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CHAPTER I
IRTRODUCTION OF THE PROBLEM

There is a growing interest on the part of profes-
sional and lay people in written school board policies.
Policy making and policy application are in operation in
all school systems whether or not an official collection of
these policies exists. School operation can be more
consistent and carried on more easily if the school board
minutes are analyzed and written schocl board policles are

developed,
THE PROBLEM

Statement of the problemes The purpose of this study

was to develop a set of policles and procedures based on an

analysis of tine school board minutes for the Cascade, Montana,

Public School,

Justification of the studye. This study was designed
to assist in carrying on public school education in Cascade,
Montana. In keeping with this design; this study will be
used to help the school board membgrs and the school
administrator to understand thelr school pelicies. The
development of handbook for teachers and students may also
be assisted by this study,.

.
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DELIMITATICN OF THE PROBLEM

Time. This analysis was concerned with only the
minut:s of the school board from August, 1936, until June,
1956, This twenty year period was considered sufficient to

provide the information necesnary tc this study.

School board minutesgs. This study proceeded with the
assumption that school policies hzd been developed in the
minutes of the school board and that the problem was to
analyrze and organlize those policies, No attempt was made
to impose policies or write in policies that did not

already exist in the minutes of the school board.

Lawe This study was concerned with developing

policies and procedures that dealt with discretionary action
that a school board may take under Montana school law, No

attempt was made to include that which is written school

law,
RESEARCH TECHRNIQUE

This analysis dealt primarily with the examination of
the minutes of the school boarde. The method of examination
is fully set forth in CHAPTER III; "The Development of
Proposed School Board Policies and Procedures." The

results of this analysis may be seen in the APPFENDIX,
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PuFIKITICHS OF TLRMS USED

Action. This term was used tc mean motions to take
action, action taken and approved, action taken and not

disapproved, as indicated in the school board minutes,

Analysise This term is used to mzan the method of
examination of the minutaes of the school board to deteraine

school boerd rolicies and procecures,

Handbooke. This term refers to the material collected
as a result of the analysis after it has been processed and
placed in a binder to form a book of school board policies

and procedures,

Schoole This term shall refer to thes elementary
school of School District Number Three, Cascade County, and
tc the high school of High School District "B," Cascade

County, both of which are located in the town of Cascade,

Montana,

School board. This phrase refers to ths governing

body of School District Number Threce, Cascade County,
Montana. It shall a2lso ref:r to the governing body of
High School District "3," Cascade County, Montana, Thase
above mentioned two bodies are composed of identical

membership and where permissible act as one body,
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Policy. Policy was considered the method set forth
by the school board to carry out discretionary action
allowed them by written Montana school law. All action
taken by the school board in regular or cspeciazl se-sions,
as found in the minutes taken by the school beoard clurk,

were considered to be aimed ot establishing policy.

Procedures, These were considered those instructions

ziven by the school board for implementing established
policy. Procedures set forth the details of policy.
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CHAPTER II
REVIEYW OF RELATED LITZRATURE

In Montana mandatory and permissive school law are
set forth in the School Laws of the State of Montana.l The
relationship between school law and written school board
policy may be expressed as follows:

The board of education does not make written
olicy in regard to functions prescribed by mandatory
awe In one sense state mandatory laws are state
policies of education. They are established in order
t0 guarantee that a minimum program of education shall
be available to all youth,?2 |

The above mentioned laws do, however, make provisions
for discretionary school board action. An example may be
seen in the following:

Every school board unless otherwise specially
provided by law shall have power and it shall be its
duty: l. To prescribe and enforce rules not incone
sistent with law, or those prescribed by the superine
tendent of public instruction for their own government
of schools under thelr supervision.

The exercise of discretionary actions by school

lstate Department of Public Instruction, School Laws

f the State of Montana 1953 (Great Falls, Montana: Tribune
%?1nt1ng and Supply company, 1954), 250 ppe.

Max S. Smith and W. Ray Smittle, The Board of
Education and Educational Policy Development (Ann Arbor,
Michigan, Edwards Brothers, inc., 1954J, P le

3state Department of Public Instruction, on. cit.,
Chapter 16, Section 75-1632 (1015), p. 46.

-5‘
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B
boards when properly organized become the policies of the
school board.
Max S, Smith znd V!, Ray Smittle list the following
advantagss to be gzined from a school board operating under
a set of written policies:

l. Assign responsilbiliti=ss to e~ch memb r of the
administrative, instructional, and non-instruc-
tional staifs. Consequently, the competency of
each staff member can be ohjectively detsrmined,

2. Interpret effectively the neceds of the schools
to comnunity groups.

3. Resist the day-to-day demands of individusals and
groups who seek preferential tresatment by the
board,

4e Devote more time to the study of current school
problems and to finding satisfactory solutionse.

5 Maintain more wholesome and cooperative working
relationships with professional and community
zroups interested in schools,

6. Help new members to become oriented quickly to
the functions of aml working procedures of the
board of education.

7. Encourage all employees to become members of ths
team with ezch one understanding the relation=
ship of his work to the total educational
programe.b

Approaches to the development of policies are varied.
Harry M. Tamplin proceeded by surveying current literature.
He next examined the minutes for a five year period and
interviewed board members, past and present. Conslideration

was then given to policies in operation in other schools.5

L3mith and Smittle, op. cit., p. 2.

SHarry M. Tamplin, "Proposed School Board Policies
for the Stevensville, Montana, Public Schools™ {unpublished
Master's professionai Paper, Montana State University,

Missoula, 1953), p. 48

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



-

Max S. Smith and W. Ray Smittle sugrest the first
step be the examination of the minutes., They would next
classify pclicies into arcas and organize committees to
revise policies. In the meantime the school bocard would be
reviewing the policies. The final outcome would be an
evolutionary development.6

Gerald B. Bffing in developing a2 policy book first
deflned a policy. He then went to the minutes and extracted
all policles and segregated them into areas of policye.
Policies were arranged by date to check for revislion and
amendment. Next the state system of codification was
applied. Last, he made recommendations and checked with
officials for correctness of his work.?

Examination of the procedures in this study will
show a combination of these plans. Problems peculizr to
this study required other steps.

Prior to this study the pollicles of the Cascade
school board were to be found only in the minut:s of the
school board. The minute books were scattered and one
book covering two years could not be found, Minutes found

were hard to read; the organization of minutes lacked

6Smith and Smittle, op. cit., pp. 24=25.

7Gerald B, Effing, "Codification of the Rulings of
The Montana Board of Education™ (unpublishsd Master's
Thesis, Montana State University, Missoula, 1951), 197 pp.
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consistency.

An analysis of a twenty year perliod was felt to be
sufficient, This limitation was suggested by Max S. Smith
and W, Ray Smittle who said: "The review of the official
minute books by a board of education over the last twenty
years will show the action that was policy making."s

The numboer of areas into which policies fell varied
with each individual study. In addition to those arcas
indicated by related liter=zture it was found that sufficient
material was present in the minutes to set up still another
area., Transportation problems were acted on by the school
board a sufficient number of times to indicate nced for a

separate srea,

8smith ond Smittle, op. cit., pe Ll.
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CHAPTER III

THE DEVELOPMENT OF PROPOSED SCHOOL BOARD
POLICIES AND PROCEDURES

For this study it was necessary to compare the
methods used in related studies as was indicated in the
chapter on related literature. Owing to the problem
presented it was necessary to combine several methods of

other studies and devise independently other methods.
INITIAL STEPS

Pirst step. It was necessary to determine what
constituted a school board policy. It was also necegsary
to define procedures.

For this study it was decided to consider a policy
as a broad, general statement of methods. Procedures were

considered instructions given for implementing poliey.

Second step. Areas into which the policies found
could be placed were then set forth, Related literature
was again used. It was found after beginning the analysis
that it was necessary to create ancother area of poliecy for
transportation. The areas set forth dealt with board
operation, administration, instructors, service personnel,
property, transportation, and miscellaneous.

-
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EXTRACTION OF FCLICILS “He rFROCZOURSES

Ex~min~tion. 3chool board minutcs wers examined and

entries indicating rolicies and procedures were extracted,
These policles and procedures are set forth in the Appendix.
Few single entries were found in the minutes which
could be labeled policye. Procedures were found scattered
throughout the minutes although they applied to one policy.
Duplication of action was foundes No revisions of policy

were recognized but actions indicated changes had been made,

Filing, Each entry was put on a 4 by 6 inch card.
Each card was hecaded with the particular area of policy and
date of adoption., Cards were sorted according to policy
are»s and checked for duplicntion, revision, or repeal of
policies or proce.ureses The latest action was used for
this study. When entrices from the minutes pertained to two

policy areas, duplicate cards were made,

Policy determination. Where policles were indicated

by single entries in the minutes, these policies were used,
More often policies were not written out, a2nd in these cases
the entries found were summarized to determine the policiss,

Details for carrying out policies became procedurcs,
ORGANIZ*TION OF POLICIES AND PROCEJURIS

Page form, Policies and procedures were typed on 83
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by 11 inch sheets. One policy with implementing procedures
was placed on each sheet. Each sheet was numbered and
preceding each number was placed the policy area name.

An explanation preceded each policy area and sheets
were indexed according to policy areas. On each sheet the
policy was stated first. Following each policy were the
procedures implementing the policy. Procedures were
numbered.

The original outline did not call for dating the
procedures, However, as this analysls progressed from the
cards filed in the card index to the sheets, it seemed that
it would add to the value of the policies if they could be
referred to the minutes. It seemed that dating would tie
this policy handbook and the minutes togesther. Another
advantage was easy ldentificztion of policles that were
many years old, The dates might also indicate the need for
review of older practices. After each procedure, in paren-
thesis, was typed the date in the minute book where the

procedure could be found.

Type of handbook. All sheets were punched to be put
in a three ring binder. Sheets were indexed according to
areas indicated in the second step as they were put into the
binder. The binder was called a policy and procedure
handbook. Having such a handbook seemed to have an

advantage for additions could be inserted easily.
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DISPOSITION OF THE HANDBOCK

This study will be given to the school board for
thelir consideration. The limitations of this study make it
necessary that consideration be ziven to the recormendations
in this study before azdeption of the suggested handbooke.

As indicated in Chapter V;many policies vital to school

operation were not indicated in the analysis,
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ANALTSIS OF S3HOCL BOLRD CILNUTS

The material analyzed for this study was spriead over
the minutes of 270 mcetings that were held in ecighteen
yearse. This cover.d a twenty year period. Minutes for two
years could not be found,

The analysis of material selected from thz school
board minutes led to information that could be put into
seven general areas hesaded as follows: Board Operation,
Administration, Instructors, Service Personnel, Property;
Transportation, and Miscellaneous. The content of the

areas of policy is described in this chapter.
BOARD OPERATION

The area of Board Cperation was 1lndicated by 435
cards which could be sorted into five distinct policies
with accompanying procedures, These were Board Action and
Operation, Responsibility for Planning, Responsibility
for Policy-Making, Responsibility for Evaluation, and last,

Relations with Patrons and others.

Board action 2nd operation. The minut:s of the

meetings indlicated the time, place, and date of regular
meetingse The meetings were to be held in the school on the
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second Monday of each month at 8:00 P.M.

The order of busincss was established by summarizing
cards on vhich tlte rgonde of e c¢ch mceting vwss entzred., The
order of business wns as follows: (1) call to order,

(2) reading of the minutes, (3) clerk's report, (4) super-
intendent's report, (5) business, (6) action on bills,
(7) adjournment.

In addition to school board duties, as prescribed by
law, the procedurs of representing the district in matters
of major concern to district educsation was established.
Typical of three cards indicating this procedure was this
entry in the minutes November 24, 1942: "The clerk was
instructed to write the county superintendent recommending
A.J. Beecher to replace the late W. Grimes on the board.”

The procedure of Joining the Montana School Board's
Association was discovered., Seven cards indicated this.

The school board established as a procedure that they
take part in improving education on a state level. Ten
cards indicated this procedure for board action and
operation policy. One entry January 19, 1955, read as
follows: "A motion was mzde by A.J. Beecher, seconcded by
CeSe Mocre that this board votes recommending a {ive man

committee to check state athletlc problems. Carried.”

Responsibility for planning. The school board

recognized its responsibility for planning for the future,
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The minutes indicated school board planning for financing,
care and replacement of buildings, the school calendar, and
the school cu~riculum. An entry January 10, 1955, typical
of seventeen entries, rcad as follows: "The fi-ruros of the

budget balances were given and it was decided not to hire

an extra faculty member for the school at this time."

Responsibility for policy-mnkins., Action of the

achool board indicated that thay felt responsible for
making decisions thnt would be schocl board policy. It was
recognized th-t such policies rere necessary for adminisge
tration of the school. It was further uhderstood that such
policies would have to be a part of the officisl minutes of
the board. The following entry January 15, 1952, is a
sample of three similar entries: "A.J. Beecher presented a
letter he had received stating schools do charge for outside
use of ths gyms and that we have been 1in line charging for
use of szme.,"” Two entries were made showing that the school
board had the opportunity to approve the administrator's

rules and regulations.

Resnonsibility for evalustion, Tntrizs in the

minutes indicated th~t the board felt that it was their duty
to evaluate the schools of the district. Tvzluztion of
student prograss =28 indlcated by testing and standing of the
school as indicated by accrediting were nrocedurss to be

followed. The entry in the minutes March 11, 1946, which
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follows indiczted interest in sccrediting: "The accrediting
of the high school was discussed."

Relations with patrons and others. The policy of

carrying on friendly, coonerative and just ralationships
was rocoznized as = necessary policy. Provisions for
s2r=ons a oHcaring At mestings were z-mnrent, Th2 antry
follo+ing wzs found in th2 minutes of Febrasry 8, 1954:
"Tronklin Vanatts sand Tmcrson Fowers attended th» bhoard
meetinz relative to teacher-stu’ent relationshirs-the

matter wos discusacsd and tabled for further inform~tion,”
ADMINISTRATION

In the area of z2dministration fifty csrds were
filed, These entries dealt with adninistr-tive parsonnel

in z2neral, and with the superintendent?!s duties.

Administrative personnel. Cards for this policy

indicated the board policy of hiring administrative helpe.
For doing this four procedures ware indicnted.

Ln entry in the minutes for ‘uzust 9, 1954, indic-ted
the procedure of reviewing 211 aprlications for nositions
in order that the district might hire catisfactory rersons.
This entry wz2s as follous: "The applic-tions reccived to
date for superintendent were reviewed."

That the school board expected sdministrative

personnel to maintain the hicshest professional standling and
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keep themselves aware of the latest practices in their
profession by attendance at professional meetings and other
similar gatherings was indicated, The school board's
feelings on this matter can be determined by the following:
"A motion was made by A.J. Beecher, seconded by G. WOlfe;
that the superintendent be given permission to attend the
meeting in Lewistown.™ This entry was November 14, 1949.
Provisions were also made in this policy to take care
of extra expenses incurred by administrative personnel.
Extra expenses were considered those expenses above and

beyond those normally expected of the administrator,

Superintendent's duties. The superintendent was

recognized as the executive head of the school. In the
minutes were found 49 entries dealing with executive duties.

Administrative responsibility for a public relations
program was found in the minutes. A typical entry that
indicated this responsibility follows: "Superintendent
Lawson announced open house would be November 15." This
entry appeared November 12, 1951.

Responsibility for supervising and implementing the
curriculum were set forth in five entries. Typical of the
entries was the following made on April 29, 1937: "Superin-
tendent was instructed to confer with certaln teachers
relative to their doing better work."

The superintendent's duties in regard to handling of
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money and the school budget were set forth in the
procedures. The later procedure was indicated by this entry
March 13, 1950: "superintendent Lawson gsve the trustees the
tentative figures we could go by in the foundation /prozram/
for our new budget for the coming year.,"

The superintendent's responsibility for keeping the
school board informed was set forth in twenty-two entries.,
The following September 14, 1937, entry was typical: "The
superintendent reported on enrocllment.m

That the board expected the superintendent to carry
on other duties was indicated by an entry March 13, 1939:

"Superintendent instructed to engage commencement speaker."
INSTRUCTCRES

This policy area was indicated by ninety-two cards,
These cards in turn were sorted and indicated three

distinct policies,

Selection of instructorse. Entries in the minutes

dealing with thirty-nine teacher hiring instances indicated
the policy of hiring teachers that were qualified and
competent. One procedure for hiring teachers was to select
from nominations made by the superintendent, One entry
March 9, 1953, rcad as follows: "Superintendent presented
application and qualifications together with recommendations

and his interview with Janet Jones.”
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Proce'ure for rocomm-nding the nunbor of +taz-clers to
employ was indicmted September &, 1952, in the fcllovine
entry: "Sapcerintendent roviewed the teachineg schedale =nd
it vias sgreeable to get a2 tencher to fill in +hen =~nd where

necesaory.” Five entries enumerated thie procesdure.

Conditiongs of emnloyment. The school bosrd policy

of setting conditions of employm=2nt o that instructors
might carry on their dauties in a monner conducive to good
educz=tion was indicated by forty~three entries,

Entries indicated thsat the procsdure of the =school
toard had .een to isrcue contracts for one yesr and that the
Montana Education /2ssociztion salary schedule would be the
basis for payment., The following entry of March 7, 1955,
read as follows: "Motion was made by A.J. Beecher, ssconded
by C.S. Moore to remain on the M,E.4. salary schedule,"

Four procedures concerning sick leave, substitute
teachers, leaves of absence znd resignations were indlcated,
The following entry was found for March 12, 1956:

Sick leave for faculty members was discussed. Plans
from other schools were presented and the following
sch:dule was adopted upon 2 motion being made by C.S,
Moore and seconded by George Wolfe, Carried. First
year six days, second ye-r six days, third year eight
days, fourth year ten days, five years and thereafter
fifteen days, ith the additional clause that the
teacher's regular salary extends for fifteen school
days beyond that - one half Jay absence being
conslidered as a full day.

The school board procedure in relation to retirement
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and soclal security were set forth in additional entries.

Duti=s of instructors. Entrices in the minutos

indicated that the school board demanded a professional job
from the instructors it employed. The following entry for
October 13; 1941, indicated the board?!s attitude toward
professional activity: "Teachers were authorized to attend
convention,”™ Other entrles in the minutes demanded ethical
conduct, employment of administrative rules and regulations,

and responsibility for implementing the curriculum.
SERVICE PERSONNEL

This policy area deals with persons necessary to the
operation of the =s=chool other than the teachers and admin-
istrators. The 112 entries found indicated five policies
had been established. The first policy dealt with service
personnel in general and the remaining four policies with

particular service positions.

Hiring of service personnel. Entries established

the policy of hiring service personnel to provide services
needed to operate the school.

It was established as a procedure that the school
board hire personnel nominated by the superintendent. The

following was found in the minutes August 8, 1951: ngyper-

intendent Lawson reported that Dwayne Pettapiece had
arplied for the job of bus driver."
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It was established that all personnel, except the
clerk, were responsible to the superintendent. Allowance
was made for the hiring of part~time service personnel by
the superintendent with the azporoval of the school Uoard,
It was further est blished that all eligible service
personnel were to be covered by accident and retirement
plans of the state and deductions made from their salary

accordingly.

Schocol clerke, As provided in school laws the school

—

board shall hire a school board clerk. The policy was
established that the c¢lerk would carry out business assigned
her by the school Loard in line 7ith her position,

For this policy nine procedures were found., These
procedures indicated that which was expected of the clerk
and the conditions of her employment. Duties of the school
clerk not already covered by school laws were set forth.

The procedure of hiring the clerk at the reorgan-
ization meeting each year was established as was the
practice of setting the clerk's salary at this time., The
minutes of the special meeting of April 18, 1953, had this
entry: "Gladys Gessner was reappointed clurk for the ensuing
year. Salary set."

It was established as a procedure that the clerk
should keep records indicated by the board and make

reports which the school board felt necessary. This entry
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appeared in the minutes of September 8, 1952: "A motion
was made by George Volfe seconded by Arthur Beecher to have
a monthly summary of the expenses of the busses, driver-
training car and hot lunch program made 2nd presented by
the clerk,"

Directions were given for the handling of warrants.
It was further indic-ted that the procedure was to pay the
clerk for extra expenses incurred in performing duties
above and beyond that normally expected.

The clerk was expected to take the census, have the
book audited and assist in drawing up the school budget.

In eleven instances the clerk was assigned other duties.

Custodiznse Analysis of the minutes indicated the

policy of hiring the services of persons as Jjanitors.
Procedures were indicated by eighteen entries in the
minutes,

Provisions were made to hire a head janitor. His
duty was defined as cleaning and maintaining the property
of the school district,

It was established that he should have a twelve month
contract, salary set at the time of employment, and a two
week vacation with pay. The minutes May 5, 1950; had this
entry: "A motion was made by Arthur Beecher seconded by
George Wolfe to offer Tom L. Jones a contract as head

Janitor at a salary of 3200 per month on a twelve month
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contract with two weeks vacation with pay. All in favor.
Motion carrled.”

Procedure for paying a bonus to the janitor was made,
Provisions for hiring an assistant janitor wers set forthe.
The school board ruled that the head janitor was to have

the same sick leave policy as the instructors.

School lunch cooks. It was established as a policy

of the school board that they hire service personnel to
handle the school lunch pregram. Procedures for carryling
out this policy were indicated by nine entries in the
minutes,

The procedure of hiring help for the head cook was
set forth, It was established that the district should send
the head cook to the Bozeman hot lunch clinic at district
expense, This entry appeared in the minutes April 11, 1955:
"4 motion was mz2de by A.J. Beecher and seconded by C.S.
Moore that Mrs, Martha Pettaplece be sent to Bozeman at

district expense to the hot lunch clinic., Carried."

Bus Drivers, Policy for school bus drivers was

indicated by twenty-seven entries in the minutes, It was
established that the school board would hire qualified,
competent drivers to operate the district busses.
Provisions for salary, bonuses, =2nd extra pay were
set forth. Substitute drivers were considered and the

following procedure was indicated in the minutes: A motion

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



-2l

was made by C.S. Mocore, seconded by George “olfa thst
substitute drivers be pald by the district, this amount to
be deducted from the monthly salary contr=cted with the
resular drivers, equivalent to the bus driver's pay."

Provisions for coop=zrating with neighboring schools
on special occasions were provided for., It 'vas further
established as a procedure that driver:s would be expected

to carry out enforcement of bus rules and regulations,
FIOPERTY

Policles concarning property were indicated by 169
entries in the school bvoard minutes. The policies found
dealt with grounds and buildings, equipment and the

rental of propertye.

Grounds and buildings. The school board establicshed

the policy of acquiring land znd buildings for use of the
school in an amount sufficient to insure an adequzte
educational plant,

Procedures required an abstract and adequate insur-
ance on property. 2n entry in the minutes for August 8,
1955, read as follows: "A motion was made by C.5. Moore and
seconded by George Wolfe that an abstract be ordered on
property owned by the district in Cascade, Carried.”

Provisions were made for disposing of property no

longer needed by the school, The procedure of cooperating
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following is an entry found in the minutes for February 2,
1954: "4 motion was made by A.J. Beecher, seconded Ly
Georze 0olfe that rent of 410 per nizht be charged Tor the
usz of the gym. All in favor. Carried.”
trovisions were made ior the use of school equipment
and classrooms by jroups. Hhestrictions were placed on the

use of the school piano for privseste lessons.
T AwsFORTATION

Entries established two policies for transportation.
A policy on operation of busses and a policy on transpor-

tation payments were estzblished by 135 cards.

Oreraticon of busses, The school board establishied

the policy of owning and operating busses. Frocedures
were indicaved by fourteen entries in tne minutes.
The purchase of liability insurauce became a

Lra)

procedure to be followed. The following entry was found in
the minutes July 24, 1937: "It was agreed to renew the
insurance on both busses as has been customary in the past."

The following entry for August 21, 1939, indicated
that a procedure had been establisned: "Hules for student
conduct on busses were adopted." CJCooperation with parents
and with adjoining districts was indicated.

It was further established as a procedure tnat the

government programs be followed. EKeview of bus operation
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at each re~ular meeting and the use of busses for extra
curricular school activities were indicated -=s »nrocedures.
Procedures havineg to do with financins of bus
operation were =et forth., Equivment for tuscses =8 to Le
purchased only after careful comperison of prices. Chorges
for students riding busses from outside the district were
rrovided for. Use of district busses 'as considered and
conditions set sorth for such use., The acceptsnce of payment
from other districts for services rendered wss approved as

was the use of commercial transportation,

Transrortation Payments. A policy on transwortation

payments was indicated by forty-three entries in the minutes.
These made up four procsdures to be followzd in carryins on
this nolicy.

The practice of paying isol2t2d transoortation in liea
of bus service was est=ablished as a procadurs. The procedure
of issuine recular transnortntion contrncts in lizu of bus
service was also established,

It was established =8 a procedure that the school
board pay transportation costs of students on special scheol
trirs. The following was an entry in the minutes for fonril
25, 1938: "Three students who were invited to pirticipate
in the state scholastic contest at Bozecman .rere alloved
¢3.60 each toward defraying transportation costs.™

Payment of transportation to anothier district was
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considered., Payment was to be made after careful investi-

gation indicated such payment to be fair and equitable.
MISCELLANEQUS

These policies and procedures were those that did
not come within other policy areas. Eight entries indi-
cated three policies had been established.

Morals. The school board indicated its policy of
protecting the morals of students. The following entry
in the minutes for January 10, 1953, indicated one procedure
as follows: "George Wolfe made a motion that girls that
become pregnant, married or unmarried, should not be allowed

to attend school. Seconded by A.J. Beecher and carried.”

Student government, This policy permits the students
to have a student government. Procedures put the organ-
1zation under the school administration and stated that

problems might be referred to it by the school board.

Health, The school board agreed to take necessary
steps to protect and further the good health of students,
Two procedures under this policy indicated their desire,

It was set forth as a procedure that the school board
cooperate with the county health office for the acquisition
of health services, Another procedure indicated that the

schoocl board wished to have a noon lunch program,
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CHAPTER V
CONCLUSIONS AND RECOMMENDATIONS
THE MeTHOD OF DEVELOPMENT

Determining policye Few policies as such were found

written out in the minutes but rather many procedures were
found that 1indicated certain policies existed. It was
further found that some areas wital to the operation of the
school, such as student control, were not covered
sufficiently in the minutes t¢ indicate policy. Owing to
the lack of written pollcies and the subsequent inference
of policy from the procedures many policies indlcated in
the Appendix are brief.

Formulation of policy. The analysis approach used
in this study has considerable merit in that all that 1is
found has its basis in the school board minutes. This
approach has the disadvantage that some areas vital to
school operztion may be left from the minutes.

It was possible for one person to do most of the
work involved in this analysis. However, before a perscn
selects this approach to the development of written school
board policy, he should examine fully the school board

minutes.
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There are several related studies available on
written policy. These related studies sugeest variations
of the analyslis approach used in this study making it
possible to set up plans suited to a particular school.

RECOMU/ENDATIONS FOR FURTHEZR DEVELOPMuNT

In order that this study be complete it was felt that
soma recommendations were in order. The comparison of the
findings of this analysis and other simllar studies indicate
possible additions. Unwritten policles beingz followed by
the school board, as observed by the author, but which are
not indicated in the minutes suggest additions,

It 4is recommended that the school board evaluate the
policies and procedurss in the Appendix. Such an evaluation
may bring to the front the necessity of further school
board action.,

It is recommended that where changes are necessary
lthe school board make an effort to bring into the process
those people to be affected by the policies and procedures,
The final approval of all policies and procedures must,
however, rest with the school board. It is then in order
for the school board to adopt the completed work and
incorporate it into the minutes.

Since school board policy 1s revised each time
action is taken, it is recommended that provisions be made

for continued revision of the policy and procedure handbook,
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The superintendent or the clerk may be assigned this
responsibility as one of their regular duties. It is

also necessary that policles and procedures be made

available to all interested people,
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INTRODUCTION

Mach that governs a school board is prescribed by
law, Some laws permit discretionary action by school
boards. These policies and procedures are based on
discretionary action of the school board. For written
school law reference should be made to the School Laws

of the State of Montana,

It 48 imperative that discretionary action be
organized into official written school board policies,
These policies and procedures give general directions for
the administration of the school, They clearly define
duties and fix responsibillities.

In this set of policies and procedures will be found
those policies and procedures established by the Cascade
school board from August, 1936, to June, 1956, by action of
the school board when various problems were dealt with. For
the benefit of those using these policies, each policy is
numbered and preceding each number will be the name of the
policy area. The table of contents precedes this handbook.

Procedures were considered to be the specific points
set out by the school board for implementing policy. These
are numbered and follow each policy. The date when a

procedure was established follows each proceduree.

-37=
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The development of these policies and procedures was
dealt with in the professional paper An Analysis of the
Minutes of the School Board of the Cascade, Montana, Publiec

School to Determine School Board Policies and Procedures by

Joseph W, Lashway at Montana State University.

These policies and procedures do not include admin-
istratort's rules and regulations. Such rules and
regulations are considered to be extensions ¢f the board's
policies and procedures and may be approved by the school
board but are not a part of the minutes as board policles

and procedures should be.
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RESOLUTION OF ADOPTION

Resolved, that the school board hereby adopts the
following policy handbook and the policies and procedures
therein for School District Number Three, and High School
District "B,” Oascade; Montana. The policies and
procedures contained in this handbook shall remain in
force until revision shall be made according to the

provisions set forth on the following page.
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This handbook may be revised, amended, or new
policies added or old nolicies repealad at any regular or
special meeting of ths school board by a majoricy vote of
the members,

The oreration of any section of these wnollicies may
bhe temperarily susrendzd. Thals shall taike o majurity vote
of the =chool board =t a re ular or spscial aza3ting.

This handbook is not intended to be final and
anmodifiable, but rather it shall change ac the aiis and
needs of the school changs. It is sxpectad tlat new
policizs will need to bes develepad and that rom tize to

time old policies will be chanzzd or repealed.
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BOARD OPEZRATICN
Explanation

The le 31 basis for zducation in District Number
Three, =and High 3chool District "3," Cascade, lontzna, is
vested in the will of the people as expressed in the
constitution of the state, the statutes pertaining to
educaotion, court interpretations of the validity of these
laws, and the powers implied under them. It is the
responsibility of the school bosrd to carry out the law
and consider and zccept or reject the discreticonary
provisions of the laws. With this in mind the following
policies znd nrocedurss irere established for school bosrd

operatione.
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Board Operation No. 1
Statement of Policy
BOARD ACTION AND OPER"TION

This school board, organized according to the law,
shall conduct the business of the district. It shall seek
to be well informed, competent representatives of the

citizens of the district.
Procedures

1. Regular meetings shall be held the second “onday of each
month. (9/14/37)

2. All meetings shall be held in the school. (3ummary of
all meetings)

3. All meetings shall begin at 8:00 P.M. (Summary of all
meetings)

k. Following shall be the order of business: {1l) call to
order, (2) reading of the minutes, {(3) clerk's report,
(4) surerintendent's report, {(5) business, (6) action
on bills, (7) adjourn. ?Summary of all meetings)

5. This school board shall see that the district is
represented in all matters of major concern to the
educational system of the district. (11/24/42)

6. The members of this school board shall maintain active
membership in the Montana School Board's Association,

7. This school board shall cooperate in improving education
on the state level by taking proper action whenever
possible. (1/10/55)
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Board Operation No. 2

Statement of Policy

RESPCNSIZILITY FOR PLANNING

It shall be the responsibility of the school board

to plan ahead for the future operation of the school of the

district.

1.

3.

Lo

Procedures

In addition to mandatory financing the school board
shall consider the future financing of the schools of
the district, (1/10/55)

The school board shall plan for adequate buildings for
the schools of the district. (8/9/54)

The school board shall consider the annual scnool
calendar. {6/8/53)

The school board shall approve the curriculum to be
used in the school. (1/9/20)
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Board Operation No. 3
Statement of Policy
RESPONSISILIUY w02 FCLIZY-.7AKING

It shall be the responsibility of the szhool hoard
to make decisions that will determine the policy of the

school board for the operation of the school.
Procedures

1. The school board shall adopt policies and procedures
which give general directions for the administration
of the school, (12/10/51)

2. Policies and procedures shall be included in the minutes
of the school board. (3/12/56)

3. The school board may approve administrator's rules and
regulations which are designed for the purpose of
implementing school board policies =2nd procedures,

(1/10/53)
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Board Operation No. &4
Statement of Policy
RESPONSIBILITY FON. EVALUATION

This board feels that it is its duty to evaluate
the schools of the district, Such evalustion is to determine

the success of the school as onerated by the school board.
Procedures
l. Student progress as snown by testin rocrams shall be

g p
considered by the school board. (11/14/4L9)

2. The school board shall exsmine the accrediting report
concerning the school. (1/8/51)
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Board Operation Yo. 5

)
~
.

tatement of Policy

RELATIG 03 "TIVH FATIOONS AND OTHAEWS

It shall be the policy of th2 school board to carry
on friendly, cooperative, and just relationshins +ith vatrons

and others,.
Frocedures

1. Audience with the school beoard shall be granted patrons
and others at all meetings of the school board at a
tine to be set by the school board. (6/26/54)

2. The szhool board may charge transportaticn for all
students coming in from other districts on busses owned

by this district. {(7/11/55)
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AD.INISTRATION

Explanation

The administration of the school is that group of
persons chosen by the schoeol board to put into operation
policies and procedures enacted by the school board. These
persons shall have power delegated to them by the school
board., They shall administer the schiool in conformity with
tinie adopted policies of the school board and the rules and
regulations of the state deonrtmant of education and in

accordance with the state law.
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Administration No.
>tatement of Folicy
ADHMINISTRATIVE FERICHNHAEL

The school board shall hire a superintendent and
other administrative persoanel 1t considers necessary for

the administration ¢of the school.
Frocedures

l. All administrative personnel ghall be hired by the
school board after review of necessary qualificatiocns.

(3/12/56)

2. All administrative personnel will be expected to
maintaln the highest professional standing and keep
themselves aware of the latest practices in their
profession by attendance at professional meetings and
other similar gatherings. (1/9/56)

3, Expenses incurred by aaministrative personnel above
thelr regularly expected and compensated exnens2s may
be paid by the school board at a rate to be determined
by the school board at the time of payment. (9/3/52)
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Administration Noea 2

Statement of Policy

SUPLRINTRLLONT'S DUTITS

The superintendent shall be the ex~ccutive head of

the school and it shall bve his duty to carry out the

exacutive business of the schosl board,.

1.

Procedures

The superintendent shall be responsible for implementing
the schocl beard policies and procedures. (4/29/37)

The superintendent shall be responsidls for a publiec
relations prozram. (11/12/51)

The superintendent shall have responszibility for
supervising the curriculum of the school. (9/14/54)

Recommendations shall be made by the superintendent on
particular items wihen requested to do 20 and ail otuer
times when he deems it valuable. (4/4/44)

The superintendent shall recommend the discharge of any
employee, teaching or service personnal. (4/11/44)

The superintendent shall recommend the teaching and
service personnel for employment in the schools of the

district., (6/13/55)

The superintendant shall recomnend the purchase of
necessary supplies. (6/13/55)

The superintendent shall assist in the preparation of a
budget for the board'!s consideration.  {(3/13/50)

The superintendent shall handle school monies that mﬁy
come to him in a manner directed by the board. (3/238/42)
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10. The superintendent shall make regular reports to the
school becard concerning enrollment, testing,
accrediting, condition of property, transportation,
and other information he deems valuable to the school
board. {9/12/55)

11l. The superintendent shall be resronsible for particular

items of business that may from time to time be
assigned to him by the school board. (1/9/40)
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INSTRUCTORS
Explanation

The instructors are the people directly responsible
for student instruction. They are professionals who,
because of their work, determine the success or failure of

the school.
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Instructors No. 1
Statement of Policy
SELECTION COF INSTRUCTORS

The school board shall employ qualified, competent
teachers for their schools in accordance with the following

procedures:
Procedures

l. The selection of all teachers shall be made by the
school board from nominations made by the superintendent
of the school. (3/9/53)

2. The superintendent shall recommend the addition of

teaching positions for the purpose of properly
implementing the curriculum. (9/3/52)
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Instructors No. 2
Statement of Policy
CONDITIONS OF EMPLOYMENT

The policy of the school board shall be to sset
conditions of employment that will cause instructors to

carry on their duties in a satisfactory manner.
Procedures

l. Contracts shall be for one year. (9/13/i44)

2. Salaries shall be based on the recommendations of the
Montana Education Association. (3/7/55)

3. Sick leave shall be as follows: six days leave during
the first year, six days during the second year, eight
days the third year, ten days the fourth year and
fifteen days leave during the fifth year and each year
thereafter, Sick leave is not accumulstive, The
difference between the substitute's salary and the
teacher's regular salary extends for fifteen days beyond
the above schedule., One half-day absence shall be
counted 2 full day. (3/12/56)

Lo Substitute teachers shall be hired subject to the
provisions in the sick leave policy. (3/12/56)

5« Resignations of teschers, after they have signed a
contract, shall be accepted only when comvetent
replacements can be found. {(12/10/55)

6. Leave of absence mz2y be granted on special occasions.

(3/8/43)

7. Teachers shall be covered by the various teacaer
retirement systems provided by the state and federal
%overnment and deductions from salary made accordingly.

12/12/55)
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Instructors No. 3
Statement of Policy
DUTIES OF INSTRUCTORS3

The school board demands a professionszl job and

quality workmanship from the professional personnel which

it employs.

1.

3.

Iy o

Procedures

Teachers shall conduct themselves in accordance with
the accepted code of ethics. (4/19/41)

All teachers will be expected to continue their
professional tralining by attendance at some of the
following: conventions, workshops, summer school
institutes and other professional gatherings. (5/@/55)

The teacher shall be directly responsible to the super-
intendent, and loyalty and compliance with administration
policies are expected., (12/12/55)

The teachers shall be responsible for the implementing
of the curriculum of the school and they shall realize
that through them only can the curriculum result in

education. (4/29/37)
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Explanation

Service personnel are those people employed to
provide services., These services are considered necessary
to maintain and operate the educational program of the

school.
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Service Personnel No. 1
Statemsnt of Policy
HIRING CF 35RVICE PERSCNNEL

It shall be the policy of the school board to hire
service personnel to provide services needed to operate the
school. Such personnel, except the eclerk, are responsible

to the superintendent of the school.
Procedures

l. The selection of all service personnel, except the
clerk who shall be selected directly by the school
board, shall be made from nominations made by the
superintendent. {(8/13/51)

2. Part=time service personnel may be hired for specific
gservice with the approval of the school board.
Conditions of employment, salary and insurance to be
set at the time of employment. (4/11/55)

3. All eligible service personnel shall be covered by
Industrial Accident Insurance and the Public Employees
Retirement Act. Deductions from the salary will be
made accordingly. (3/11/46) (1/11/43)
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Service Personnel No. 2
Statement of Policy
SCHOOL CLiRK

The school board shall, as prescribed by l=w, employ

a school board clerk. The clerk shall keep the minutes and

other records desired by the school board, and carry on

other business as instructed.

2.

L.

S5¢

7.

Procedures

The school board clerk shall be employed and the annual
salary set at the reorganization meeting each year.,

(4/21/56)

The clerk shall make a monthly report on the school
busses, driver~training car, and the hot-lunch program,

(9/8/52)

The clerk shall prepare warrants to be drawn on the
district and shall combine all warrants to same payee
into one total showing breakdown in the far line of the

warrant. (2/14/55)

The school board may pay the clerk for expenses
incurred beyond normal duty. (1/2/42)

The clerk shall keep the board informed of the district
census., (12/13/54)

The clerk shall inform the school board of the results
of the annual audit. (8/3/42)

The clerk shall assist in drawing up the school
budget. (6/9/42)
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Service Personnel No. 3
Statement of Folicy
CUSTODIANS

It shall be the policy of the school toard to employ

service personncl as janitors lor the buildings and hroperty

cf the school district.

1.

Ze

Te

Procedures

A head 9anitor shall be hired on a twelve month contract.

(5/2/50

Salary for the head Janitor shall be set at the time of
employment. (5/8/50)

The head Janitor shall be allowed two weeks'! vacation
with pay annually. (5/8/50)

Bonuses, if any, shall be paid at the end of the fisecal
year. (3/7/55)

The school beoard may hire acditional help for the nead
Janitor. Conditions of employment and salary shall be
set at the time of employment. (12/10/45)

Sick leave for the head janitor shall be the same as
that of the instructors. (12/11/4L4)

Janitors shall clean and maintain the property of the
district, (12/10/45)
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Service Personnel Yoe &
Statement of Policy
SCHGOL LJUNCE COLns

It shall be the policy of the school board to hire
the service rpersonnel necesuary Lo prepare and handle the

noon lunch program.
Procedures

1. » head cock shall be hired. (9/14/53)

2« An assistant cook shall be employed by the school board
wnen they deem it necessary. Salary znd the conditions
of employment are to be set at the time of employment.
(10/9/50

3. The head cook shall be sent to the Bozeman hot lunch
clinic at district expense. (4/11/55)
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Service Terscnnel fo. 5
Statement of Policy
SUS DRIVTEIS

The school board shall hire qualified, competent

drivers to cperate ulstrict busces.
Procedures

1. Salary for drivers shall be set at the time of employment
by the school board. (11/12/51)

2. DBonuses, if any, shall be paid at the end of the fiscal
year. (6/11/51

3. Bus drivers may be paid extra §ay for extra cuties
beyond normal service. (5/2/50

L. Substitute drivers will be paid by the district. The
amount to be deducted from the monthly salary contracted
with the regular driver, equivalent to the amount of the
regular driver's pay. (i/9756)

5. Request of neighboring districts to borrow a bus and
driver may be approved by the school board with such
district paying all expenses. (4/3/37)

6. All bus drivers must enforce bus rules approved by the
school board. (8/13/40)
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FROPERTY

Explanacion

Froperty is everythiang belonging to the school
district. This includes the buildings and instructional
equipment. FProperty is considered necessary for the

education of the students,
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Property No. 1
Statement of Policy
GROUNLS ALD BUILLINGS

It shall be the policy of the school board to
acquire adsquate lancd and buildings for use of the schools

of the district,
Procedures
l. The district shall have an abstract of z2ll property

which it owns. (8/8/55)

2. The school board shall insure buildings for a value to
be determined when insurance is taken. (5/12/47)

3. Property belonging to the district which is no longer
of use to the district may be disposed of in a legal
manner as decided by the school board. {(10/3/51)

4. The school grounds and bulldings shall be kept in a
good condition and every effort made to keep property
in good repair. {1/3/56

5. The school district shall cooperate with ths city in all
matters to insure proper service to the school. (10/3/51)
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Property No.
Statement of Policy
EQUIPENT

It shall be the policy of the school beoard to
acquire equipment necessary to conduct proper education

in the schools of the district,.
Procedures

1. When necessary the district shall purchase equipment
necessary to operate the school. (5/12/56)

2. Equipment needed may be rented at a fee to be
determined when such equipment is rentved for uze of
the school. (3/10/52)

3. Egulpment belonging to the district which is no longer

of use to the school may be disposed of in a legal
manner as decided by the school board. {10/3/51)
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Property No. 3
Statement of Policy
REWPAL OF PROFPERTY

The property of the school district shall be
available for rental under conditions prescribed by law

and in accordance with the procedures listed below.
Procedures

1. The school gym may be used by responsible groups with
consent of the school board upon the payment of a fee
of $10.,00, The gym is to be lelt in the condition in
which it was found. (2/8/54)

2., Driver training equipment and other such iastructional
equipment may be rented for a fee to be set by the
school board. (5/14/51)

3. Permission may be given by the school bo-rd for the use
of classrooms. (7/1/39)

4. The school piano shall not be used Lo give private
lessons for fees except in the case of handicapped
children whose lessons cepend on the use oif the

school piano. (2/3/54) (12/13/54)
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TANSPCORTATION
Explanation

Transportation refers to the use of school busses.
In lieu of busses transportation refers to other methods
of providing a means for students to attend school which

are allowed by law,

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



«65=

Transportation Ro., 1
Statement of Policy
OPERATICHN OF BUS3ES

It shall be the policy of the school bo-rd to own
and operate school busses for the purpose of bringing

children to school in Cascade.
Procedures

1. 1In all cases the school will attempt to cooperate with
patrons to provide the most satisfsctory arrangements
for all concerned. (12/10/45)

2. This school board shall operate busses in adjoining
districts only if parmission is granted by those
districts and provided satisfactory financial
arrangements can be made. (9/4/36)

3. Public liability insurance shall be carried by the
school board in an amount to be determined upon the

acquiring of a policy. (7/24/37)

4., This school board shall adopt rules for student
conduct on its busses. (2/10/41)

5. School busses may be used to bring students to Cascade
for extra-curricular activities, %3/27/37)

6. School busses may be used for school functions such as
travel to music festivals, vocational azriculture trips,
band trips, and other educational activities. (3/9/43

7. Full advantage shall be taken of tax refunds and other
advantages provided by state or federal governments.

(4/14/47)

8. This board shall review bus operation details at each
regular meeting. (11/10/52)
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11.

12.

13.

14,

67

Bus equipment and repairs shall be purchased by the
school board after careful comparlson of prices.

(5/12/56)

The school board may make charges for students riding a
district school bus who do not reside in the district

if such bus is being provided expressly for such
students. (6/11/56)

If cars are hired to replzce busses in case of an

emergency, the rate of pay shall be seven cents per
mile. {10/10/49)

The board shall cooperate with other schools requesting
use of district busses only if such districts azsume
the expense involved. (2/14/48)

The board shall accept payment from individuals for bus
services rendered. (6/12/50)

Commerclal transportation may be hired in place of a
school bus on special ccecasions, (1/10/41)
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Transportation No. 2
Statement of Policy
TRANSPORTATION PAYMENTS

The school board shall, in lieu of bus transportation,
pay for the transportation of students to school by other
means as provided by law and subject tc the following

procedures.
Procedures

l. Isolated transportation may be pald in lieu of bus
service. (10/10/55)

2. The school board may issue regular transportation
contracts in lieu of bus service. {11/14/55)

3, The school board may pay transportation costs of
students on special school trips. (4/25/38)

4e Transportation payments to students attending school in

another district shall be made after investigation shows
this a fair and equitable procedure. (10/10/49)
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MISCELLANEQUS
Explanation

These policies and procedures are those that do not
come within the areas set forth for other policies and

procedures,
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Miscellaneous No.
Statement of Policy
MORALS

It shall be the policy of the school board to
protect the morals of the students and encourage proper

socilal conduct for the advancement of education.
Procedure

1. Girls that become pregnant, married or ummarried
should not be allowed to attend school. (1/10/53}

2 The school board shall review the cases of violation

of proper conduct when presented to them by the
superintendent or others. (12/10/51)
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Statement of Policy
STUDENT GOVERNMENT

It shall be permissible for the students of the

Cascade school to have a student government,
Procedures
le Student organizations shall be under the direct

supervision of the school administration. (11/10/52)

2¢ The school board may refer problems to the student
council for their consideration. (11/10/52)
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Miscellaneous No.
Statement of Policy
HEALTH

The school board shall take such steps as are
necessary to protect the health of the school c¢hildren
as required by law and as seen necessary by the school

board.

Procedures
1. The school shall have a hot lunch program. (1/9/40)
2. The schocl shall cooperate with the county health

office and take advantage of all the health
office's available services. (4/11/38)
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