructional)
1217 television studio (instructional)
1299 other special instructional spacas
1300 learning resources space
1400 multiple purpose space
1410 auditorium
1420 cafeteria

1430 cafetorium
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1440 gymnatorium
1450 other muliltiple~purpose

1500 support space

1501 computer/data processing
1502 conference room

1503 dark room

1504 equipment room

1505 heaith care

1506 maintenance and repair
1507 motion picture studio
1508 office

1509 projection room

1510 radic studio

1511 residential

1512 sound studio

1513 storzge

1514 television studio

1515 vehicle storage

1580 general support

1590 other support

2000 nonassignable space
2100 circulation '
2200 custodial

2300 mechanical

2400 structural

(C) Student capacity of space The number of students that can be

accommodated at one time when the space is being used for
the purpose intended.
4 characters
XX XX $



1

EguiEment

(C) Equipment tag number A unique refarsnce number assigned to
an item of equipment
12 characters
XXX AXXX XXX
(C) Equipment inventory number A referencs number assigned to an
item of equipment with a particular style use, supply source
or other common characteristic. ldentical items share a common

equipment inventory number. Aiso referred to as a stock
number.

8 characters
XAAXXXXKX

(C) Equipment type A series of categories that separate equipment
into groups according to similar function on operational
characteristics.

4 characters

1000 instructional eguipment

1100 instructional device

1110 audio devica

1120 computer davice

1130 graphics device

1140 eiectronic display device

1150 photographic device

1160 projected display device

1170 physical display device

1180 subject matter related device
1181 art equipment
1182 business education equipment
1183 driver education equipment
1184 homemaking equipment
1185 industrial arts equipment
1186 music equipment
1187 physical education equipment
1188 scientific laboratory equipment

1189 other subject matter related equipment



12

1190 other instructional device

1200 recorded instructional materials

1210 audiorecording materials

1220 computer materials

1230 electronic display materials

1240 projected materials

1250 printed/pictorial materiais

1260 three-dimensional materials

1270 multi-media kits

1290 other recorded instructional materials

1300 library equipment

1900 other instructional equipment

2000 custodial equipment

4000 heaith equipment

5000 cafeteria equipment

7000 administrative equipment

9000 other equipment

9100 furniture

9200 machinery and apparatus
9210 hand tools
9220 bench, desk or floor machinery (office)
9230 bench, desk or flecor machinery [non-o‘l;'fice]
9240 heavy construction equipment

9300 vehicie

9900 other

(C) Description of equipment A brief description of an item of equipment,

using the key name or description first. For example, "desk, wood,
s! X Sl.ll

30 characters

(C) Egquipment mobility

1 character
0 nonmovablie

1 movabie



(C)

(<)

(C)

(C)

(<}

(C)

(C)

(<)
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Serial Number A unique identifying number permanently
inscribed or attached to an equipment item by the
manufacturer.

12 characters

Vendor name or number

15 characters

Manufacturer name or number

15 characters

Make or brand

15 characters

Model number

10 characters

Physical location of equipment The place where an item
of equipment is located. The numeric building code will
be used for this.
4 characters

XXXX

Date of acquisition

6 characters
VMM DD YY

Cost of acquisition

6 characters
XAXNXKX

Expected usefui life The number of vears an item of
equipment is expectad to fulfill its intended function.

2 characters

XX
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(C) Equipment maintenance schedule The intervals at which an
equipment' item is to be serviced.

1 character

0 none
annuaily
quarterty
monthly
weekly
after each use

w o =W~

other

{C) Date equipment repair or maintenance work complete

6 characters
MM DD YY

(C) Cost of equipment repair or maintenance work

5 characters

XKAXXXX .

(L) Expianation of equipment repair or maintenance work completed

Books

(C) Book inventory number A reference number assigned to books

with the same title, author, edition, publisher and copyright
date. ldentical items share a common book inventory number.
8 characters

KAAKAXXXX

(C) Book type A series of categories that separate books into groups
according to similar functions.
1 character
1 basic text
2 supplemental text
3 library
4 professional
S other
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(C) Subject area A series of categories that separate text books
into groups according to subject areas. The same codes
are used as for subjects/courses in instructional program

accounting.
4 characters
XX XX

Elementag
0100 Art

0200 Heaith

-

080C¢ Social Studies

Secondary
1000 Agriculture

4000 Driver Education

(C) Title The title of the book.
25 characters

(C) Author The name of author of the book.
30 characters
Last, first, midd!e

(C) Edition The number of the edition of the book.
1 character
1 first edition
2 sacond edition

atc.

(C) Copyright date. The date of the latest copyright of the book.
The last two digits of the year will be used.

2 characters



(C)

(C)

()

(<)

(<)

(C}

16

Vendor name or number The name or code number of the

vendor from whom the book was purchased.

15 characters

Publisher name or number The name or code number of the
publisher of the book.

1S characters

Date of Acquisition The date the book was received.

6 characters
MM DD YY

Cost The cost per unit for acquiring the books
5 characters

XXX XX

Physical location The code number for the school or depariment

in which the books are located. The same code numbers
will be used as are used for personnel assignments.
2 characters

XX

Number The number of books of the above title, author, edition,
publisher, inventory number, etc. assigned to the physical
location recorded above.

4 characters

XXXX



Primary Site file.

PROPERTY DATA FILES

This file is used to store site data.
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There

will be one record for each original site and one for each

addition.
Number|Addition| Name| Location| Area Structure Method of
Number (Repeated 5 times)| Acquisition
3N N 13A 30A 4N 2N 1N
Date of Cost of | Market
Acguisition [ Acquisition | Value
6N 8N 8N

Primary Building file. . This file is usaed to store building data. There

will be one record for each original building and one for each

addition.
Number| Site [Addition|School or |Building|Type| Student Date
Number| Code [Unit Name{ Name Capacity| Compietad
4N N 1N 15A 15A 2N 4N aN
Cost of Date of xpected| Book | Replacement| Exterior] Floor
Acquisition| Acquisition| Life Value Cost Walls |[Framing
8N 6N N 8N 8N 1IN 1N
Interior| Roof Roof Structure | ~Floor Area
Walls |Framing Membrane | System |Gross[Assignable| nstruction
IN | N N |_IN 3N SN 5N

Floor Area

(continued}

__Accessibility to Handicapped

Learning Resources
5N

Oth

SN

Shelter
5N

er

Entrance

1N TN

Instruction| Toilets| Doors

N

._IN
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Primary Building Maintenance file. This file will store records of

building repair and maintenance.

Building | Order Date |
Number |Number;Completed Cost Description |
4N 8N 6N SN 40A |

Primary Building Modification file. This file will be used to store

data on building modifications (alterations, renovations,

remodeling) .

Building| Qrder Date . ,
Fumber Number |Completed Cost |Description
S &N &N 6N 40A

Primary Space (Rcom) file. This file will be used to store data

on building spaces (rooms).

Building| Space (Room)[Area| Type|Student
Number Number Capacity
4N 3N 4N 4N 4N

Primary Equipment file. This file wiil be used to store data

on equipment.

Tag |Inventory|Type Description| Maobility| Serial |Vendor
Number| Number | ‘Number

12N 3N 4N 30A 1N 12N 15A

Number | (Building)| Acguisition | Life
15A 154 | 10A 4N 5N 6N 5N

%Manufacturer Brand| Vodel Location | Date of Costf Expectedg




Schedule [Reason|Date|Method

Maintenance Dispgsition
1IN N 6N 1N

Primary Egquipment Maintenance file. This file will be usad to

store data on equipment repair and maintenance.

ag Order | Date -,
F:nber Number |Completed Cost |Description
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PROPERTY DATA FLOW

J I[nventory
Site X
informatiorr . /
- / Maintanancea
Schedules
gduilding /
information \
Cost
\ ¥ Apalysas
Pruperty
Property |
Information Dat \
Power
Usage
Basa Analysas
Maintananca
Records
Statistics
\J Qther
Paower 8ills , Data
| 2asas
Sepecial
\ Repor:s
- \ . Student
Survey H Dats
Raporis \ i =
4 l
) Student : .
Schedules \ Personnel
I Data
23sa :

instructionzi
Procgram
Dzt=z Zasa
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Report Processing Summary Charts

March 1979

Dr. JefZzay I, Shafsx
Research, Planning & Evaluaticon

Mary Zlaine Cadican
Director of Sduez=<icn




Reports

™a Znllowing Recort Srocessing Summary Charss ara divided imts 3 majer
syres of reports: Cperaticnal, Surpers ard Advanced 2larming,
Definiticns

I. Cperaticnal Repors (raperes that are desigred o decument informaticon
ani/cz:datamlann;t:tnecav—t:—dzymmagmtc:nhysz&lam,
q_;_:nn_nt m=terials, sﬁﬁam_nst_c:malmcg:ansarﬂ-c:cbtﬂ...
ing informetion ard/or data Zor educarion/mrogram decisicom-reking)

IT. Sucport Reports (res_:crts that are for the most cart statistical in
nature and document informaticn and/ar data of 2 status nakma).

a. Accomtirg
b. Data Processing
C. Surply/Equirment/FacilitZas

IIT. Advarnce Plamming Repxris (reperds specifically desicred o docoment and
somarize recuests or information relative o Ifutrs crogram design ard
irpleamentaticon) .

raakiown of Tyees

Fcr ease of classificaticn these repcrt types ars further prckan down
into the following catecordas:

Coerakicnal Rerorss

A. Aocidents ;
B. Burglary ard Vargalisn
C. Parsnt/MTeacher Copfarances
D. CIrae Lurch Applicaticons
£. Cafetsria Reccrsts (FSN)
P; Classsoam Scheduling (Secordary)
G. Drhd-of-Year Feporss
E. Quarterly Recores
T. Siaffing Datherw -~ Room Uhilizagien
J. Perscmel Zvalnacion
1. Schol year amplcoyeas
2. Twelve month amployveas

75 Bul:cet Tmerdioras Iox crsvicus Iisczl vesr

J=S 3879

=
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8. Data Processing (Research, Plammirg and Evaluation)
1. Beg:.gm.ng Irolliment:
2. by sex by age
b. Ly gzade
G- by etimic kackoround kv orade
d. language groups
€. hardicapped
£. militzry decerdent
2. Attemdapca Summ=ry
3.- Professicmal Fersommnal Cata
4. Enizy, Re—emixy and witldrawls
5. [CE Statistical
8. Low Income Survey
7. FReport Caxds (Secardary)
8. Special Ehucation Erroliment
9. Paremt Pupil Survey P.L. §1-874
10. NES Performance Coni—act Reports (11 rsporits total)
1. Dropcut/Suspension
12, Headstar: fmeolliment Braskdiowns
13. Deaf ard 3limi Scheal frallment Sreakdcwn
14. Monthly Statistical zZnrollment: Reporic
C. Surply/Fouigment/Facilisdas
l. Repaivs ard Maintemanes
2. Requests for use of sehool facilities (non-—school agtivisias)

3. Textbock ad Zouisment Inventory

Advarce DPlamni—y Rsrcrss
A. TFocd Services State Plan
3. Staf€ing Ne=ds
C. Employment Availahilisy
D. Qn=icubmm Pregosals and New Procrams
E. Budget Pverosals
F. Field T=ip Plang .
G. Pre-recisteatiem resilts
E. Special Eucation Stats Plans

I. Federal Programs Title IV State Plap
J. Five Year Plans
X. Needs Assessuent (Discipline Oriented)

Inadditim‘mﬁmgmﬂcwofa;‘amrtmsi:gmtli:edmthem—
;nying—tablﬁasym::rmagingea:hmhas teen develered or is
urder- develcped, ﬁismagmtmakes&.efcmds;ec‘_ﬁnnqc:i-
Eecal worker activizias Sor sach ITErorTing system in which Ska:

l. Persen rasccnsible is cptli-eds

2. activiiy specifed

3. camletien date speciSiasd .

4. evaluaticns means/merhed ars Specifiad,

JES 3979



MR IS PPUHY OIAKT IYPE O REDPOIYE;  OPERATHUN
: Major Tlme Line/ Dissemination General
shnalofitepar & tesponsibility Schedule 10; File Location Information
*Accident Sclool Nurse/ Orgoing Activity | Copy to Office of |Sclvol murse's File copy also .
Report School Principal {quarterly) Business Adminls- office copy maintained in J
tration, RPE , in Dusiness office | OFfice of Business
Respective anmd RPE AMinistration

Agsoc., Supt.

U

flacglacy and School Principal Ongoing Activity { Copy to Depuyty chool pripeipal Close cammnicatio)
Vardalian ' {quar terly) pirector- , RPE with OfFice of
Research, Planning tuildhgs ard
and Bvaluation, Grourds
Respective
Assoc., Supt.
*Parent/leacher pchool Principal Ongoing Activity | Copy to Associate |School Principal |‘eachers have res-
Conferences {quarterly) Superintendents ponsibility to
capleta recards
ree Lanch Ap- Administrator |mqust-October tonthly reparts fo|Administratar Required Federal
plicaliona Food Services (Initail List) Pederal Govern- i'ood Services reports
Services, Ongoing Agtivity [ment services
Sclool Principals
*Cafeleria Administrator Ongoing Activity |Monthly reports o Administrator Required
Reports (FSN) Food Federal Goverp~  |Food Services [rederal Reparts
3 Sarvices [ment: Services

School Principals

AManaqament Systan Ogllined



UM DEPARIMENT QO EDUCAITON

REPOIRT PIOCESSTNC  MMARY QUIARY  1YPE O REPORT; OPERATTONAL
. ; Majar ‘lme Yine/ Disseminatjon General
Nae OF Jepart: lesponsibility Schedula o; File Iocation Information
*Classroan School principals Auguat Associate Super- Agsociate Super-
Scheduling Department: heads intendent Secon- |intendent Secop-
1 dary Bducatipn dary Education,
School Princpal
*End-of-Year Deputy Director May-July Directar Deputy Director
Reports Instructional '
and Support
Sarvices
*thruarly labinet members (uarterly; Director of Beputy Directar
Reparts Sclpol principals March : Directar of
; June via Division DOE
Septenber Associates Nivision
Decenbwer ’ Associates
*Staffing Pattern School Staff and Mﬂrch—hugust School Staff, School Principa]
Room Brilization | schwvol Pripcipals Agsociate Super- Associate -
intenmdent Secan- interdent Secop-
dary Bducation dary mMucation
*Persannel Principal April - May Personnel Office Principal's Office Copies alsg
Evaluatioy Persopnel office provided siaff
{School year menber peing evii-
Bnployees)

luateq
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QAN DEPA]
REPOIRE PROCESSING

ENT U FLUCATION
HMARY CHIAIYY

1YPE OFf REPORL';

SUPPORY (Accountin

Yeanr

cal Year

sions upon re-
quesl

25 Hajor Time Line/ Nissemination General .
Nane OF Kepart  legponaibility | Schedule 10; Ehlelicoation P Rdnfomation
ApPayroll DO Payroll Ongoligg Office of DOKE Payroll
Accounling Section Cantroller Accounting
Budgel Experndi- Jlwsipess Office End of riscal Research, Plannin] FMS and Dusiness | Reports required
iawes for pre- {I'MS) Year by Septem- Bvaluation and Office for certain Federa
vicus Piscal ber of next Fis- | Other pOE divi- requirenents

P.L. 81-074, NCES
ete.

=




Jia Juja

QUAM DEPAIRIMENT QI EDUCAYION
MMARY QIIART IYPE QF REPORYJ; OPERAITONAL

REPOIYY PROCESSIN

auployee
evaluation

nancial Affairs,
Assoc, Supl., CiX
Pupil Personnel
RPE , IRC slc,

| HMaijar ‘Time Line/ Dissemination General
thwe OF Report: Respongibility Schedule - lo; File Localion Information
: *Personnel School Principal Monthly as
' Evaluation Required Personnel Office )School Principal's Required on anmua
! (welve Months Office,Persopne) increment dates
iy Biployees) Office of twelve mpnt)
&uployees
Cabinet Level Directar of
Evaluations Hucatjon (Quarterly Personnel Office |pDirector of Educa-| Copy of evaluatio
tion, Personnel - is alsa given 1o
Office cabipet members
' Principal Lva- Aasociate Super- Personnel office, |[Parsonnel, office, | Oopy of evaluatioy
' luation intendent - Pirector of Assoc. supt!, is also given to
_ Elementary, Blucation office cabinet members
: Secondary, :
Special Fducation (uarterly
Other divisions [asst. Dir. Fin- Quarterly Pexrsamel office, Personnel office, |Copy of evaluation

Division ljeads
and Assqciates

is also given to
cabinet menbers




JIo JugY

LASEM b LFRLL 22387

[ F L R ey W R Y]

REPOIYE PROCESSING MMARY (AR FYPlE OF REPORDE: DA'TA PROCESSING

Personal Pata

collects, OfFice
Jof Statistical
Services can-
jbiles

samination other
than the Annual
Statisiical Tahles
Report , Oor upon
request

tical Services

A _ Major Pine Line/ Dissamination General
Name OF Report | nonaibility Schedule ma: File ILocatjon Information
*neginning Schools collect, Anqus-Novenber Assoc. Sup't. OFfice of Statis- |Incorparated ingo
Envollment Offica of Statis- Elanentary, tical Services Anmal Statistical
tical Services Secomiary; ‘l'ables Reporl
Campiles Administrator
Pupil Personnel.
Sclool Pripcipals
*aLpendance Schools collect,
Summary Office of SLatis- | Ongoipg {(nopthly) | Assoc. Suptt. Office of Statis-| ADA and AIM
{Absences) tical Services Elementary, tical Services calculated fram '
cawpiles Secondary this data
*pcofessional Personnel office Anqust-Noveanber No oEficial dis- | Office of Statis- | Incorportated jnto

Annual Statistical
‘fables Reparl

Anley and Re-
Entry
Witkdrawls

SChools collect,
Mtice of Statis-
jrical Services
sanpilas

Daily, weekly
and monthly
activities:
Monthly sunmacy
report during
school year

Assoc. Sup't.
Elementary,
Secoidary ;
Alninstrator

Pupil Personnel

School Principals

tical Services

Office of Statisl|-

AP0 Stalistical
lables

)Efice of Statisti-
:al Services com-
riles amd publi-
shes '

Published by Ccla-
ber (inchule Sept.
beginning enroll-
ment)

General dissemi-
nation to DOR

Cenlral Office ad
Schools

OFffice of Statis-
tical Services

Officially known
as “Siatistical
llablesq




JES 3"

CUAM DEPAENE OF EUCATION

REPOIRT PROCESSING — MMARY AR 1YPE OF REPOIYP: Data Processing
X ) . Hajor Time Line/ Disseminalion General
ame of Repark |, o onaibility Schadule To; Flle Jpcatian Information

*tupil Age, Gradd Offjce of Statis-| Jamary Upon request to | Office of Stalis- | ¥ncarported into

pistribution Lical Services DOE  Staff , tical Services Annal Statistci-
Compiles, school pivision cal Tables Re—
collects fleads and part -

Associates

*ow Jocane Sur-
UB_Y

Office of Statis-
tical Services

Decamber — Marc))

Suparized data

to ESEA title I

pirector, Federal
Goverment

Office of Statjs-
Lical Services

Required in cer-
tain Federal
Goverpmeng reportT

AReport Cards
{not active
now}

School staff,prin-
cipals,Office of
Statistical Ser-
vices

{uarterly

School Principals
Schnol Staftf
Sidenls
Parents

Office of Statisii
cal Services
School Principals

Secondary school
students only

*Specijal iluca-
tion Encollment

Assoc. Sup't.-
Special Biu.
Slkalistical Ser—
vices canpiles

End  of each
month

DOE Administratio
{Quarterly Repart)
Federal Govern—
ment/Budget and
Managemenl: Of fice
{Budget Prepara-~
tion)

Office of Special
Riucation

*parent Pupil Sur-
very P.l. 01-074

Principals,

sal Services

MEice of Statisti-

Seplember—
Janunary 131

Summarized Data
to ShA

Pederal Goverpn-
ment

Office of Statisti
cal Services

- Required far re-
imbursement of
impacl; aid furds.
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School Year

S.W. -
kashington, D.C.
20202

GUAM DEPAS NI OF EDUCAYITON
REPOIY® PROCESSING  MMARY QIART 1YPE OF REPOI':Support (Data Proces .4g)
ara Major time Line/ Disseminalion | General
Nane OF Reparl |, o cnaibility | Schedule o File Location Tnforuation
NCIS 2350-8 Statistical Augusit 15 due in | NCES- Roan 3009 Statisgical Per formance
Universe of local | Services Washington, p C | 400 Haryland Ave. | Services contractual
Mucalion Agen~ S.W. obligatjon with
cies Washington, ND.C. NCIES
20202
NCES Farm 2350-8-1] Statistical hqust 15 NCES-Roam 3009 Statistical Per formance
Supplementary Services 400 Maryland Ave |Services oontractual
Reporl for newly S.H. obligatiop with
ocganized Washington,n.C. NCES
LEAStS 20202
i
NCES ¥OId 2350-13-| GLatistical August 15 NCES-Room 3009 Statistical Performance
State Bducation Services 400 Marylapd Ave |Services caniraciual
Ajency Personnel S.W. adbligation with
Nireclory wWashington, p.C. NCES
20202

NCES Form 2350-9 {Statistical August 15 NCES — Roan 3009 jStatistical Per fonpapca
Estimates for Services 100 Maryland Ave [Services contractual

obligation with
NCIES




CUAM DEPARTMENT OF HDUCKPTON
REPOIYE PROCESSING  MMARY CUART  YPE OF REPOR H

Publtic Schools

400 Marylamd Ave.
S.W.
Washingtan, D.C.
20202

_ Major Time Line/ Digsemination General
hewe of Hepoct llesponsibilicy Schedule 103 File ILocatiop Informatior
NCLS Forw 2350-5 | StaListical Decenber 15 NCES-Roam 3009 Statistical Per formance
Fall Repart Services Fon §6 Services contract witl
' 400 Maryland Ave NCES
H.W.
Washington, b.cC,
20202
NCES Pony 2350-7 | Stagistical December 1§ NCES-Roam 3009 Statistical Perfaormance
Sclhwolhousing Services OB § 9 ! Services contract with
Reparg . 400 Maryland Ave. NCES
S5.W.
Washington, D.C,
20202
WCES Fany 2373-2 statistical January 15 CES-Room 3009 Statistical Perfanmnce
JEA Non-fiscal Services oB § 9 Services captract will
Report. 400 Maryland Ave. NCES
S.W.
Washington, D.C.
20202
NCES 2393-2a Statistical January 15 NCES-Toay 3009 Statistical Per fonnance
Universe Services ron jo9 Services

contract with
NCES

0T




gosaa o vy

TREA LM LASLALLNL LAY

REPORT PIOCESSTNG  MMARY CTARY 1YPL OFF RIEPOIYY:

Principals

tleads amx] Associateds

. Major e Line/ Dissemination General
Name of Repart lhaapongibility Schedule 103 File Location | Information
PNCES Vorm 2393-4 | Statistical ;
State Biucation Services January 15 NCES Tean 3009 Statistical Per formance:
Ajency Neport FORn §6 Services contract with
400 Maxylami Ave, NCES
5.4U.
Washington, D.C.
20202
NCIES Fonn 2350-6 | Busineas Office, March 15 NCES—-Roan 3009 Statistical Per formance
Revenue aid Public Works, oD §6 Services contract with
xpenditures Statistical 400 Maryland Ave, NCES
Services 5. G
Washington, D.C.
20202
NCES loom 2350-)1 [Business office, May 15 NCES-Roon 3009 Statistical Perfarmance
Misc Stale Puplic Works, o §é6 Sarvices contract with
Migregates/FY 7 |Statistical 400 Maryland Ave. .
Services 5.W.
Washington, D.C.
20202
Dropout/Suspension [Stalistical June ) |Principals, Statistical For June poarg !
Repar(: Services, Pupil Director of Educa- | Services of Educatiop
lPersonnel, tion and Division Meeting 1




JES 307°

Enrollment Repact

Special Bducation

CUAH DEPAP NI OF EDUCKITON
REPO{Yr PROCESSTNC  AMARY CHARL I'YPE OF REPORY;
 fhrry i Hajor ‘Time Line/ Dissemination General

PR IOF iltepar i fesponaibilicy Schedule 10; File Iocation Infonuation
Neaf and Dlipg Statistical Monthly Special Fducatiaon | Statistical
schiool Pupil Services cawpiles,| ogoing and other divisiony Services
Infamulion Special Bducation upan request

odllects
HeadStarlL tleadStart collects Monthly DOE Staff on Statistical
Enrollment Statjstical Orvjoing request Services

Services compiles
Miljtary depen- Schools collect, Monthly Base lLaison offi-~ Statistical
dent Breakdown Statistical Ongoing cers, DOE staff on] Services

Seryices request

canpiles
gﬂt;hsucal tchools collect, Monthly Assoc. Supt. Statistical
Information Statistical Ongoiiyg Elementary Services
Jonthly Services compiles Secondary




et

1y (612 TPl Majar Tine Line/ Dissemination General

pal part Responsibiligy Schedule ‘fo; File Locatiop Infopmation

School Alttendance| Principals collec . Mont

Area Repor| Statiaﬁiacal 1 athly gjﬁgﬁ:h‘:l = Research, Planningd Needed for
Services campjles Eleuenlary— - S gibaliation ret?istucting

Secordary

inrollunent pPro- Slatistical SepLender- Assoc, Supt. Statisticagl

jecLions by grade |Services Decepber Elementary Services Needed far

by total dis- Sa:mﬂary umet

tricl Special Riucatjon

other DOE divi-
sions upon re-
quesl
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CUMA DEPA ENT O EBDUCKITON
N REPORY PIOCESSING #MARY CTIARYY TYPE QF REPORI':
. i Major ‘Time Line/ Dissemination General
a2 0 Repurt  ssponalii 11y Schedule o File Iocation Information

i"«amlra and Main-
Lenance

School Principal

Onqgoing activity

Office of puild-
ings and Grounds

Princpalts Office
OfEice of Build-
ings and Groupnds

*Use of School
Buildigs and
Facilities

School Principal

Ongoing Activity

*MuexLbook and
Ecguipuent ITp-
ventory

Assoc. Supt,
Elewentary,
Secondary

Decendyer - March

Deputy Directoy Principal's
Office
School Principal's| Assoc. Supt.
Elementary
Secordary

Aguipnent
Tnvenlory

Office of Supply
Managament

Felwuary-June

*Reqguisition for
Bpjuijment ang
Supplies

Office of Supply
Managenent (Pro-
curement Section)

Oiyjoing activily

OFfice of Puidget
Managenant
Office of Fiscal
Affaira DPept. of
Muinistration

Office of Supply
Management

Principal’s Office

Principal’s Office
Office of Supply
Management

T



Asaas U AUNCTT?

and Byuipwent:

School Principal

Supply Management:

Office of Supply

: Major Tine Line/ Dissemination General
Name of Reparl: ,bapmgihiuty Schedute To; File Location Information
*Transfer of Texls Ongolng activity Mministrator School principal

of A~V BEquipnent

Division Assoc ’

Management
*OEf-island Mministrator Fehruary, June Bducational Media Miministrator
orders Supply Management | ang October Center for review Supply Management:
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QUAM DEPAP” INT O EDUCKITON
REPORY PROCESSING MMARY CILAIRE  1YPE OFF 1UTPORYT;

Name of l'iepurl.

Major
lesponsibilivy

ine Line/
Sclexlule

Dissemination
10;

IFile Iocation

General
Infomation

*Irood Services
Stalke Plan

Assoc, Supt.,
lood Services

(x:umer—i}a ey

AStaff Needs

School principals

June-July

Mrectar of PMluca-
tion Federa govern
ment

Assoc. Supl. ,Food
Services Office

Information re-
quired by pederal
government

Budget Management
Of Eica
Division Assoc

School princpals
Office of Budget:
Management:

Division Assoc.

*wsloyment:
Availability

Personnel
OfFice .

Ongolng but by
Maych 15 of
current year

request

Any DOE Staff upon [Personnel OFfige

ki

*urriculum Pro-
posals and New
Programs

School principals
ASS0C. Supt., Qurri
sulum and Instruc-
ltion

Ongoing

Jurriculum Commit—
Leés and DOE cen—
tral staff as re—
wired

chool principala
h\ssoc. Supt.,
rriculum and
Instruction

AMrield Trip Plans

ichool Principals

Ongoing

eputy Director
\Ssoc. Supt. Elem,
iecordary

ichool principalts
office

=91



Al U

VAU L i

UNL WAt ARl Ay

Stale Plan

Fspecial BEducation

{Board meeting)

Iucation Feder
Covermnent

Iducation

REPORTY PROCESSING  MMARY CIAIRRY IYPE OF REPOIT':
; Major Time Line/ Disseminaltion General
ST (8 R inesponaiblliLy Schedule 03 File Iocation Informakion
*Budget Proposal |Assoc. Supt., May-September Office of Budget [Assoc. Supt.,
Elementary amd and Manageirent Elementary am
Secondary Bduca- bDeputy Director Secandary
tion and all Mucation
division heads Borad of Plucation
‘pPre-Reglistration |Assoc. Supt. ,. February-May School principals Rssoclate Supt.,
Iesults Elenentary and Pirector, DORE Flementary and
Secoidary Bluca- ndary Bluca-
tion tion
{
Special Blucation [hAssoc. Supt., October-T Director, Ward of fhssoc. Supt., Sp.

I'ictle IV State
i lan

I'itle IV
Coordinator

Director, AMvisary
Council

Federal Programs
office

Five Year Plan

School principals
Division fleads
collect, Research

Planning amd

lvaluation com-
piles

March

Gov. Office, *
Bureau Dudget &
Mgt. Director of
Plucation

Research, Plannimn
arcd Evaluation

LT



JiEs 3
!

(UAM DEPAI
REPOIEE PROCESSENC

ENE OF FDUCKITION
MMARY CIIAIRY

TYPE QF REPORT:

Assessnent

Curr & Inst,

and Evaluation

Research, Planning] Year

30 each Sclvol

Poard of Fducation
Direcltor of Bdu-
cation, DOE StafE
upan request

Research, Planning
and Evaluation

Major Time Line/ Dissemination General
G R EE S fkesponsibilivy Schedule 1o; I'ile Iocation Information
Tsland-Wide Needs | Assoc. Supt. Ongoing by June
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o ASTTEMAMTT ACTTON I4CAL AFPARTMILTY STDi= IO AGENCY
7 -
Rt OEPARTMENT OF ZDUCATION
% GOVERNMENT GF GUAM
2, Q. 30X 08
AGANA, GUAM-

47T - K 310
472 39

Juiy 2=, 580

The JaparTmenT o7 ZducaTionm announces cpen 2nd premoticral axaminaTion for

the following class o E3TABLISH A LIST:

CUTY: Twelve Months SALARY: PR 22, 521,420 — $28,420 2a8r annum

NATURE OF wORK IN THIS C1aS3:

This s comolax professional and zdminisTraTive work invoived in saminisTaring
ne ~ssaarch, 2lanning ang avaiuaTicn of aducationa! aragrems 3nd sarvices af
*he- CaparemenT of ZducaTtion.

Zmolicyees in *his class perorms the full angse ot comoiax aratessicnal iutias
including incapendsntT work in soacializasd arses aof Thne Jratassicn.

LLLISTOATIVE SXAMPLSS OF WJRK: (Toes noT |isT 21| *he gurTlias wnicn may 2e Jar<ar=ea)

AdminisTars the jrograms ang sarvicss o7  ne Fessarsn, Jlsnning ang Svaluation
Sivialon ot ~he CavartmenT 3¢ Igucarien.

Agministers —ie arograms, 2rojecTs and 2cTiviTias oF 2 omorsnensive tanacement
InformaTicn sysTem; le5igns, ~esasrtnes ang 3valuaTas 12T soiieTiza nsToumenTs:
3irscTs ~he z=mouTar drocessing 2na informztion ~aTrisvai sarvices far ~ns sarisus
aublic sencols *or the regisTraTion, scneduling s+ zl2ssas ang sTugenTs, 3mce
rcorTiag, aTTsndance, TesT scoring sarvicas ind cTmer ssiaTad sarvicas.

Jeveloas, rscommends xnd imotaments sysTams Tor icenT!fving aguearicnal -seqs ne
Ssncarns; 3sTolisnes The ratiaoility and saticitv of rasemrzn =ng avaluaTicn
naThods 2ng Tindings.

Javeioos, 2lans ana imolaments measursmenTs eTNSAS 2ng Tacnnicuas T3 avaluaTs
ducaTional Jrzgrams To JaTarmice The cOsT 3tTecTivensess ang TS neasu~d the
JoT2inmenT o7 gcals 2nd shbjacTives in accortancs «ith 2oclicania “ager:l 3ng [zcal
suical ines 2nd ~3quiramenTs.

Sravicas Tacanica! issisTanc2 in -he iegign o7 somIuTar svsTame, -sa Isveiccmen—
e noiemenTiTicn 2F acucaTicnzl Ircgrams, avaluaTicn svsTams Ing q3sazrm=n ine
sTavisTiczi =aThags.

Seavicas ndormarion, roj2cTicns ane sTRTISTical anaivsis: ‘aveicog saTE analogli
ITSTIALIAS T tAASuUr? TTe :TT2ismenT IF ISTQIIM o205 ing SO ecTiuas,

lavelcas sysTams ‘or ‘zng ~eng2 ilzmaisg.

A.°72073 20330 #4173 ... JFt0z3 o7 IzuzaTicn, aTioem lan—3rc foe IsuzaTian
TITIETIoE ang ITTer Tagard! ine _Jm3i ageecias

arsorms -2 370 WOrk 3§ -Icu.S9a,



SESEARCH, SLANNING AND SVALUATION ACMINISTRATCR
Fuge 2

MIN | MM ANOWELESGE, ABiILiTISS AND SKILLS;

Knawiedca at +he principlas ang 8racTicas of pyplie administrariagn,
Knowiadga I+ SRATistical ressapey T*cnniques.

Ability o dminisTar the IrSGrame and sarvicss At +he Research, Ptanning ang
fvaluarion 9lvision 9% *he Caepar<mant of Iducartian.

AbT T4y o sénnllsn and mafmvain a TRNAgEMENT informatian SYSTem To nandle “ne
d4aT2 anaiysis ang ra0orTing needs o+ e Jecartment aF Sducarion,

Ability to alan and imolement ressarch angd analytics| “ork in The *laid o
2ducITion and *o make anaiysis o¢ *indings, agting facrars, davelcoments, rranas
and Jrojecrions.

AbilitTy o ungersrand T™e aoolicarion of CSMOUTEr- Jrograms suen as The Staristiey)
Package for Social Sgiences and sTher SSmouter-omsed mernags of caTa snaivsis,

Ability o laarm, IntarpraT and 30ply zer—inen+ federal ana 1eea| laws, ryles ang
related guidalines, -

APl Iy o mmke dacisiens in 2CITrsancy with 20prooriaTs guicalinas,

ATty o evaiusrta aserdTianal svFeerivenass g imp i ament hanges ‘o imorove—
"anTs,

ABI ity o wark ef-.‘uc-.-r-aely wiTh the suptie ang amoicyaas,
Wiy =mrtun icate sitacTiueiy arzlly ang in sritiag.

MIN IMUM ZXPERIENCT 0 TPAINING :

Al Grsduarian irem 3 recogni ssg 23liage ar yniversi— 4T 3 3k 3, e 4.3; ar

3} lny aquivalent Smbinarien st xoerisnca and T2ining zeveng TASTIC'S Zagree
Aicn arzsvices e Tinimum “nowiedge, aniii=iag na skiils.

InTerasTag P9rsans may sapily dirse™ly 5 mma Jfdlca of +ag Assoe!ars SuderinTen-
28nT, Asrsconel Servicss 3T ™e Cagarmant of Sducartion, 2aaiiie Arcaga Juilging
in Agana. ZFar fye~qee informaTtion =aj! 172-3900/3509 .

Lo ™=
\".q(.‘_\*_; P ralviTgy

TILIEA I XTiemReT Y

dssociaTy Eucqrr'.-l-ancgn'.-. -er:ar:netp

-
i
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% ASTIRMATST AQTTIN Iorarn SFPQaToTTYy ap=ppdicd B2 Rlwtatuire
iy} SEFARTMENT OF SDUCATION
”5'7 GOVEANMENT CF GUAM
7.0, 30% 0%
AGANA, CUAM
A7 oo s5910
May 9, 1978
g‘ H - d
The: Zasarmant o Sducatian inouncas ha- follawing sosicion 53 ISTABLISH
A LIST: -
EoXxTrXUgus
SENIQR S‘!S‘FE-!SIHANAGE'SEHT ANALTST
wWTY: Twelve Months SALARY: 2g 37 - §74,360.00 - $19,380.00 25

JATURE. OF WORK:
—— WURK.

This is advancad technical wark favaiving e inalysis and Zavalsomant or imgravag
managarial grocsdyreg ind irzesieas :s ~ell a5 <=he inaivsis of sgeracion and igmin-
istrative 5ysTams ing sha Zavelocmant of mathods For 2dapting esa wark Sysiams
9 2ja2etrenic dara proczssing,

Iznlcyass in taig class aps rasaensibla for e inalysis af arsanizacional unisy,
wark Jrocassas, *unczians and STIGTIMS wRich 4re =amolayx ind tacaniczl ip nature,
28 wall 35 o cevelacment ang documentacian of . rathodolagy fap idapgting
various warg fystams %3 2lactronic datz STTC3As3ing.  Work invaivas 2vajuating ing
recommanding imzravemants in *anagerial aoiicias ang araciicas, grzanizacion,
fAathods angd pratagures,

Work may invalve. T2ading <4a “0r% o7 subordinara t2enndeal moloveas gn is5igneqd
Tasks, imoloyeas in =qig clags =szajve seneral instructions as X2 sc2ca 97 agsign-
Tents and Sraad abjaczives 13 3a ichieved. ‘ork ig servormed wish cSnsicarapia
indesandancs ny is reviawed SITUgh csnvarencas apg Suemissian of rasar=s ap
czmolianca with, calicias, Sdundness 3% canclusigns or fecsimandations, icquracy

a¥ lagic, *2351011ity 2ng rzger ytilizatien of 25730l isnad rincialas, Jracsiess
ind arocadyrss.

ILLUSTRATIVE IXSMPLIS 37 GRK:

Cinquess iTudies, resgap-, inalysas and avaiyagian 37 arganizazienal SITUCTYre,
‘uncziens, work TRTNOdS ing iier sceraitionai iCTivitias; recsomangs zRanges ;
cavalany Arccadures ing nes2sIAry ‘ormg oo imalamane chinges, and AT203res rajagan
Jrocadural instrucaions,

Participatas in the dasign ind davelecmant 3¢ manicement informacion jystams;
sarfarms statistica] inalysas apd ATES2NTITICNS oF ragyles ind canclusians.

arematas tee usa a7 Irzgrams ang rccadurss dasigned =3 1m0l {9y wary IrIcassas
ind ioorovement g7 igministraciva ASC22UrIs; writas ind/op “2visas manuals aof
Arecasyres,

fecoonands idfusTanes, :'--.:rr:vemenr:. ind rengvarisns in gorzanizasion ipg oarz-
tians Hasaa ap iTudias apg surveys,

nitiatas ze=ign in 3r:aniTing infor=acian int3 icc25395l2 wgre Filasg, 2ecumanting
arlc2dures ang Jcarating TRLNSAS) “asigny sygcans ‘morsvements ind izentifiszag<ian
9% zata in ™Na Ir2c2s3ing oF izelicatians; ing Sev2id0§ cST sTagigmias 3N ~nica

Honcate avaluasions 220 te tasad,

Je;an'ines INE recuirsmants oF sRanzas necassary s 2€20T wx{3ting aork jysTamg
ing Jrocassag -5 2laczranie 2ara ATIC283I0g tzchnicyax.



7ige 2 b ' . 15
Samior Sysms/!‘.aneg:ment Analyse

?:-epares_-er':’t‘.-.en sTocadyre farratives, ow chars, Systams specivicaricns,
Arogramming quidalines, ing athar necassary documentation,

Qesigns re2oorts zind l'nt.a.maITy FENeritad gutoyrs 5aTisTY Tanacement inTarma-
tien naads ang suppiias day-ca-day dara nssgad for che conTinuous aperation g7
the individuai tlaments of work systams.,

Facilitates imolameneazian ot alseTronic data ATOCASSing arocadures througn
frenaration oF A8C2ssary manwals, <harts, diagrams apd ‘orms design.

Zvaluates and recormends the t/pe, 3izs, ang valua a7 ot¥ica apg oeratien aayisa
mRNT L0 e ygilizad.

deviaws and updatas intarma] Arocadures,
[nsTruces personnel in tha usa of New systams and forms.
Maintaing controi aver the design gor T2Parss, recards, and farms.

Perv‘qm long-ringa studlag g Tanagsment invalving such itams ag arganizacien,
.-‘ae.s'rb'iT‘.t'; itudiag SENC2rning naw quirmene, raceures, ind acher r2iatag nageaps,

erforms relatag “Or% 12 requireg.

UINTMUM NOWL 25625, JILITIES 24p SKILLS:

Tharzsugn knowladga of gavernmantz| managamant Arincioles, thearies ind taconicyas
ind of ganerajly iGzantay f2chniques usad in arsanization ing Tachods xamining.,

32'

arsugh mwlgdga af the nodern arinciglasg, aracticas, iysTams, and Aroczayres
d mmchanizaeion in dara Ar3cessiag ing CIMAUtar goeritigns ind argrimming,

-

Cansiderahla Xnowiadge a7 madern artics dricticag and Ar3C3qures,

Ability =3 sar<icigata in w4a davelocment a7 long-rangs 2lans fapr <ka Iimoucae
SYSTEms inajyeis ragrams,

AbITity ta make aral and writzan r200rts ind sresantations and Ar2mare zhap-x
ind graphs ciaarly ang <oncisaty,

Ability & C2NdueT axtanziva TAnagement sTugies ang Ir3anizactiona| surveys,
Ahiliey o3 savisa Irocadures, i daveian rarhege ‘or Fengrating ang rscassing

data a:nd intagraca thesa iney Z3ra ATTCEITNG syssams ang lians.

Abi iy =5 dathar, igsamoia, mArreiaza ang inalyze fic=3 ang Javisa sgiucigng ==
d1 r‘f'!cul:mana.gment srsbiems. .

Abilicy 9 sstapfigh ind mainexin arFagTive ~ar<ing rejationsning “iT zInars,
Aili%y 23 zake #ork degisicns in iczzriancs wizh laws, ~ui3sg, ing “%Tu.4ct-ons,
ind 9 ismpiy dasarmanta] faifciag ang FrIc2qures 3 wark aragjang,

MINIMUM ZXPeRIzwes SN0 TRAINIMG:

{2} Graduatrien it 2 "aggapis dagras 7eom a TICEnizEd c3lTage op nTversicy i

dusiness ar suglie laminigzratian, indussrsa] 5 acemant, zzmourap ze- LI
Ir zlasaiy ~ajzraq *aid, zius 2na 7%ar 37 3 S9Tessively -aogns<yia itazTi; -
1229 axnaryanea fnvaiving TSTOUTIr sveTamg maiysis zpg digital zzmougar
ATTErIUMING; ind zne s22r 37 -anagemmne naiyssis .arx mvaiving 1na nalygis,
avaluaziaen, “BTieds, Zavelqomant ind ‘morgvemans 37 T2nagartal 2giictes,
arcTicex, R&8ThACs, systame e IrIgaduras: g

(3} irznua:*:_cn #1TH 3 lacneigrs =2qree in sysinegs gr uolie agminn §I™aTizn,
indusTryal T@nagement, iompuwcar iciangz, ar slesaly ~alizaa aiz, zriyszane
JRRF dng six sonsas af rgaressively raslensisia 3%actiaiizag XTar<zpnga e
cluaing zzmoyzzp S¥STams inalveis apg 2igi72) zzmoycar FTUCTINNIAYS 02 sme
Je2r ind 5ix somths oF Jrogressivaiy T253ens M2 sceciaiizgae Tanacamanr
inalysis ~arg imvalving ka naiysis, vz luation, s2vejqcment :pa TGrivemanc

IT manager<yj Glicias, iraciicas, T@Ticds, systams and arlcacures: ip




7age 3 B -
Senior Systams/Managewent Anaiyse -

(¢} Any squivalent ezmbination 97 axperiencz ind sraining waicr aravides
e winimum nowledges, ahilic<es and skills.

Intarestad sersons may apply dirsctly 3 the 07Fice aF =ha Assaciata Suoerintancanc,
Farsonnel Sarvicas it sam daparThent of Iducaction, Pacific Arzade 3uilding in Adana.,

for further informatiom cal] 4723-300" or- 4729-309.

L g & q g
\E.E'ISA”E. SUTTZRREZ

Associate Sygeri nt.s.nden:'" Jersonnel

;.J
©
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3 CEPARTVMENT OF EDUCATION

. GOVEANMENT OF GUAM

7, 0.30x D
AQANA, GUAM

472 - 3900 28910.
473 - W09

Decemper 3, 13979

~ ANNOUNCEMENT

THE DEPARTMENT OF ZDUCATION ANNOUNCES QPEN AND 2RCMOTIONAL
EXAMINATION FOR THE FOLLOWING CLASS TO SSTABLISH A LIST:

CONTINUOQUS

COMPUTER 3YSTEMS ANALYST IV

DUTY: Twelve Months SALARY: 2R29 - 513,520 - §13,380 P/A
NATURE OF WORX IN THIS CLASS:

This is difficult and responsible technical data procsssing and
computer SYSTEMS analyses work with considerable latizuds 1a

tie exercise of indapendent judgment and actions subject, however,
to the administrative dirsction of the division and/er branch asad
in parforaing a variety of assignments in che zachering, analy=ziag,
and making formal presentations of che various svSTems wichin che
Goverament of Guam in accyrdancs with sstablished laws, Talas,
Tegulations, policiss, procsdur=s, and program cojactives,

Notk is ceviewed :hrough confersnces, work 2ccomplishments, and
submission of rsporss. Work may occasionally involve the super-
vision of technical or clerical smployess in the respective bdranch
or in.the performance of other specific programs haviag overall
supervision.

ILLUSTRATIVE SXAMPLIS OF WORK:

Formulactes and recsmmends work procsdurss cslaciag =0 zatiering,
analyzing, and making Jormal presencations of che various systsms
within the Government oF Guam for zhe ultinate use, in data JTocessiag
ind. computer nachines.

Initiaces plans, programs, and procsdurss for the cerformance of
Tesponsikla tschnical data grocessizig and computsr systams analysas
“oTX and recommends adjustments, inprovements, ind rennovaticn
therefrom.

[aitiates action in orgami:zing information inrs accessiblas wark filas;
documenting procsdures and aperating mechods; designiag systams in-
provements and identificacions of data in cthe procassing of applica-
tions; and developing costs statistics in which 2conomic avaluacions
can Ye basad, =tc.

Pariorns c=latesd computar systams analyses work as reguised.

JESIRASLE CQIOWLIDGES. 18ILITTIZS. AND SRILLS:

Thorough ‘mowlsdge of the Joderm priaciplas, practicas, svstams,
and procadures and aechanization iz data proc2ssiang znd caompuseT
operitions.

Thorough <mowladge af zovernmental functions and srzanic-acions.

Considerable nowledgs of aodern ofZica practicss and zracadures.



COMPUTER SYSTZMS ANALYST [V
Page 2 .

Abilicy ro 1551ist. in zhe developmenz of long ranga ?lans for
che computay sYstems analysas DTogTam of tha Government of Guaa,

Abilicy =g 28tablish ang Raintaia sffecrive working telationships
with departmencal 9fficials, subordiaatas. moloyees and their
FeDTesencativas, profsssional IToups, and che géneral public,

Abilizy e nake #aTk decisions i iccordance wiczh laws, rulas

and regulations, and g apdly deparwmenrcal policies and aTocedures
%9 wark nroblems.

Abilizy 2q Prepare raports and =g do scaciscical Tesearch wark.

Abilicy =g exXpTess onesals ¢learly and concisely, otrally znd in
writing,

Skill in the use and cars gof variety of data and compucter machines,
JESTRAALE EXPERIZINCE aND TRAINING:

[A) Graduarion wizh i 3Jachelor's degree Stopm 3 r'ecognizad Gollaga

OT universicy ip business adminis:razian; 9T closely rejarad fiald,
plus carse (3) vears of JTogressively T25ponsible experianes in dara
Procassing iascallation and compurar systems; arp

{3) Graduzrign from high school 8T possession af 3 caTeifizage of
aigh schoagl fquivalancy (GED}, plus six vears g7 progressively
responsible sxperiancs of which 3 7E3ATS MUST 1zve heen in daza
PTocessing installation apd SOWpUTEr systems; ar

(€} Any equivalanc combination af 2xperiencs and =+ iniag.

Idteresced 28T3ans may apply dirsetly zo tie O0ffice of zhe Associazs
Sunetintendsn: - Psrsonnel Serrices it rhe Deparzaenc o7 Zducazian,
Pacific Arcade 3uildiag ig Aganz.  for Sur<hap iafarmarian call
4728-300 or 4723-909,

\STQQ.“..JQ':..-' i
FELISA 3, GUTIZRRE: )
Associaza Superiaicandens - Parsgnnel

.-pl-'u



Name: Jeffrey E. Shafar
Sccial Security Number: 521-32=7783

Presant Address: P.0. Box 1787
Agana, CGuam 36910

Telephone: 472-8532 (work); 789-~1548 {home)
Marital Status: Married

Date- of Birth: February 13, 1943

Place: of Birth: Cincinnatti, Ohio, USA

EDUCATION : 13671966  University of Nebraska
Lincoimr, Nebraska
Obtained B.S. inr Microbiology

1966—-1968 Colorado Stata Callega
Greeley, Colorado
Obtained M.A. in Science Education/Biology

1976=-1978 University of Northern Colorado
. Greeley, Colorado
Qbtained: Ed.D. in Science: Education/Resaarch,
Statistical Methods and. Evaluation .

OTHER PROFESSIONAL TRAINING:

1875 NWREL Audit and Evaiuation Training Program
Evaluation

Evaluation Improvement Training - California's
State Department of Education. Western
Region Interstate: Planning Project

1977 Center for the Study of Evajuation, Norkshop
in Progranr Planning, Impiementation and
Evaluation UCLA

1879 Title | Technical Assistance Norkshop -~ NWREL



WORK EXPERIENCE: —pac T

1978-Present ?Data Systems Consuitant for the Guam Department
of Educationr, Agana, Cuam.
Responsibilities include evaiuation of the Guam
Teachers’ Center project, direction of the Guam
Educational Management Informatjon Systems ESEA
Title |V project, lending technical assistance to
the needs assessment project, Title |l Basic Skills
and: Title | Evaluation, utilizing systems anaiysis
techniques to develop systematic. procadures to meet
the statistical information requirements of the
Department using SPSS and other related programs,
direction of the NCES Common Core of Data Survey
Project and general administrative responsibility
over a small staff of professional and non-professionais
engaged irr data collection, storage, retriaval, planning
evaluation and research.

°Part time professor, University of Guam.

Taught basic statistical coursas to graduate education
majors up through anaiysis of varianca and graduate
level coursa ir program evajuation.

1976-1978 °Private Consuitant for the Center for Eduction and
Management of Greeley, Colorada. -
Respensibilities inciude third party evaluation studies,
procass monitoring, report writing and development of
evaiuation oriented handkbooks for implementing and
evaluating career education programs. Securad
program evaluation contracts for ESEA Title VI
on Guam; developed company brochures in report
writing, monitoring, technical rsviews and discrepancy
analysis evaiuation modeis. Co-~authored two
handbooks: one on implementation for Experiencad
Basad Career Education; one (in praess) on Evaluation
Designs for Experienced Basad Career Education in
Wyoming. Authored a resourcs guide for career
education in the State of Wyoming.

“Rasearch Assistant in Evaluation, Center for Special
and Advanced Projects, University of Northern
Coloradn, Greeley, Colorado.

As a ressarch assistant working out of the University's
Office of Program Evaluatiorr was resgonsible for
avaluation resaarch dasigns, site reviews, formative’
evaluation studies of saveral on-going University
programs and data analysis/report writing.

Authored student foilow-up recorts for axternaf degree
programs in Art and Sciancas, conductad onsite sucits

; of the- UNC Reading and Writing Program, gilingual
Traineeship Program as weil as developed a model
evaluation design for axtarnal degree programs. Also
developed management ogians for the Content Reading
and Writing Program and conducted the evaluations
(instrument design and summaries) for the UNC Scienca-
Math Council Summer workshops.



1973-1978

1973~1978

19631973

1268-1963

1967~1963

*Supervisar, Student Fieid: Experiencas, University. of

Northern Colorado, Greeley, Colorado.

As: content coRsultant im science was responsible for
the: suparvision of junior and sanigr high student
teachers irr science during the fall quartar 1975,

Educational Evaluator, Office of Planning, Evaluation
and Federy| Programs, Department of Education,

that invaived, loczlly constructad critarion refersncad
tasts inr language arts, mathematics, science and sgcial
Studies. Was ajsg responsibie for the evaluation of
saveral federaily funded programs (Title |, Title i,
ESEA Title Vi1, ESSA). Also was responsible for
Proposal writing and development, Program planning,
monitoring and avaluation designs,

Authored a number of proposals for federal funding,
oral and writtan Feperis to the Territoriaj Board of

-Education and Guam Lagislature, Titfe |v State

Evaiuation Plary, technica| raviews, tschnicg| assistance
to various Projects and the Title Il State Advisory
Council.

Coordinator of Yesr Round Schoo! Studies, Guam
Department of Education, Agana, Cuam.

As the coordinator Was resgonsible for year round
education feasibility studies and community survays.
Compietad feasibility study and community survey of
opinion and attitudes towards tha concapt of year
round education. Project was discontinued due tg
lack of seaq money,

Also. during thjs time Co-coordinatad a summer schooi
aide: training pProject.

Science Teacher, Guam Public Schools, Agana, Cuam.

i i me Nas assigned o teach junior
and: senior high schooi sciencs. Developed an
innavative independant study program for the sanior
high schoet, coached footbail one. Year and was chosan

graduatiorr..

‘Science: Taacher, Crand. lunction Junior High,

CGrand Junction, Coloradp. Chaired. the Scienca
Department Seif-5 tudy accraditation commitias,

Research Assistant i Education, University of
Hawaii, Monoluiu, Hawaji. AS a graduate research
assistant in education W3S responsible for sditing
manuscripts for publication, substituta university
level instruction. Edited sciencs disvovery lessons
and providedg assistance to sciencs education facuity,



1966~1967

OTHER ACTIVITIES:
1371-1973
1970~1971

1977-presant
-1977-1978
1977-1379

HONORS AND AWARDS:
1964

1961

1965-present

197%-presant

PUBLICATIONS AND PAPERS:

Ford Foundation Fellow. Experimental Teacher
Education Project, Colerado State College, Gresley,
Colorado. As 3 Fellow was responsible for constructin
test items in the earth, physical and biological scienca
and assisting science education facuity in project
work. |tems written became a part of a published
saries. of elementary discovery activities in the
Physical, Life and Earth sciences.

In addition to the above axperiencs Dr. Sharter has
had first hand experienca with SP55, SAS computer
packages, FORTRAN |V and sysiems analysis as well
as formal University level coursa work in computer
programming and muitiple regression analysis
techniques.

Vies. President, Quam Science Teacher Association
Advisor, AYA (All isiand Youth Association) Guam

Member, American Educational Research Association
(AEAA)

Member, American Association University Professors
(AAUR)

Member, National Sciencz Teachers Association (NSTA]

National Honor Society

Eik's Lzadership Award
Foothall Schoiarship - University of Mebraska

Lamba Sigma Tau, National Scienca Honorary
Membership in Phi Deita Kappa - intermational

professional sducation fraternity
Charter member Cuam Chaptar

Shafer, Jeffray E. Neison, Steven. Languace Arts Needs Assassment -
The, Opinion Survey., Guam Departiment of zducation, August 1979

Shatfer, Jeffrey E.

Cuam Educational Manzcement [nformation Conceot

Paper. Cuam Depariment of Sduc3ation, Deczmper 1979.

Shafer, Jeffray E. Quam Public Schools: A Studv of Reading Readiness
in Kindergarten Students. Cuam Department of Ecucztion. May—

TGy 1979
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BUDGET

Travei

Off-isiand -
Round trip airfare from U.S. to
Guam and return. Transportation

for educational data processing

consultant and per diem. $ 3,000
Local

600 miles @ 21¢ /mile

travel for consuitant and staff 126

Cantracted Services

@ Educational Data Processing 28,000
Consuitant (1.0 F,T.E.) '
° Printing of training packets 1,200
° Printing of system documents 1,500
° _ Misc. printing of forms 2,500
Supplies
Xerox paper (20 cases) ' 500
Notebooks/Spirai (40 notebooks) 200
FMS Handbooks (50€@ $10 each) 500

Total = $ 37,528



PART V

ASSURANCES

The Applicanc hoershby assuras and cextiflias chac he will comply with the regulacicns, policies,
guidelines and requirmmests, iacluding CMB Circulars No. A-33, A=1C2 and TMC 74-4, as zhay
calace to tha applicacion, acesptancs and use of Tederal funds for this Isderally-aagisced

project. Also the Applisant assures and certilies to the grant thac:

1. It possasses legal auchority wo apply for tas 9. It will comply with all requicomonts
grant; shat a resolution, oouion or similar impcsad by the Tedaral speasoring
action has heen duly adopcad or passad as an agercy concerning spacial sequiremencs
official act of the appiicant's govarning body, of law, program reguiramenzs, and aother
authorizing the filing of the appileation, in— administrative requizomencs.
cluding all undarstandings and assurancas con-~
tained charein, and direcsing apd authorizing 10. Iz will insure thac the facilities
zha porson identified as the official repru- under its ownarshiz, lease or supsr-
sentative of the applicant to act 1o conpoe— vision which shall b5e ucilized in the
tion wich the applicacion and %o provide such acernplishnent of the projeact aze noag

izional informacion as may bs ragquiszd. listed on the Eavironcental Procactian
. Agency's (ZPA) lisc of Yiolaving

2. It will comply with Titlas VI of che Civil Facilitiaes and cthat it will notify :ta
Rights Act of 1964 (P.L. 38-152) and in Fedaerzl grantor agency of tie zeceiyt
acgordance with Tizla VI of that Acs, oo of any cosmunicaclion Tzom the Jizuctsr
persor in the United Staces shall, on uhe of the EPA Jffice of Fedoral Aciivicias
ground of -ace, color or natienal origin, be indicating thac o fazility =9 he usad
excluded from participacion in, be deniad in the project Ls undar gonsaidsranian
the benafits of, or be omharJise subjectad to for lisTing Ly zhe IPA.
discrizination under any program or 4cTivisy
f$ar high *he applicant ceceives Federal 1l. I8 «will comply with the Ilcod insuranze
financial agsistance and will izmediacaly zake pusrhase requizsnmenc: 3£ 3aecsian ldZ(a)
any measuzes necessazry o effsctuaca this of the Flood Oisastar ?roctection As:T
agreemsns. of 1971, Public faw 33-2335, 37 sezas.

375, approved Cacocmzer 11, 1576, Sesuien

3. It will copply with Tizle VI of the Civil 102 ,a) requires, on and afzer Harcn 2,
fighes Act of 1344 {42 UST 2000d) prshibise~ 1972, cha puschase of Ilocd Lnsurancs
ing employmant dizewimination -hers (1} the in cormunizties winerp Sush lasuzance LS
primary purfose of a1 gTint is o provids availabla as a gondi:zion for the
employmene or (2) disczialnactory smployment rectips of any Fedezal Jinancial azsis-
practices will segult in unegual soeatzens o2 Tahce for constIuction or aguisitian
parsgns who ars or should be banefizing fzom purroses for usa i any irma that has
che granc-aidad astivizy. . baer, idantified By che Sacretary of

the QeparTment of dousing and CUrzan

4. It w9ill comply with requizuments of Ine pro- Development as an arsa2 taving sgecial
visions of =ne Uniform Relogaticn Assiscancs flocd nazards. The pnzasa 'Tadersl
and Real Propezty Acsuisitzions Azt of 1370 2inancral assistance” insliodes any Iz
{P.L., 31-648) which providas Z2or Jair and ~4 loan, grant. ANty , Lasuranse
squizable treaczant of persons displacad as a payman%, cepace, subjidy, disasters
resuyls of FTederal and fedorally-assisced assiscance logan oF jrant, ar any ocher
prOgrams. form of dirset oz iadirsct Tsdesal

assistancs.

5. lg will comply wizh the provisions of the
Haten AcT wnich limit che jolicigal 12. It will assisc the Federal gzaneccr
activicy of employesa, agency ia i:3 compliance with Sactioan

106 of the Mational Historic Prasazva~

6. It will comply with the zinimum wage and max- tion Act of 1966 as amendad (16 0SS 470},
imum hours provisions of the Faderal Fair Zxacutive Qrdar 11533, and he Arcnac-
Labor Standards Acs. as =hey ipply o hospi- logacal and Hiscoric Presagvation Act
tal and educaticnal inscitucicn employess of of 1966 (16 USC 46%a-1 et saqa.) 3y laj
stace and local governmancs. consulting with =he Stace Historic

Preservacion Officsr on the conduct 3£

7. It will establish safsguazds ©o prohibit investigartions, as necosSsary. oo lzen-
employess frowm using their positions for a tify oroperzies listed in or elig:ible
purpose that is or gives 5o appearancs ot {or inclusion in the Haticnal fmgiscar
Seing motivaced by a desizs iSr privace Jain of Historic Placss that are subjact D
for themselves or othara, partizularly chose adverse affacts (sae 16 CFR Parz 30G.5)
wich whom thay have family, Susiness, or by the activicy, 2and nctilying aa
ather ties. Federal grancor agency of the axistencs

of any such propercies, and Iy (L)
8. It will give he sponsoring agency or tho complying wich all roquizoments estab-—

Camperoller Ganeral zhrough any author:ized
reprassnctacive the access £3 and e right £D
examine all rscords, boeks, papers, or
documents relaced o2 TiA granc.

€l2

lished by the Tedaral grancor agency
o aveid or mizigatu adversa alfpcts
upon such Sroperties.



NOTICE

1. No application for Oepartment of Health, Education, and Welfare assistance is approved unless
the applicant has an file with the Department an accepted assuranca of compliance with Title VI of
the Civil Rights Act of 1964 (Pubiic Law 88-352), on Form HEW 441, If a copy of Form HEW 441
is NOT ailready on file with the Department, it must be submittad with this application.

2. No application for Department of Heaith, Education, and Welfare financial assistance under any
education pregram or activity is approved unless the applicant has on file with the Departrment an
accepted assurance of compliance with Title X of the Education Amendments of 1972 (Public Law
92-318), on Form HEW 63%9A (formerly Form HEW 639). if a copy of Form HEW 839 or Form
HEW B38A is NOT already an file with the Department, it must ba submitted with this aopiication.

3. Department of Heaith, Education, and Weifare policy requires that if any phase of THIS project
will involve subjecting individuals to the risk of physical, psychological, sociolagical, or ather harm,
certain safeguards must be instituted and an assurance must be filed on Form HEW 586. If there is
any question about application of requirements for protection of human subjects to this project,
further information should be requested from the Office of Protection from Research Risks, National
Institutes of Heaith, DMEW, 9000 Roekville Pike, Bethesda, Maryland 20014,

4, No application for Oepartment of Health, Education, and Weifare assistance is approved uniess
the applicant has on file with the Department an accepted assurance of compiiance with Section 504
of the Rehabiiitation Act of 1973, as amended (29 U.S.C. 794}, on Form HEW 841, |f a3 copy of
Form HEW 641 is NOT already on file with the Department, it must be submittad with this aoplica-
tion.

’

5. If this is an applicaton for continued suppert, include if you have not already done so (a) the re-
port of inventions conceived or reduced 1o practice required t ¢y the terms and cenditicns of the
grant, or (b} a list of inventions already reported, or (¢} a negative zertification.

NOTE: A copy of sach of the four forms enumerated above (Forms HEW 441, 6394, 596, and 641)
is attached hersto for your convenience in the event that you may be required to file one or more of
themn in accordance with the ABOVE instructons. [f, however, 1, 2, and/or 4 of the above assurances
have besn submitted to either the Offics of Education {(OE) or the Department, another onizinal or
copy need not be submitted nor will any OE prosram insist upon such a duplicate supmission as a
consideration of any application.
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Explanation Of

HEW FORM NO. 441, ASSURANCE OF COMPLIANCE WITH THE
DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE REG-
ULATION UNDER TITLE VI OF THE CIVIL RIGHTS ACT OF 1984

Section 80.4 of the Department of Health, Education, and Welfare's Regulation efizctuating
Tite VI of the Civil Rights Act of 1964 requires that every application to the Department for Fedsrai
financial assistance shail contain or be accompanied by an Asurance that the program or facility wo
be assisted will be conducted or operated in compliance with Tite V1 of the Civil Rights Act and with
all requiremena impesed by ar purneant to the Department’s Regulation.

Section §0.4 further provides that “the form of the foregoing Assurance and the extent to which
like Assurances will be required of subgrantees, contractors, transieress, succetsors in interest and
other participants,” shall be specified by the responsible Department offcial.  Under this autheriry,
HEW Form No. 441 has been specified as the form of Assurance which shall apply to ail 2pplicadons
for Federal financial assistance (except for continuing state programs which must meet the require-
ments of Section 80.4(b) and school districts availing themseives of Section 80.4(c) ‘of the Requlation)
submitted 1o the Department after January 3, 1965; also the circumstances have been specifizd under
which an Applicant shall abrain comparable written Assurances of compliance from its ucgrantess,
contractors, and wangerees, (See answers to Questions 11 and 12 below in this regard.)

HEW Form No. 441 constirutes a legally enforceable agreement o compiy with Titde VI of
the Civil Rights Act of 1964, and widh all requirements impazed by or pursuant to the Regulation
of the Department of Health, Education, and Weifare issued thereunder. Applicants ere urged to
read the Department’s Regulation beifore executing the Assurance.

The following explanation of the requirements of the Department’s Regulation and the exampl=s
of the kinds of discriminatory practices prohibited by them are for the guidance of the Applicants.

L. 8y executing the Assurance (HEW Form Mo, 441), what does an Applicant agree to do?

A. The Applicant agrees to make no distinction on the ground of race, color, or nadonal origin
in providing to individuzls any service, financial aid, cr other benefit under any program recziving
Federal financial amistance extended to the Applicant by tae Department.

2. What is meant by *distinction on the ground of race, color, or national origin?

A. “Distinction on the ground of race, color, or national oritin® includes (1) any type of segre.
gation, separate or diiferent treatmens, or ocher discrimination o1 chat ground; (2) the impeducs of
any admission, enroliment quota, cligibiiity, or ather requirem at or condition whaick indivicusls
must meer in order to be provided any service, financial aid, or of aer benefit under 2 program or to
be aflforded an opportunity 0 participacs in a program, if the race, color, or nadoaal orima cf indi.
viduals is considered in determining wacther they mazet any such 1 quirement or concirica; (3) the
usc of membership in a group gs a basis for the selection of individu- ls for any purpoese, ii in selecticy
members of the group there it discrimination on the ground of rzce, «olor, or national cei-in; 2nd (+)
the anignment cf personnel to provid: services, or the assignment of times or nlaces for tae provision
of scrvices, on the basis of the race, color, or national origin of the individuals w be scrved.  [¢ does oot
however, inciude distnctions on the ground of race, coior, or natonzl orizin determized by the
responsible Department official © be necessary to the conducr of rezearch or experimentzi precrams
baving as their primary objeenive tie dixcovery of oew knowledge toncurning special charzeterisics
of particular racial or other ethnic groups.
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3. What is meant by "“service, financial aid, or other benefit™?

A. "Service, financial aid, or other benefit” under a program receiving Federal Anancial assistance
includes any education or training, any evaluation, guidance, counseling; ar placement service, any
health, weifare, rehabilitation, houting, or recreational service, any referral of individuals for any of the
foregoing services, any scholarship, [cilowship or trainesship stipend or allowance, and any loan or
other financial assistance or bendfit (whether in cash or in kind), which is made available to individuais
(1) with the aid of Federal financial assistance, or (2) with the aid of the Applicant's or of ather non-
Frederal funds required 10 be made avaiable for the pcogram as a condition (o the receipt of Federal
financial assistancs, or (1) in or through a facility provided with the aid of Federal financial assistance
or the non-Federal maching funds referred to in (2).

4. What requarements are placed on the use of fagilities? 4

A. The Applicant agrees to make no disunction on the ground of race; color, or national origin in
making avaiable to individuals the use of any land, building, equipment, or other facility leased,
acquired, constructed, improved, or equipped with the aid of Federal financial assistance extended ta
the Applicant by the Department, including—

(a) the use of any room, dormitory, ward, or other space in the facility;

{§) the use of any equipment in the facility;

(¢) the use of any office, waiting room, restroom, eating, recreational, conccasion, or other
accommodation or conivenicnce provided in the facility;

() the use of any faciity not provided with the aid of Federal finaneial assistance if the avail-
ability of such facility is required as a condition to the receipt of Federal financial assistance for the
Federally-assisted laciliry. ]

5. What requiremenis are placed an the opportunisies to participate in a program receiving Federal assistence?

A. The Applicant agrees to make no distinction an the ground of race, coler, or national origin
in aflording opportunities to individuals to participate (other than as employess) in any program
receiving Federal financial assistance extended by the Department to the Applicant, including oppor-
tunities 1o participate—

(a) as providers of any service, financial aid, or other benefit to individuals under the program
{e.g., as physicians, surgeons, dentists, or other professional practitioners seeking the privilege of .
pracucing in a Federally-aided hospital or other facilicy),

{8) as conferees, observers, consultaats, or advisers, or a3 members of advisory or plannming
groups, or

(c) as volunteers (e.g., as voluntary workers, or as patients or other subjects of study or experi-
mentation in research, survey, demonstration, or like programs).

6. Does that mean that an Applicant who sigrs the Department's Assurance may nevertheless make distinctions

amaeng Ais ¢emplovees on the basis of rece, color, or national origind

A. Title V1 of the Civil Rights Act does not concern itself with employment practices except where
a primary objective of the Federal financial assistance is to provide employment.  Thus, where 2 basic
objéctive of the program is to providz employment, the Applicant’s employment practices are subject
to the Department’s Regulation.  However, even wiere this is not the case an Applicant may be pre-
cluded {rom engaging in any discriminatory employment practices under the provisions of Title V11
of the Civil Rights Act, Execuuve Ordurs 10925 and 11114, and the Merit System Regulations.

7. When an Applicant’s employment proctices are covered by the Department's Regulation, what requirements must
be met?

A. The Applicant agrees to make no distinction on the ground of race, color, or national origin
in its employment practices (including recruitment or reeruitment advertising, hiring, layoff or tes-
mination, upgrading, demotion, or transfer, rates of pay or other forms of compensation, and use of
facilities) with respect to individuals secking employment or employed under any program receiving
Federal financial assistance extended to the Applicant by the Department, in those programs where 2
primary objective of the Federal financial assistance is to provide employment to such individuals.
This includes programs under which the employment is provided—

(a) as a means of extending financial assistance o students or to needy persons,
(4) w0 students, fellows, intcrns, residents, or others in training for related empicyment

(incJuding reszarch associates or assistants in training for research work), or

(¢} to reduce unempioyment or to provide remunerative activity to individuals who because
of severe handicaps cannor be readily absorbed in the competitive labor marker.
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8. What effect unll the Reguiation have o 4 college or untversity's adrmission practices ar other practices related to the
treatment of studenis?

A. An institution of higher education which applies for any Federal financial assistance of any kind
must agree that it will make no distinction on the ground of race, color, or national erigin in the
admission practices or any other practices of the institution relating 10 the treztment of studezss,

* (&} “Student” includes any undergraduate, graduate, professional, or postgradyate student,

fetlow, intern, student, or other trainee receiving education or traiming from the institurion,

(8) “‘Admission practices”” include recTuiting and proiaotional actiwitics, applizatisa recuire.
ments, eligibility conditions, qualifications, preferences, of quotas werd in selecnng individuals for
admission to the institution, or any program of the institution, as studenss,

{¢) "Other pracrices relating to the treatment of stud:nts” inchude tha afferding 19 students
of apportunities to participate in any educational, research, cultural, athietic, recreancnai, sueial,

© or other program or acuvity; the performance evaluation, discinline, counseling of s'udeny;
making available 1o students any housing, cating, health. or recreational service; ailordlag weskh;
opportunities, or scholarship, loan or other financial assistance (o studzni; and sauan s svadlable
for the yse of studencs any building, room, fpace, materials, equipment, or other facility or property.

9. Dots the Assurance of nondiscrimination agply to the entire operetion of an instituiron?

A. Insofar as the Assurance given by the Applicant relases to ths admission or othar trezement
of individuals as students, patients, or clients of an institution of higher =ducation, 2 schsol, haspital,
nursing home, center, or ather institution ownzd or operated DY the A pplicant, or 0 the anposunity
1o participate in the provision of services, financial aid, or ct'ier benefits to suel ingdivid.ir: the As-
surance applies 1o the entire institution. [n the case of a puolic schos! sy.zem tn= Asmursnet vvould
be applicabie to ail of the clementary or secondary schools oparated by the Applicant,

10. What about o vaersity whick operates revere! ecmpuser’

A. Scetion 80.4(d)(2) of the Regulation provides for 2 morc limited Assurance on:y whers an
institution can deronstrate that the practices in pare of its g serasion 10 no way affect 15 reactiee in
the program for which ic seeks Federa funds, This would Ir; a rare czse

VL. If an Applicant intends 1o make uge of ather individucts to heif -arry out the Federally.asnsted Frozram, does
the requirement not to diseriminate apply to fuch a subzranies ¢ contructar?

A. It does. The Applicant must require any iraividual crganization, or other eniity which it
utilizes, to which 1t subgrants, or with which it Contracts or otherwisc arranyes to provice sarvices,
financial aid, or other benefits under, or 1o assist it in the condvcr of, iny promram recenving Sederal
financial assistance extended to the Applicant by the Department, or with which it €ONITALLS OF othier-
wise arranges for the use of any facilicy provided with the aid of Federal financial asiziznes for =
purpase for which the Fedsral financial assisiance was extended, to comply {ullv witk Titie Vi of the
Civil Rightz Act of 1964 and the Regulation of the Departmenic of Health, Education, and Wellare

issued thereunder.

12, Moust this Assurance of nondiscrimination by the subdgrantes, «tz., be in writing?

A. In the case (1) of any contracrual or other arrangement with another such individuzi or cntity
which will continue for an indafinite period or for a period of more than three months, (2] of any sub-
grant, or (3 of any conveyance, leass, or ather cansfer of ANy real property or structurss thereon
provided with the aid of Federzl financiai assistance extended to the Applicanc by the Depiriman, the
Applicant shal! obtin from such other person, subgrantee, or transicree, an agrecmens, i writing,
cnioreeable by the Applicant and by the United States, that such other indivicual or entity, sub-
grantec, or transferee will carry out i functions under such subgrant, or contrreteal o other arrange-
ment, or will use the transferred property, as the case may be, in accordance with Tide VI of the
Act and the Reguladon will otherwise comply herewith.

13. What obligations does the Applicant have to inform benefiriarics, participants, and others of the provizons of
the Regulation?

A. The Applicant must make availahle to beneficiarics, participants, and other intereztzd persons
informarion regarding the provisions of the Regulation and protections against discrimination’ provided
under Tite VI of the Civii Rights Act. The Department will issue shortly more detailed inscructions
on carrying out this phase of the Regulation,



R.:g'ul.ntion provides that the facilities of the Applicant and ajj recordy, books, accounts, and other
i i pelicant's compliacce with the Regulation be mad: availabie

f
for insp=ction during normal business hours O request of en officer or employes of the Ceparimene
specifically authorized to make mch incpections, More detniled instructions in this rezerd will alo
be fortheoming from the Deparunent in the near future.
15. Muwst uparate Aspurgnee Jorms b filed wnth cach application?
A. Asa genera! rule once a valid Azsyrance is given it will zppl:- 1o 2ny further eaplication as long
a8 there iy no indicadan of & failure to comply. . .
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ASSURANCE OF COMPLIANCE WITH THE DEPARTMENT OF
HEALTH, EDUCATION, AND WELFARE REGULATIGN UNDER
TITLE VI OF TRE CIVIL RIGHTS ACT OF 1964

GUAM DEPARTMENT OF EDUCATION

(hercinafter called the “*Apglicant’)
(Naxme of Applicant)

HEREEBY AGREES' THAT it will comply witn tte VI of the Civil Rights Act of 1044
(P.L. 88-352) 2nd all requirements imposed by or pursvanc o the Regulntion of the Deparimentc
of Health, Education, and Weifare (45 CFR Part 80) tssued pursuaat to that utle, o the end iz,
in accordance with title VI of thac Acr and the Regulation, no person in the United Staces shail,
on the grouad of race, color, or national origin, be excluded from participarien in, te denicd chr
bencfits of, or be otherwise subjected to discriminacion undar zny pregram or activiey for which
the Applicant receives Federzl finaacial assistance from the Department; and HELEBY GIVES
ASSURANGCE THAT ir will immediately cake any measures necessary to effectuate this agree-
ment.

If aay resl prop=rty or structure thereos is provided or improved with the aid of Fedurui finznzic!
assistance 2xcended to the Applicant by the Deparrment. this assurance shzli cobiipate the
Applicant, or in the case of any transfer of such property, any transieree, for the pericd duris,;
which the rezl propernty or structure is used for a purpose for which the Federal finzncial assise-
ance is extendzd or for enother purpose involving the provizion of similar servicen or benefits.
If any personal property ic so provided, rhis assurance shall oblizate the Apulicent far the
period during which it retains ownership or possession of the propesty. In all oticr cases, thie
assurance shall ebligrte the Applicant for the period during which the Federal finnacial assis:-
ance is extended co it by the Depariment.

THIS ASSURANCE is given in consideration of and for the purpese of shiaining any and all
Federal grants, loans, contracts, property, discounts or other Federal [inanc.zl sssistznce
extended after the dzte hercof to the Applicant by the Department, including iastalimenc say-
ments after sech date on account of applications for Federal financial assistance wnich were
approved before such datz. The Applicant recogrizes :nd agrees that such Federzl finsnciai
assistance will be extendsd in reliancc on the representations and agreements made in this
assurancs, and that rie Unized Staces shzll have che right to szek judictsl enfoicemear af this
assurcace. This assuraace is binding on the Applicznt, irs successors, trapsicress, mnd asaip~-
-ces, and the person or persons whose signatures appecr dbelow are authorized (o sign this assur-
ance on behzlf of the Applicant.

Dated Aus 18 *80 ' Guam Department of Education

pplicant

oy o 5 L

{Ptesidens, Chairmszn of Besrd, o gompacabic
suthorized official)

P.O. Box DE Katherine B. Aguon, Diractor of Education

Agana, Guam_ 96910

{Applicast’s mailicg addeess)

HEW-441
{12-64) D6



= Explanation Of

HEW FORM 639 A (3/77), ENTITLED "ASSURANCE OF COMPLIANCE WITH TITLE IX
OF THE EDUCATION AMENDMENTS OF 1972 AND THE REGULATION OF THE
DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE IN IMPLEMENTATION THEREQE"

Section 9u; of Title IX of the Education Amendments of 1972 provides
that no person shall, on the basis of sex, be excluded from participation
in, be denied the benefits of, or be subjected to discrimination under any
educaticn program or activity receiving Federal financial assistanca.
Section 902 of Title IX authorizes and directs the Oepartment of Health,
Education, and Welfare (hereinafter the "Department") to effectuats tha
nondiscrimination requirements of section 901 by issuing rules, reguiations,
and orders of general applicability, Pursuant to section $02, the Dapartmant
has issued 45 C.F R. Part 86 (hereinaftar "Part 86") which became effective
on July 21, 197s.

condition of jts &pproval, cantain or be dccompanied by an assuranca from
the applicant satisfactory to the Oirector of the Office for Civil Rights
(hereinasier tha "Director") that each education program or activity
operated by the applicant and to which Title [¥ of the Education Amendments
of 1972 and Part 85 apply wil} be operated 1in compliance with Part 83,

of tha assurance required and the extent to which such assurance wWill be
required of the applicant's subgrantaes, contractors, subcontractors,
transfarees, or Successors in interest, Under this authority,

HEW Form 639 A, (3/77) has besp specified as the form of assurance which

shall agpiy to all recipients of and applicants for Federal finanecial
assistance subject tp the provisions of Title IX and awarded by the Deparimant.

HEW Form 639 A, (3/77) constitutes a legally enforceable agresement tg
comply with Title IX and all of the requirements of Part 8. Applicants
dre urged to read Part 8§ and the dccompanying prearble. The obligation
imposed by Title IX and Part 85 are independent of, and do not altar, the
obligation not tg discriminate on the basis of sax imposed by Titie YII of
the Civil Rights Act of 1964 (20 U,5.C. 2000e 8t s2g.); Executive Order 11246,
as amended; sactions 7994 and 855 of the Public Health Service Act -
(42 U.S.C., 295h-9 and 298b-2); and the Equal Pay Act (29 U.S.c. 206 and 206 (d)).



PERIOD oF ASSURANCE

time during which the real or personal Property 1s used for the purposs of
Providing an education pregram or activity, A recipient may transfar gpr
otherwise convey tiple to real ang personal Property purchased ar improved

An applicant or recipient which has submittad an HEW Form 639 A, (3{77)
to the Director naed not submit a Seéparate form with each grant applicatian
but may, if the information contained therein remains dccurate, simply incorporate
by referenca, Hey Form 639 A, (3/77), giving the date it was submitted,
On tha other hand, a revised HEW Form 639 A, (3/77) must be submitteq
within 30 days aftap information contained in the submitted fors becomes
inaccurata, gven 17 no additiona) financial assistance 1s being Sought,

OBLIGATION OF RECIPIENT TO OBTAIN ASSURANCES FRoM OTHERS

As indicated in Article £DI, Paragraph 2, of the Assuranca, {f a
recipians subgrants tg, Or contracts, Subcontracts, or otherwise arranges
with an individuyal, organi;ation, or group tg 8ssist in the conduct of zn

the educatign program or activity is being administared in a nondiscr1mfnatary
Manner. (See 45 C.F.R. 86.31,) According?y, the recipiant must take
reasonable stengs tg ensure that the Individual, frganization, or group in
qQuestion is complying with Title IX and Part 8s. These steps may include,
but do not necessarily require, obtaining assurances of complianca from

such subgrantees, centractors, and Subcontractors in the form of, or modeled
on, the HEW Form 6394, (3/77). These steps to require, however, such
activities ag may be reasonably necessary to monitor the compliance of these
subgrantae » Contractors, op subcontractors, regardlaess gof whether they
have submi tted dSSurances to tha recipient. [f a recipient js unable tp
assure itself that any centractor, subcontractor. subgrantae, op other
individual or group with whom it arranges to provide sarvicas or denerits



ADMINISTRATIVELY SEPARATE UNITS

If an educational institution is composad of more than one
administratively separats unit, a separate HEW Form 639 A, (3/77) may be
submitted for each unit or one may be submitted for the entire institution,
If separate forms are submitted, the administratively ssparate unit for
which the form is submittaed should be clearly identified in the Tirst line
of HEW Form 839 A, (3/77). &n "administratively separate unit" is defined
as a school, department or coliege of an aduca*ional institution {other
than a local educationar agency) admission to which is independent of
admission to any other component of such institution. See 45 C.F.R. £6.2(c).

STATE EDUCATION AGENCIES

State education agencies are generally not responsible for running
pre-school, kindergarten,, elementary or secondary programs. Such
responsibilicty is generally Teit tc local 2ducation agencies although somz
supervisery authority may be vested with the stata education agancy.
Consequently, most state agancies should not check the boxas far "Pra-schooi,”
"Kindergartan," or "Elementary or Secondary” in Article I of HEW Form

639 A, (3/77). If the state agancy runs special proc¢rams for the hendicappsd,
" including those on the pre-schogl, Xindergarten, elementary, or sscondary
level, the box marked "Othar" sheuld be cnecked and the appropriate description
insertad in the spaca provided.

Under Article III, paragraph 5, of HEW Form 63%A, (3/77) a state
educaticn agency mey be called unon from time to time to submit reports
necessary to determine Tigle IY compliizince by local education agencias
within its jurisdiction. - The form and content of such reports will be
specitied by the Director at the time tha requast is made.

RELIGIOUS EXEMPTION

Applicants or recipients which are educational- institutions controlled
by a religious organization are not covered by Part 86 to the extent that
application of Part 85 would be inconsistent with tha religious tenets of
the controlling religions organization,

Section 86.12 of Part 86 requires an institution seeking an exemntion
to submit a written statement *o the Oirector identifying the provisions
-of Part 86 which conflict with a specific tenet of tha controlling realigious
organization. Such z statemant mUsT be signed by the highest ranking
official of the educational institution claiming the exemption. An applicant
or recipient claiming an exemption is not relieved of itg obligaticns %o
comply with that portion of Fart 86 not specified in its statement to the
Director as being inconsistant with the tenets of the controlling religious
organization. '
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Although 86.12 imposes no time restrictions when a recipient
or applicant may claim an exemption, applicants or recipients are urged
to make such claims when they initially submit HEW Ferm 639 A, (3/77) by
checking the appropriate box in Article I of HEW Form 639 A, (3/77)
and attaching thereto the statement required by 86.12(b). Such an approach’
will avoid misunderstandings on the part of both the Dapartment and the _
applicant or recipient as to what, 1f any, action is required under Part 86.

An applicant or recipient will normaliy be considered to be controljad
by a religious organization if one or more of the following conditions preva

(1) It is a school or department of divinity; or

(2) It requires its faculty, students or employees to be members of,
or otherwise espouse a persaonal belief in, the .religion of the organization
by which it ¢laims to be controlled; or

(3) 1Its chartar and catalog, or other official publication, contains
explicit statement that it is controiled by a religious organization or an
organ thereof or is committad to the doctrines of a particular religicn,
and the members of its governing body are appointad by the contrelling
religious organization or an organ thereof, and it receives a significant
amount of financial support from the controlling religious organization
or an organ thareof, ,

The term "school or department of divinity" means an institution or
a department or branch of an institution whose program is speciticzily far
the education of studsnts to prepara them to become ministers of religion
or to enter upon some other religious vocation, or to prepare them to tsach
theological subjects. (This definition is adopted from section 1200(i}) of
the higher Education Act of 1965, P.L. 89-329.)
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ASSURANCE OF COMPLIANCE WITH TITLE Ix OF THE
EDUCATION AMENDMENTS OF 1972 AND THE

HEALTH, EDUCATION, AND WELFARE IN
IMPLEMENTATION THEREQF
(PLEASE READ EXPLANATION OF HEW FORM 639 A (3/77)* BEFORE COMPLETING
THIS DOCUMENT)

Pursuant to 45 C.F.R. 86.4:

m D rtment of Education
Name of Applicant or recipient

P.d. Box DE

(address)

Agana, Guam 96919
(city, state, Z1p code)

(1dentifying code-FICE, OF, or IRS)

(hereinafter the “Applicant") gives this assurance Tn consideration of and for
purpose of obtaining Fedaral education grants, loans, contricts (except contracts
of insuranca or guaranty), property, discounts, or other -Federal financial
assistance to education programs or activities from the Department of Health,
Education, and Welfare (hereinafter-the "Department”), including payments or
other assistance hereafter received Pursuant to applications approved prior

to the date of this assurance.,

ARTICLE I - TYPE OF INSTITUTION SUBMITTING ASSURANCE.
A. The Applicant is (check the following boxes where appiicable):

(= g A state education, agency,

2. (%) A local education agency.

3 A publicly controlled educational institution or organization.
4, } A privately controlled educational institutign or organization.
5. ) A person, organization, group or ather entity not primarily

engaged in education. If this box s checked, insert primary
purpose or activity of Applicant in the Spaca provided below:

*HEW Form 639 A (3/77) This 7orm supersedes HEW Form 639 (7/76). HEW Form 639
{(7/76) submitted prior to this revision are valid and recipients need not
submit a new assurance.
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B. ( ) Claiming a religious exemption under 45 C.F.R. 86.12(b).
(If religious exemption {s claimed, attach statement by
highest ranking official of Applicant identifying the
specific provisions of 45 C.F.R. Part &6 which conflict with"
a specific religious tenet of the controlling religious organization

C. The Applicant offers one or more of the following programs or
activities (check where applicable):

£ 5 ; Pre-schoal 6. { ) Undergraduate (including
2. (X)) Kindergarten Junior and community colle
3. (X ) Elementary or Secondary 7. { ) Vocational or Technical

4, é Graduate 8 ) Professional

5. Other (such as special programs

for the handicapped even if

provided on the pre-school, elementary
or secondary level). If this box is
checked, give brief description below:

ARTICLE IT-PERIOD OF ASSURANCE. This assurance shall obligats the
Applicant for the period during which Federal financial assistance is
extended to it by the Department.

ARTICLE ITI-TERMS AND CONDITIONS. The Applicant hereby agrees that it will:

1. Comply, to the extent applicable to it, with Title IX of the £ducation
Amendments of 1972 (P.L. 92-318), as amended, 20 U.S.C. 1681, 1682, 1683,
and 1685 (hereinafter, “Title IX"), and all applicable requirements impased
by or pursuant to the Oepartment's regulation issued pursuant to Titla 1X,
45 C.F.R. Part 86 (hereinafter, "Part 86"), to the end that, in accordance
with Title IX and Part 86, no person in the Urited States shall, on the
basis of sax, be excluded from participation in, be denied the benefits

of, or be otherwise subjected to discrimination under any education

program or activity for which the Applicant receijves or benefits frem
Federal financial assistance from the Department. (This assurance does

not apply to sections 904 (proscribing denial of admissiom to course of
study on the basis of blindness) and 906 (amending other laws) of Title IX,
20, U.S.C. 1684 and 1686.)

2. Assure itself that all contractors, subcocntractors, subgrantees.
or others with whom it arranges to provide services or benefits to its
students or employees in connection with its education program or
activity are not discriminating on the basis of sex against these
students or employees.
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market value of sy:h property has
dccounted for tg the Federal governmant, without Securing from the transferze
an assurance of coripliance with Title IX and Part 88 satisfactory #g the

4., Submit a revised assurance within 30 days after any information contained
in this assurance becomes inaceurata,

5. If the Applicant is 2 state education agency, submi: reports in 3 mannar
prescribed by the Director under 45 C.f.R, 80.6(b) as to the compliance with
Tit]e—Ix.aqd Paft'ES of lqca] e@ucgtfon agencies or gther education prcgrams

ARTICLE IV-DESTGNA™ 10N QF RESPONSIBLE EMPLOYEE AND ADOPTION oF
GRIEVANCE PROCEDURES. {Check the dppropriate box, )

ARS8 Pursuant to 45 C.F.R. B6.8, the Applicant has adoptad griavance
procedures and designated tha fallowing employee tg Coordinate ftg efforts
Lo comply with pap: 86 and has notified al] of its students and employeas
of these grievance procedures and the foTTowing name, address and telephane
number of the desiynated employes:

2. Joseph Rhatigan, Employee/Management Relations Officer

{name of employes)

3. P.O. Box DE Agana, Guam 95319
(oFfice address)

4. 472-8901
(talephone number}

B. 1. () The Applicant {s Not presently receiving Federa] financia)
assistanca subject to Part 86 and, consequently, hag not designated a
responsible employee or adopted grievance Procedures pursuant &g 45 C.F.R. 86.8
but will do 50 immediately Upon award of sych assistancs and Will 1mmediately
notify the Director, its students and employees of the name, offica addrass,

and telephone number of the employee sgq designated.
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ARTICLE V - SELF-EVALUATION. (Check the appropriate box, )

policies and practices or to take any remedial steps to come into
compliance with Part 8§,

8. ( ) The Applicant has completed a self-evaluation as required by

45 C.F.R. 86.3(c) and has ceased tg carry out any policies and practices
which do not or Wy not meet the requirements of Part 86 and {s taking any
hecessary remedizl steps to eliminate the affects of any discriminztion
which resulted ar may have resultad from adherence to such policies and
practicas,

C. {x) The Applicant has not completed the self-evaluation required
by 45 C.F.R, 86.3(c) but expects to have it completed by _December 30, 1980

insert date

0. ( ) The Applicant is not required to conduct a self-evaluation under
45 C.F.R. 86.3 since it did not recaive any Federal financial assistance to
978,

which Part 88 applies prior to July 21,
Guam D ciment Pf Education
(Insért nume ot pplicant)

Y o
This document™must be signed by

an official legally authorized
to contractualiy bind the Applicant.)

. i <
Date. Abuw 1 8 1380

Director of Education
(Insert titTe or authorized ofticial,)

D14



T —— e e

DEPARYMENT oF H=aLy -,

TG .

CT conriaya TIoN
HTIFICATION nunggR g Froun)

STATEM =T QF Poys ro=s. Fale i 1PN wolfem ot
tracta from LESTF i Primaniy - :

Gulingin aa
1.
*Wardas for ¢

Palicy of o

LY

STRBOLL 0f Lo, vy s
T T ERRSL S
mo-lnar!rut.'a.-ml Amiawe LI T
on of sucs oViow ane - PO S
45 of tha Coety a5 o P L il
$POnslbitisy of Lam Loy

CQm preas s

o

Tk Bk S T Y
FUREIN QR0 H e Prgnac an unieag
- et carliicpe
b by Fapy ol Thie

iaiion iz tha .
“Lthosda, lig 3914,

& Wb, ot

TP Lt

L. nTue CF PRaPm:

sl GFF N, vy

g for Statisticaj A

2. PRIHCIFANIH‘.’ESTIGI\ TR, Y 53

FULVERI Eicen
Dr. Jef
% DECLARATICH mor= HUsim, i S000 oo SITNIR LoULe os SOLETIGT o8 HIVOLVES

m A. NO INDI‘\IIDL-'-L.;' YRSt my- SY SO SIn i,
FLutss, o= e W
INvaL ey 1H The
CELY o U

U AN ry filzyr, LICl 2z
AL LS . SLhpen, o W LAy =

PRIPSaL , LI, P ey SiioEey
P:‘.:Fc:).&..‘; SETI R T2 BY THE AGTICY Fon;

C"ﬂ-’c.‘!‘, TISSUI:.'..
e ATA, t-".:-..lLG i
LS AL pag,
4 R:TURM:‘JB.I

D B MifisAn SUBILCTE WOy LA T3
IMZLUDIN g, Cd =M, o T ;
RETARDzE, e L R R T R

olvz Heng oy En

A THis Fomy,
SIS S :\ufsc.';l:«:n..: .ot
PACILI'I’!E.’. hep

-. ; o:.- v o -.: ¥ =-“JI.
R | P TOAAY LUG, Ry [
Sl el yre BRIy
\-—-___-__._“
4, DECLARF\TIC-‘J oF ABEURS Mo

FSAKY an Chpunm
——-...__-_-.._-—-_._—-—-_.____
ETAty .":.:.'.F:'«'I-'-'i'..'—'-.?is.'--l' OF ni, W

TN ANy

CJa mas ST TUTIAN 11 jenn
PROTECTION e niyss;
HERERY Giyay pu, s o

ESTAGLIANID fag gy

WILL Uz g

Sunyy MLz A A.‘:.l’-’!""'!::
RS IRYY

PSR g,

ing P‘EQEZ:UR':S FOP The
d AT T AT T,
Y AT ﬁ:::"d!"": ' 4 5

tSEURANCE i%
e K-S PP TheT 1T uag
H Pramgu B0 mron e = OrEe; 'AECT oy < Wmiiyy .‘.ZQUCSTaa.
Ce CHo e, B CUTT R e, R E13 -1 r‘l‘d;‘.it".'."-: S MAY O AE.
Quirep Fox --‘J.I”L.:ME.'J‘.‘A'-‘ES‘ ERTES Hed ST THS Ah0pae ACT Ty,

(Js. s RITITUTION wasg 4y
e SCIAL AStunancs cen
e THIS £ EAL oy 3

QAR
INSTITUTI:’JH'S IHS‘I'PTU‘-'!GNA

;‘P=ﬂ=‘fﬁﬂ GTMTEAL l';SUF!A"c‘:.‘T ISy ASShim, MTE MU
NI G QMG o ‘."lViTY. SN Bl HITH OMTY, rue o <ShT
R S, - UMLK SUe e

ol % QR AN ACTIve
e ————] -Tlve
",C-;R'."ﬂl.'.'a TRET ALL ACTiviTIER

o el REVIZwap AMND &F':ﬁQVED Y THis
L REVISw FOLMn 1y 4 Cconyz £D MCETINgG A TEre QATE o — Y ACCQRDAHC!
WITH Tie RZE'J!F“;HC-‘{TJ QF T.ap, Tove ot Frcormi Recturiong nt Protngpng af ilimmes o Fobiacts ror
TION thelLyang WNE App,, [k -8 "!Eob:-'fé:"’tt--:‘ Foa :Eﬂ'.':F"."."—'G
QRUs g EE ujag sgx FEVERe s

I CPR 2G), THig CERTIFICA
T8a zTATUg Tan =4
3 OF Ty Fonmg,

Ck I.“VE:TIGAT!ON&L N2w
= INSTITUTIONAL REVIEW T0A N RAZ DETEJ‘..‘-N-‘-’EI'J. AD TNE IHS'-'!TU'I'I'JNAL Qr"-—r’CIAL SiGNIng SZLow CONCURY
1AT;

EITHZR 5 Huuay sugaz

=TS L MOT gr AT PisK, aR l__'_:- HUMA Y SUHJ(PC“S MLl gz At RiSK,

\ND 8, SEE REvzgne vl

VAME AND A25REss on INSTITH Tion ' o
Guam Department of Education
P.0. Box DE, Agana, Guam 96397
ITLE oF InsTITy TIONAL oF i AL TELEPHANE NUMBRER =
rector of Education- 472-8903

l DATE
4-18%

Z¥CLosz THIS FoRy WITH 10N PROPOS 4.

AWG 1 8 1380

OR RETU Ry IT 7o .-'.*EQ.'D’E.‘S?!:".'G AGENCY,
D1ls



*. S, INVESTIGATIONAL NEW DRUGS - AQUITIONAL CERTIFICATION REQUIREMENT

SECTION 46.17 OF TITLLE 45 OF THE Cade ol Fedaral Reguiations siates, "*Whare an ortanizsilon (s raquired (o prepese of (3 sudmil e
cortification . . . and ine proposal invaives an invasiigationni new drug within the meaning of Tha Fnod, Drug, snd Coemeilc Ast, the dreg
shaill de idenilfiad tn the certificaiion logeihme with 4 atatement ihat the J0~doy delay required by 31 CEK 130.3{0}3) haa elapsad and the
Food ami Drug Adminteiration haa not, priar o ezpiration of such l0-day Intetvel, requestad thai the aponsar continue te withhold ot to
regiriat use ol Uve drug In human subjacia; or thal the Food amnd Diug Adminigtretion has waived the Jo-Cay deiay requirumenti providad,
howaver, (hat in thuse cesas in wiich the JO0-day delay interval has nalther sxpired nosr been waived, & statemant shail be fonsgriod to
DHEW uparr sucit sapiration o upon recaipt ol 8 waiver, No cartiiication shall be conwidared sccepiabls until such statomant ias besn
recmived,"

INVESTIGATIONAL NEW DRUG CERTIFICATION

TO CERTIFY COMPLIANCE WITH FOA REQUIREMENTS FOR PROPCSED USE OF INVESTICATIONAL NEW DRUGS IM ADDITION TO
CEATIFICATION QF INSTITUTIONAL REVIEW QOARD APPROVAL, THE FOLLOYING REFOAT FOEMAT SHOUYLD BE UaES FOR
EAGCH IND: (ATTAGCH ADDITIONAL INO CZRTIFICATIONS A3 NECESSAAYI,

- IND FORMS FILED: [ DA 1571, ] roa 1573, ] roa1m2

= NAME QF IND AND SPONSOR

=DATE OF J0-0AY EXPIRATION OR FDA WA|VER
(FUTURE DATE REQUIRES FOLLOWUP REPORT TO AGENCT!

= FOA RESTRICTION

= SIGhATURE OF INVESTIGATOR DATE

3. COOPERATING INSTITUTIONS - ADDITIONAL REPORTING AEQUIREMERT

SECTION 46,18 OF TITLE 45 OF THE Cade of Federal Reguiations IMPCSES SPECIAL AEQUIREMENTS ON THE CONOUCTOFSTUCIZS
OR ACTIVITIES IN WHICH THE GRANTEE OR PRIME CONTRACTOR OBTAINS ACCIES TO ALL CR SCME OF THE $UBIECTS
THROUGH COQPERATING INSTITU TIONS NOT UNDER ITS CONTROL. |N ORDER THAT THE OHEW 2% FULLY INFORWED, THE
FOLLOWING REPORT IS REQUESTED WHEN APPLICABLE.

USE FOLLOWING REFPQRT FORMAT FOR EACH IMSTITUTION OTHER THAN GRANTEE OP CUNTRACTING IRITITUTISH Wi TH
AESSCNSIDILITY FOR HUMAN SUBJECTS PARTICIPATING IN THIS ACTIVITY! [ATTACH AODITICNAL AZPORT SHELTE A5
HECEISARYI.

INSTITUTIONAL AUTHORIZATION FOR ACZESS TO SUBJECTS

= SUBJECTS: STATUS I(WARDS. RESIDENTS, EMPLOYEEZS, PATIENTS, ETC.)

N IMQER AGE RANGE
NAME OF OFFICIAL (FLEASE PRINTI
TITLE TELEPHONE

NAME AND AOORESS OF
COOPERATING INSTITUTION =

- QFFICIAL SIGNATURE

NQTES: (#.g., report of modificailon in proposail ss submittad to agency aflfecting human subjecis inveivemant)

KREW-588 (Rav. 4-7%)(83cKk)
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DEPARTMENT OF HEALTH, EDUCATION, AND WELEARE _

ASSURANCE OF COMPLIANCE WITH SECTION 504 OF THE
REHABILITATION ACT OF 1973, AS AMENDED -

The undersigned (hereinarter called the “recipient’) HEREBY AGREES THAT it will comply with ssetion 504 of the
Rehabilitation Act of 1973, as amended (29 US.C. 794), ail requirements imposed by the applicable HEW reguiation
(45 C.F.R. Part 84), aad all guideiines ind interpretations issued pursuant thersto,

Pursuant to § 84.5(a) of the regulation [45 C.F.R. 84.5(a)], the recipient gives this Assurance in consideration of and for
the purpose of obtaining any and all federal grants, loans, contracts (except procurement contracts ind contrzess of
insurancs or guaranty), property, discounts, or ather federal financial assistance extendsd by the Deparmment of Health,
Education, ind Welfare after the date of this Assurance, including payments or other assistancs mzde ater such date on
applications for federal financial assistance that were approved before such date. The recipient rezognizes and agress thar
such federal financial assittance will be extended in refiance on the represzntationsy and agresments made in this Assuranes
and that the United States will have the right to enforce this Assurance through lawiul means. This Assuranes is

binding on the r=cipient, its suceessors, transferees, and assignees, and the person or persons whose sgmatures appear below
are authorized t0 sign this Assurance on behalf of the recipisnt.

This Assuranee abligates the recipient for the period dunng which federal financial assistancs is extanded to it by the
Department of Heaith, Education, 1nd Welfare or, where the assistance i3 in the form of real or persopai property, for
the period provided for i § 84.5(b) of the regulation [45 C.F.R. 84.5(b)].

The recipient: (Check (a) or (b)]
L ()} emplays fewer than fiftesn persons;
A73

b. { ) employs fifteen or more persons and, pursuant to § 34.7(a) of ths resulation (45 C.F.R, 34,7(2)], has
A74  designated the following person(s) to coordinate itg effcres to comply with the HEW regulation:

Guam Department of Education

Name of Designes(sy ~ Type or Pant

C12 C42
Department of Education P.O. Box DE.

Name of Tecipienr - Type or Print Street Address or P. O, 8ox

Al . A4l Ad2 H ATl
Agana,

(1RS; Employer [dentiication Numoer Clty

Al All Bl12 B41

Bl BIl Cuam 96910

1 c1l State Zip
B42 B71t

| e2rtify that the above information is complste and co; 19.the best of my knowledge.

A

AVG ' 9 1980 atherine B. Aguon, Director of Education
Date Signature and Title of Authorizeq Official
B72 B7T . B78

If there has besn a changs in name or ownership within the last year, please PRINT the former name beiow:

NOTE: The ‘A’, 'B", ind 'C" foilowed by numbers are for computer yss, Plezse disregard,
PLEASE RETURN ORIGINAL TO: Office fer Civil Righrs, HEW, P, 0. Box 8222, Washington, D.C. 20024,

HEW-441 (3777} D17
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IMPORTANT NOTICE
TO PROSPECTIVE PARTICIPANTS
IN USOE CONTRACT AND GRANT PROGRAMS

GRANTS'

Applicants for grants from the U.S. Office of Education (USOE) have to compete for Hmited funds,
Deadlines assure all applicants that they will be treated falrly and equally, without last minute haste.

For these two reasons, USOE must set strict deadlines for grant applications. Prospective applicants can avoid disappoint-
ment if they understand that — ]

Failure to meset a deadline will mean that an spplicatdon will be rejected

witheut any consideration whatever. ;

The rules, including the deadline, for applying for each grant _re published, individually, in the Federal Register. A at:e-
year subscription to the Register may be obtained by sending $50.00 to: Supernntendent of Documents, U.S, Govern-
ment Printing Office, Washington, D.C. 20402, (Sead check or money order only, no cash or stamps.)

The instructions in the Federal Register must be followed exactly, Do not accept any other advice you may receive. No
USOE employee is authorized to extend any deadline published in the Register. - :

Questions regarding submission of 2pplications may be addressed to:

1J.5. Office of Education
Application Control Center
Washington, D.C. 20202

-—- CONTRACTS ]

S
_Competitive procurement actions undertaken by the USOE are governed by the Federal Procurement Regulacons zn’l im-
plemenung HEW Procurement Regulations.
Cenerally, prospective competitive procurement actions are synopsized in the Commerce Business Daily (CBD). Prosoce:
tive offerors are therein advised of the nature of the procurement and where to apply for copies of the Request for .hro-
posals. - g

Offerors are advised to be guided solely by the contents nt: the CBD synopsis and the instructions contained in the Re-
quest for Proposals (RFP). Questions regarding the submission of offers should be addressed tothe Contracung Officer
identified on the face page of the RFP.

Offers are judged in competition with others, and failure to conform with any substantive requirements of the REP will
resuit in rejection of the offer without any consideration whatever,
Do not accept any advice you receive that is contrary to instructions contained in either the CBD synopsis or the RFP.
No USQE smployes is authorized to consider a proposal which is non-responsive to the RFP.

A subscription to the CBD is available for $80.00 per year via second class mail or $105.00 per year via first class mail.
Information included in the Federal Procurement Regulations (FPR) and the Heaith, Education and Welfare Brocurement
Regulations (HEWPR) aze contained respectively in Titde 41, Code of Federal Regulations, Chapters 1 to 2 ($5.70) and
Title 41, Code of Federai Regulations, Chapters 3 ta 6 (85.90). “The foregoing publications may be obtained by sending
your check or money order only, 00 cash or stamps,. to:

Superintendent of Documents
- US. Government Printing Otfice
Washington, D.C. 20402

In an effort to be certain this important information is widely disseminated, this notice is being included in all USOE
mail to the public. You may, therefore, receive more than one notice. If you do, we apologize for any annoyance it
may cause you.

OE FORM 5348, /77 AEPLACES OE FOAM 5348, 7778, WHICH IS OBSOLETE
E



