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CHAPTER I
INTRODUCTION

Teachers today find themselves in perhaps the most
responsible jobs in our soclety. And yet, because of the
many different expectations which so many individuals and
groups in soclety have of teachers, they are as individual
human beings in a position that lends itself to psycholo-
gical 1nsecur1ty.1 The purpose of this project 1s to develop
a teachers' handbook'which will, in some measure, aid the

teacher in one school to overcome some of thls insecurity.
I. THE PROBLEM

Statement of the problem. The school to which this

paper has reference is located in a relatively low soclo-
economic section of a community with a population of
approximately 65,000 people. It has an enrollment of about
420 students in grades klndergérten through six. Of that
number about 70% live in a low=rent public housing devel-

opment. Based on scores obtained from the Iowa Test of

lclyde M. Campbell and Robert Koopman, "A Realistic

Vision of the Future," Practical Application of Democratic
Administration, ed. Clyde M. Campbell (New York:. Harper and
Brothers, Publishers, 1952) p. 312.

“1-
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Basic Skills, given 1n grades 4, 5, and 6, these children

as a group have consistently ranked amcng the lowest
achievers in the district, and well below the national
norms for thelr reSpectife grade levels.

It 1s safe to say that the children who attend the
school are generally underprivileged socially, economically,
and scholastically. As a result of this condition, the
students make great demands upon the time and talents of
thelr teachers and principal.

Due to teacher resignations and transfers within
the system, there wlll be eleven new teachers on the total
instructional staff of thirteen during the 1963-1964 school
year. It will be the principal's second year in the partic-
ular building.

These two conditions, (1) the large percentage of
new teachers on the staff, and (2) the imminent demands
which are made upon the staff by the underprivileged puplls,
require that every means possible be used to lighten the
burdens of routine on the teacher and principal, so that
they mlight devote more of thelr time to instruction and
guldance of the boys and girls.

It is assumed that a teacher's handbook of policies and
procedubes is a supervisory 1lnstrument of communication which
will aid in (1) orientating the new teachers to the indivi-

dual school, and (2) in coordinating the school routines

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.
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for both the administrative and teaching staff, thus facll-
itating the instructional program and 1ts attendant
demands for student guldance.

The specific problem then becomes the critlical
superviéory task of developling the handbook in such a way
as to effectively coordinate the particular school organi-
zatlon in a manner that will best permit it to fulfill ite

basic function as an elementary school.

Justification of the probiem. Three questions will
be considered in an attempt to Jusiify'the project. (1) Is
there a need for a teacher's handbook? (2) Why not use a
handbook which has already been compiied? (3) Is 1t good
practice for a principal to prepare a teéchéris handbook?

The positive answer to the first question 1is based
on a reit need of this investigator for such a tool.

Several authors also agree that such a need actually exists.
In Chapter 11 of this paper, "Review of ﬁelated Literature,"
this need as various authors'éee it will be focused 1into teﬁ
specific areas to which a teacher's handbook can be applied

to enhance the functioning of the elementary school. These

areas are:

l. The need to achleve order in the management of
the school.

2. The need to promote staff cooperation.
3. The need to establish routine procedures.

4, The need for an efficlent means of communication.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.
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5. The need for an available fesource manual.

6. The need to promote staff mental and emotional
security.

T. The need to prevent mistakes before they are
made.

8. The need to free the principal and teacher from
extraneous interruptlons.

9. The need for an effective orientation instrument.
10. The need to insure wise use of materials.,

As snother means of determining the need for a
teacher's handbook, 157 teachers and principals were asked
on a questionnaire survey, "Do you think a teacher's
handbook of policies and précedures for the individual
school in which you will work next year would be helpful
to you?" Of the 153 who replied to the question, 90

answered, "Yes, very much so,"

and 58 answered, "Perhaps."
Only three‘answered, "Probably not,"” and two staﬁed,
"Definitely not."2 |

‘ Concerning the second question, Carper polnts out
that each school has unique problems. Therefore, the hand-

book should be developed to meet the needs of the individual

school to which it will apply.3 This 1s not to say that the

2Table X, XI, XII, XIII, op. 61-62,.

2E. L. Carper, "Teacher Handbooks," The Bulletin of
the Natlional Association of Secondary School Princlivals,
XLII {(Octooer, 1958), &48.
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't waterlials found in handbooks from other schools chould
ot e used 1if they are aonlicable to a situastion.

Ceroer's observation would seem to avply to the
oot vidual school belng considered in this paner, since
it o ctainly is not typlcal of other schools within the
1oterict. This investigator would ascume that this would
liold true generally with schools in other conrunitiecs.

The answer to the third question is also based on
tiic unicuenecss ¢of the eschool sliltuation, particulasrly with
regards to the number of new teachers who will be on the
ctaff., Ilany authors, such as Zaker, stressed the lamnortance
of involvin: as many staff percsons as posslble in the
cooperative effort of developing the handbook.& Eowvever,
vhere other than ideal situations were taken into account,
soxe authors suggested that the principal mizht ve the
person to accomplish the task. Smith, Krause, ané Atkinson
ztate that it 1s nermissible for the principal to prepare
the hancbook, but they suggest that teachers be invited to
evaluate 1ts effectiveness sc the year progresses. They
write that:

In sowe Instances the principal of the school may
find i1t expedlent to develop the handbook himself, and
prepare 1t for the use of his steff pnrior to the onen-

ing of the semester. This routine might be particularly
valueble in cacses where a new school is being opvened

4pelrert L. Baker, "The Formation of = Teacher's
Handbook," The Zulletin of the National Ascociation of
Secondary £chool Princinals, XLII1 (centember, 19558), 123.
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and the staff has not had the opportunity to associate
previously.5

Althoush this project does not concern a new school, it does
concern a staff which willl have had little previous associ-
ation.

In addition, it might be pointed out that in practice
many principals do play a major role in the authorship of
individual handbookes. Robertson found this to be the case
in his survey of fifty handbooks from various communities.6

A group of 157 teachers and principals attending the
1963 Hontana State University Summer Session were asked, "In
a school in which eleven of thirteen teachers will be new to
that school, which of the following procedures would you
favor?" Of the 155 persons replying to this question, 115 or
T4.2 ﬁér cent favored a plan which provided that the princilpal
prepare the handbook.

In conclusion there appears to be a need for a handbook,

which should be developed to meet the unique needs of the

5Edward W. Smith, Stanley W. Krause, Jr., and Mark M.
Atkinson, The Educator's Encyclopnedia, (Englewood Cliffs,
New Jersey: Prentice Hall, Incorporated, 1961l), p. 644,

SMalcolm Robertson, "The Preparation of a Teachers'
Handbook for Elementary and.Secondary Schoocls 1in Suburben
, Communities” (unpublished Doctor's thesis, New York Univer-
sity, 1958), p. 24.

TTable XII, pp. 64.
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partlcular school. Because of the number of teachers who
will be new to the school, it would seem that the principal
is Justifled 1n developing the instrument himself. These
conclusions are based on the personal assessment of the
investigator, on the opinions and research of other authors
who have concerned themselves with the problem, and upon

the results of the questlionnaire which surveyed the views of
a group of teachers and prinecipals currently actlive in the

profession.

Delimitations of the problem. Thils study 1s concerned

with thé preparation of a teacher's handbook for Emerson
Elementary School, CGreat Falls, lMontana. As has been
pointed out previously, this school has several conditions
which are, generally speaking, unique to 1t. If any one
6f these conditions were different, the approach to this

problem would have been modifled accordingly.
II. DEFINITION OF TERMS

School organization. Hughes's definition of school

organization wlll be accepted for the purposes of this
paper. He defines school organization as:

A progressive series of mutual understandings or
taclt agreements among those who are responsible for

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.
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the work of the school cogcerning the coordination of
their respective efforts.

The basic function of the elementary school. The
basic function of the elementary school has been defined
historically by Reavis and others. Before the nation galined
1ts independence, they say, the elementary school was called
upon malilnly to provide religious training. Following the
Revolutlionary War thls goal shifted to the establishment of
general literacy. From the time of Andrew Jackson's admin-
istration until the middle 1800's the elementary school
began to concentrate on the social mobllity which character-
ized our country during the period. The latter half of the
niazeteenth century saw the school shifting emphasis to
citizenship training and character development.9 This leads
them to the following current definition of the basic func-
tion of the elementary school:
The basic function of the elementary school is to
gulde every child to have those llving and learning
experiences that will enable him to behave as a

responsible, conslderate, contributing citizen at
every stage of his development.lO

8James Monroe Hughes. Human Relations in Educational
Organizatlion (New York: Harper and Brothers, Publlishers,
1957 s p' 590 . . - .

9William C. Reavis and others, Administering the
Elementary School (New York: Prentice-Hall, Incorporated,
1953 » PP- 3"5- - - .

101b1d., p. 5.
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Critical supervlisory task. Good defines supervision
a8, "all efforts of designated school officials toward pro-
vidiﬁs leadership to teachers and other educational workers
in the improvement of instruction."!l Good adds that the
task of supervislon involves stimuiation and professlional
growth of teachers, selection and revision of objectives,
materials of instructlion, methods of teaching, and means of
evaluation.1l? Graff and Street define a task as a distinct
segement of a job conducive to the success of the whole Job.
They state, "A critical task 1s one whose nonperformance
will be detrimental to the outcomes needed for successful
educational administration.”l3 In terms of this handbook,
the specific critical superfisory task 1s defined as an
administrative effort toward the development of an lnstrument
which will lead to the improvement of instructlion, and which,
if not developed, wlll lessen the effectiveness of the

aduninistrative processes in the particular school.

Administration. Chandler and Petty define adminis-

llcarter V. Good, Dictlonary of Education (second
edition; New York: McGraw-~H1lll Book Company, Incorporated,
1959), p. 539. . _ _

121p14.

130rin B. Graff and Calvin M. Street, Improving
Competence in Educational Administration (New York: Harper
and Brothers, Publishers, 1956), p. 201.

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



«10-

tration as "management."l4 This tera seems to be a2 zenerally
accepted synonym for the teri, administration. Since all
pablic school administration can be Justified only as it
facilitates instruction,l> the terms “"administration" end
"asuvervicsion" will be uced when discuésing the work of the
élementary pfincipal. As Hagman writes, "The administrator,
if he is to do his jJjob well, must be first of all and all of
the time a supervisor."16 This statement is particularly

applicable to the elementary orincivalcship, which Good defines

as poth an administrative and supervisory office.17

Coordination. Huxhes offers a working, definition

for coordination. He states:

« ¢ « COoOprdination will seek to synchronize the
efforte of all mnersons within an educational organi-
zation toward their institutional soals. To be Jdesir-
able, coordination will be achieved in 2 wzy character-
ized by zood personal relations as well as by economy
of effort.l®

Teacher's handbook. Cooke and Ayers define a

handbook as:

145, J. Chandler and Paul V. Petty, Personnel FKanage-
ment in Zchool Administration (Yonkersg--on--Hudson, New York:
Jorld Book Company, 195%), p. 4,

154arlan L. Hagman, The Administration of American
“ublic Jchools (Hew York: IleGraw--11111 EBook Company, Incor-
porated, 19251), p. 145.

161pid. 175004, 0. cit., o. 411.

1€Hughes, loc. cit.
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"« o« « a compact compellation of lmportant facts,
principles, theorles, and data in each of the various
phases of education.

- - - * L] - - . - L L] - - » L] - L - - - [ ] L] L] - - - L]

« « « Handbooks . . . generally consist of a list
of directions, suggestions, gtatements of policy, and
rules of the school system.l

Good refined this definitlon. The Dictlionary of
Education gives the followling meaning of a teacher's handbook:

A typed, mimeographed or printed booklet for teachers
containing general information concerning such matters
of local school organizatlion and administration as the
marking system, attendance and tardiness, the school
calendar, teachers' meetings, records and reports,
course of study, testbooks, sugglies, equipment, and
miscellaneous school volicles.

In his thesls, Robertson modified the previous two
definitions to apply more specifically to an individual
school situation. His definition, which cshall apply to this
paper, states that a handbook 1s:

A compellation of directions, rules and regulations,
and suggestions to be used by the teacher as a gulde
for carrying out her clerical, administrative, and
extra-curricular dutles; other information heloful to

the understanding of the requirements of her Eosition
and her pnlace in the total school situation.?

19pennis H. Cooke and Archie R. Ayers, "Teachers'
Handbook," Encyclovedla of Modern Education, ed. Harry N.
Rivlin (New York: Philosophical Library, Incorporated, 1943),
pp. 807=808.

200p. cit. o. 262.

2lrobertson, op. cit., p. 1.
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Policies. Good's definition of policy shall be
accepted for the purpose of this paper. He defines policy
as: |

A Judgment, derived from some system of values and
some assessment of situatlonal factors, operating as
a general plan for gulding decislons rgéardins the
means of attaining desired objectives.

Procedure. Although Good 1is referring specifically
to office procedures, in the following definition, in 1its
broader context it does provide a good working definition
of procedures generally. He deflnes office procedure as:

A series of related clerical (italics not in the
original) steps, usually performed by more than one
person, which constitute an established and accepted

manner of performing a major phase of office (italics
not in the original) activity.2>

III. PROCEDURE FOR DEVELOPING THE PROJECT

The field of literature related to the nature of
school organization, administrative responsibility, and
handbook development was surveyed in an attempt to base
the proj)ect on as broad an authority as was feaslble. A
group of ten school handbooks of varlous kinds was examined
as a means of obtalning some ideas concernling content and
format of currently used handbooks. Local school system
policles and administratlve forms were scrutenized to

discover the way in which they might best be supplemented

' 22Good, op._cit., p. 403, 23Ibid., p. 374.
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2y e manual pertalnling to an individual school. The office
aemoranda wnicin were chennelled to the teaching staff during
the past year were carefully examined in order to ascertain
now their number mizht be reduced by a handbook. In an
effort to gather ideas from practitioners 1in the field
concerning: the usefullness and means of preparing a hand-
book, the ovinions of teachers and principals were surveyed
by means of a questionnalre. Finally, throuzh what was
hoped to be a nrocecss of amalgamatlng the best ideas and
principles discovered, a teacher's handbook of policies and

procedures was prepared.
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CHAPTER II
REVIEW OF RELATED LITERATURE

In order to ecstablish an authoritative foundation
upon which to base the handbook, three areas of literature
were examined. Firest, the structure of the elementary
school organization was brilefly probed. Next, the princi-
ral's roll as the administrative and/or supervisory leader
within the school structure was explored. Finally, the
avallable material related directly to handbook development

was rather thoroughly searched.
I. TEE ELEMENTARY SCHOOL ORGANIZATION

In describing the organization of the elementary
gechool, Griffiths and others stated firmly that organiza-
tion is the basic function of administration.l Reavis
and others had the following to say:

The elementary school 1s a social lnstitution that
functions through the proper relationship of veople,

ideas, and things. The form of organization that will
bring about the relationship that provides for the
many cided development of girls and boys is the goal.
Any form of organization should be studled and con=-

lpaniel Griffiths and others, Organizing Schools

for Effective Education (Danville, Illinois: The Inter-
state Printers and Publishers, 1962), p. 308.

-llm
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stantly checked to see it is in harmong with the goals
of education in the elementary school.

Simon pointed out that it is usually lmpossible for
any one indlvidual to know all the necessary information
concerning an organization of such complexity as a school.
The administratlive structure of the school approaches its
éoal of high efficliency to the extent that it is able to
reduce this lack of understanding by individuals who make
up the organization.3

II. THE PRINCIPAL'S ADMINISTRATIVE ROLL

The princlpal ag a _leader. In 1915, Cubberly rec-
ognized-the need for the principal to be the personnel and
professional leader of the staff. At that time he thought
the elementary principal should be given more authority
and greater llberty 1n the management of his individual
school, in order for him to become a more effective leader.%

Bartky polnted out that there are two types of lead~
ership, (1) distant and (2) direct. He sald distant

2William C. Reavlis and others, Administering the
Elementary School (New York: Prentice-Hall, Incorporated,
1953), pp. 187-188. .

3Herbert A, Simon, Administrative Behavior: A Study

in Administrative Organizatlion (New York: The Macmillan
Company, 19575- p. 39. -

4E., P. Cubberly, The Portland Survey {New York:
World Book Company, 1915), pp. &7-51, clted by Fred C.

- Ayer and A, S. Barr, The Organilzation of Suzervision (New
¥ork: D. Appleton and Company, 19255, Pe.
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leadership 1s the type that exists when the leader 1s
spacially removéd from the group with which he 1s working.
The direct type exists when both partles, the leader and
the group, are meeting face to face. He cautlons that the
result of indirect or distant leadership may lead to the
personality and phllosophy of the leader being determined,
in the eyes of the rest of the group, by isolated incldents
and gosslp which are often distorted. Direct leadership
allows for two-way response and resulté.in more flexible
control of the administrative situatlon.?

Yauch sald that the key to the success of a princil-
pal 1s his executive and leadership abllity. He must be
a leader of his staff and be skilled in the organization
and administration of the school &s a whole.®

Bartky listed the following elght functions of the
leader of teacher groups:

l. He assists the group to organlize 1ltself.

2. He helps set forth the rules which are to
regulate. 1ts conduct.

3. He encourages the group to set up such ser=-
vices as 1t may need.

5John A. Bartky, Supervision as Human Relatlons
(Boston: . D. C. Heath and Company, 1953), pp. 180-191.

5Wiibur A; Yauch, Helplng Teachefs Understand Prin-
cipals (New York: Appleton-Century-Crofts, Incorporated,
1957), pp. 83=91.
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4, He tries to build an environmnent for the zroup
which is free and nermissive, and in which everyone
will feel encouraged to make contributions.

S5. He attemnts to make the group adont an attlitude
" critical objectivity in its discussions, and he
doecs all in his »nower to free individual members of
biotries and other emotional sets which might inhibit
rational coneideration of the problem under consideration.

5. He encourages differences of opinion zand Jics-
courzagee conflict.

7. Fe trains group membership into the wave of
deelranie roup behavior.

e

e encourages the group te define 1ts purcoses
> to 1t that it doecs not deviate Trom thecse

n m

E.
and cee
purpose

0

nhweavis end others listed ftour pbaslcec zssumptions

= [y ]

underlyin. democratic leadership. They are:
1. Zducaetional principles sre the basis of authority.

2. The educatlional progrem determiners the adminia-
tretive proceduren.

Z. Human relationchipes are essential to democratic
lesderchip.

4, vemocratic wayese are the most effective ways.®

General educationzl regponsibilities of the princil-

pal. According to Grafi and Ztreet, the princinzl heo the

resoonsibillty a3 an educator wo mect reed vas

csg,

0
fmie
Q

and
induced, whenever thney are recognized. Ag an admuinistra-

tor he chould make available recources which can contri-

o

TEartky, op. cit., »n. 191.

O

8resvig, on. cit., pp. 262-293
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Pute to intelligent decisions in all aspects of school life.?

Oriffiths adds that only the principai is pesponsi-

Pde for viewing the entire program of the school. He must
oneourage the starff to work toward the best possiblé school
joegrea. He must provide a climate in which the school
PPegrea oan operate most effectlively. It 1s his Job to
oetablish procedures for arriving at building personnel
poliocles. He should handle routine matters so that staff
irritations over minor problems do not become a serious
faetor. He is responsible for making the staff aware of
i8¢ rights and responsibilities.lO

In an article on policy handbooks, Newell also

edmonished the administrator to be aware of his responsi-
®ility to provide guldelines for his staff. He states:

It has been sald many times by many people that
administrators are too busy with menial tasks and often
forget, or seem to forget, that good administration
requires that each person needs to have a clear defin-
fition and thorough understanding of his job, plus a
tonoral knowledge of the entire educational process,

eeping the entire staff happy is a continuous respon-

#ibllity and merits_daily consideratlion and application
of the Golden Rule.ll

90rin B. Graff and Calvin M. Street, Improving

lepgtgnce in Educational Administration (New.York: Harper
) rothers, Publishers, 1956), ppP. 175-189.

10Griffiths, op. eit., pp. 171-180.

1lpArthur L. Newell, "An Investment In Morale," The
Amsricnn School Board Journal, CXXXIX (October, 1959)," 46.
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Biggs and Justman said that the prineclipal in his
supervisory role must act as a catalyst among hls co-workers.

Eecause of the different backgrounds and personalities of
a school staff, this may be a very difficult roll. He
should keep the group working smoothly toward 1ts objectives
by minimizing differences which exist.l2

Among hls suggestions concerning the responsibility
of the principal, Snyder declares that the princlpal wmust
become more dynamic in organlizing and achieving strong
schools by providing for such things as faculty security,
wise and proper use of materials, a creative learning and
teachlng atmosphere, and effective instruments of super-
viston such as handbooks.l?

Talbot contends that a handbook 1s a means of eval-
uating the success which the princival has had in assessing
his responsibilities. He says that the teacher's handbook

., . . indicates the extent to which a princinal has anal-

yzed his job and understands the position of his teachers. "1

12mhomas H. Biggs and Joseph Justman, Improvin
Instruction Throush Suvervision (New Yo~k: The Macmillan
), op.

Company, 1952 224=225,

137ayne T. Snyder, "Imoroving Instruction Through
Eetter Supervision,' School and Community, XLVIII (Novem-
per, 1961), pp. 23, .26.

l4George D. Talbot, "The Content of Teachers'
Handbooks," Educational Research Bulletin, X (May 13,
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The principal's responsibility to teachers. Before

the princival can properly manage the teaching staff,
voucherty, Corman, and FPhillips mentioned the following
six teacher relationships which must be considered and
deflined:

1. His relationship with adminictrators.

2. His relatlonship with supervisors.

3. His relationshion with his colleagues.

4., His relationshin with the non-teaching school
assoclilates.

5. Hls relationship with parents.
6. His relationship with professional organizations.1l5
Bartky stated that the two primary responsibllities
of a cupervisor are: (1) to improve teachers' teaching
performance, and (2) to help them adjust to thelr jobs.l6
#hen 410 teachers were asked how the princloval could best
be of supervisory cservice to them, thirty-five per cent or
more listed the following fifteen items as, "Very Helpful®:

1. Helpn in obtaining materials of instruction,
equipment and supplles.

2. Constructive teachers' meeting s.

155ames H. Cougherty, Frank H. Gorman, and Claude A.
Phillins, Elementary School kanapement and Organization
(revised editlion; New York: The Macmillan Company, 1950)
0. 348,

16J0nn A. Bartky, Administration as Educational
Leadershion (Stanford, California: Ztanford University Press,
19535, p. 215.
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3. Suggestlons concerning individual pupil problems.

4, Helpful advice concerning individual needs and
difficulties,

5. Experimentation by teachers encouraged.
6. Constructive criticlism of teaching observed.

T. Suggestions concerning organization of pupil
groups.

8. Interpretation of aims and objectives.

9. Suggestions for developlng through pupil par-
ticipation such social trailts as initiative and self-
control.

10. Suggestlons concerning economlc use of time
and effort.

1ll. Suggestions concerning desirable methods.
12. Diagnosis of teaching difficulties.
13. ﬁvaluation of results of instruction.

14. Suggestlions for developing worth-while pupil
activities.

15. §§estions concerning use of equipment and
supplies.

Chandler and Petty pointed to the reciprocal nature
of the principal-teacher relatlionship. A teacher signing
a contract agrees to ablde by the rules and regulations
of the éystem and school in which he works. Therefore,

they state:

17J. Cayce Morrison and others, compllers, "Current
Problems of Supervisors,” The Third Yearbook of the Depart-
ment of Supervisors and Directors of Instruction of The
National Education Assoclation (New YOrk: Bureau of Publi-
cations, Teachers College, Columbia University, 1930),
pp. 183-185.
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It is the primary responeibility of administrators
to wake =sure that teachers xnow the school's rules ani
regulations. It is advisacle to compile and print
rules, ccntinuously appraise them in overztion, and

keep them up to date, Coples can be furnished each
teacher,

III. HANDBOCK DEVELOFMENT

The literature dilrectly related to handbook devel-
opment was grouvped under four main headings: (1) the
need for a teacher's handbook, (2) the purposes of a
teacher's handbook, (32) the method of prevaring a teacher's
handbook, and (4) the content and format of a teacher'

handbook.

The need for a teacher's handbook

The need for a teacher's handbook was ccnsidered
firom the standpolint of ten zreas under which the litera-
ture seemed to group itself.

1. The need to achieve order in the managzement of

the school. Carper notes that there is a need for a gulde

upon wiich to base the attainment of order in the managze-
ment of the various schoocl affalrs. Problemes and situsa-

tions arise daily which dewmand an instrument such as 3

183, J. Chandler and Paul V. Petty, Perconnel
Management in School aAdministration (Yonherc-on—kuubon,
Tew Yorx: wWorld Boocr Gomnany, 1955), ». 1l62.
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handbook to resolve in an orderly way.19 Elsbree and
Reuther concur that a fundamental need in the field of
personnel policlies 1s one of enabling the staff to operate
with maximum effectiveness.20

Smith, Xrause, and Atkinson contended common staff
procedures needed to be clearly stated and available to

all members of the staff, in order to attain uniformity

and orderliness within the school.Z2l

2. The need to promote staff cooperation. Cramer

and Domian place the primary resnonsibility for the success
or fallure of the educatlional process on the teacher and

principal. They state:

They must work together dally as professional part-
ners. They are always charged with the responsibility
to have the best school poscsible, regardless of pending
educational issues, kind of school bullding and facili-
tiees, and type of school neighborhood.22

19E, L. Carper, "Teacher Handbooks," The Bulletin
of The National Association of Secondary School Princinalc,
XL1T {October, 10585 47 .

20wWillard S. Elsbree and £. Edmund Reuther, Jr. and
associates, Princivples of Staff Personnel Administration
in Pudlic {chools (New York: cureau of Publications,
Teachers College, Columbia University, 1959), po. 2.

2lEdward Y. Smith, Stanley W. Krause, Jr., and Mark
. Atkkinson, The Educator's Encyclonedia (Englewood Cliffs,
New Jersey: FPrentice Hall, Incorporated, 1951), »n. 643,

2230scoe V. Cramer and Otto E. Domian, Administra-
tion and 3Supervision in the Elementary Scnool (New Yorxk:
Harper and Brothers, 1960), DD. 255=336.,
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Al though the need for thls cooperation exists, Yauch says
"a wide gulf of misunderstanding', which hampers the ef-
fective operation of education, éenerally exlsts between
teachers and administrators. He gilves the following
reasons for the breach: ’

l. Teachers work directly with children, whille
principals have a secondary relationship to chlldren.

2. Teachers and principals find themselves between
the conflicting forces of different publiles.

3. Teachers and principals find it difficult to
explain. their difficulties to each other.

4. Because teachers and princlpals are so busy with
their individual problems, there is not time to keep
each other informed about what each is doing.

5. There 1s an absence of material explalining the
principal's job to teachers.

6. There is bullding versus system-wide plann1n3.23

The'need, then, becomes a personnel management
problem of securing and retaining the cooperation of
teachers and other staff members on matters of mutual
concern.24 Because of these different interpretations
by varlous members of the staff, it becomes a primary
administrative need of, as Shane and Yauch write,". . .
coordinating and unifying the multiplicity of fieida and

services so that they contribute as a unit or team to the

24Chandler and Petty, op. cit., p. 47.
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development of boys and girls."<°

2. The need to ecstablicsh routine procedures snd

nolicies. Hunt and Pierce saw the need for a well-estab-
lished routine. They state that the princinal chould
develop these routines of channelling, reporting, etc.,
to ald teachers in maklin, more economical use of their
time.26
'¥ell ectabliched routines as stated in handbooks
arc needed to overcome soxe of the danger of teachers
taking, instructlions as personal confrontations, instead
of as instruments to achieve the general purposes of the
cchiool, according to Yauch. "The critical problem," he
writes, "which lies at the very heart of the democratic
process is getting teachers to be cophisticated about the

process iteelf."27

4, The need for an efficient means of comnunicatior.

Ctaehle lists the following needs for written ccmmunica-

tion oi school policies and procedures:

254arold &. Shane and Jilbur A. Yauch, Creative
Zchool Administration (ilew York: Henry Holt and Comnany,
1954), n. 38%.

20Harold C. Hunt and Paul =. Pierce, The Practice
Zchool Administration (Boston: Houghton kifflin Coanany,
& pn. 129-170,

LX)

[
~=10
-

2Tvauch, on. cit., o. 22.
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1. Since policies and procedures originate from many
sources and at many administrative levels, there 1is a
need for a coordinating tool.

2. Because of the increasing number of speclal ,
services and speclalized personnel available in a system
there 1s a need to make these persons and services known.

3. The increasing scope of personnel benefits must
be made known.

4. The complexity of school-community relations
needs to be explained.

5. An lncreasing number and varietg of positions
ln the school system need explalning. 8

C. 0. Fitzwater, Chief, Local School Administrative
Section, U. 5. Office of Education, writling in his forward
to Staehle's study, said that, in order to maintain good
school programs and competent staffs, a school system must
adequately communicate its policies and procedures.29
E. Glenn Featherston, Asslstant Commisslioner, and Fred F.
Beach, Director, Administration of State and Local School
Systems; United States O0ffice of Education, in the same
work, added that, regardless of how adequate the content
of these poiicies and procedures, they are only effective
in maintaining and improving the school program to the

extent that they are adequately communicated.>©

28John F. Staehle, Characteristlcs of Adminlstrative
Handbooks .for School Staff Personnel, United States Depart-
ment of Health Education, and Welfare (Washington: United
States Government Printing Office, 1960), pp. 1-2.

291b1d., p. 1iv. 301pid., p. 11,
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Hughes polnted out the importance of everyone in
the group deriving the same meaning from materlal o»resented
to the groun.31 fe declared that the need for g srouv inter-
ection demands adequate communications to unify the group.
e stated, "The effectiveness of interaction within the
croun 1ls dependent largely uvnon the effectiveness of
30
communication within the group." =
Staehls rtressed the need for the type of coumunica-
tion provided by a teacher's handbook by stating:
for it 1is through communication that school sycsteams
ctablish their purposes, delineate anld coordinate the
tackes and responeibilities of personnel, define their
programe, utilize their resources, and evaluate the
recults of their operations. . . . Zchool rtaffl rewnbers
have always needed thie kXind of information in order to

be effective_lr thelr individual tezcks snd In working
with others.

5. The need for an avallable resource manual.

According to Inow, teachers constently are faced with prob-
lems to which there are many nossivle solutioms. 411 too
often the teacher mucst choore his courcse of action blind-

I n]
ly.)4 Talbot also recognized the need for a ecource tool

5lJames ronrre Hu: ghes, Humen felstlons im sducatiorel
Or-znization (New York: Harper and Srothers, 195¢), D. 50.

e

1
e »

521bid., D.

A

32:taehle, ¢n. cit., p. 1.

4%, H. Snow, "Anxietles and Discontents in Teachine, ™
Phi Delta Kappan, XLIV (Anril, 1963), p. 318,
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to be used when these situations present themselves. He
concluded handbooks offer ". . . at least a partial solu-
tlon to the whole problem 6f disseminating informatlion in
a form which 1s convenlent and usable, and at a time when
it 1s most needed.”?

Smith, Krause, and Atkinson also stated that a
teacher's handbook is needed as a reference manual. As

they state:

Teacher's handbooks are guides and points of refera
ence. for all members of the instructional starff. The
new teacher and the veteran staff member allke willl
find handbooks a constant source of information through-
out the school year. Administrators and supervisors
will also find them helpful in followlng established
procedures, evaluating them, and preparing tgsrevise
them for future and more effective purposes.

gecurity. 'Several authors indicated the need for reducing
the emotional insecurlity of staff members. Among themn,
Campbell and Koopman forcefully pointed out that people
fear sltuations with which they feel 1ncapable of dealing.
They state:

There are few situations in school work in which

people feel confldent and assured of their astatus; the
structure of most educationsl institutlons begets fears.
Pupils and parents are afraid of the teacher. The adminis-
trator is afraid of the board and the board of the com-
munity. . . . Even more serious 1s the fact that some
people hate what they {ear. The antlidote to fear 1s to

35Talbot, op. cit., p. 261.

36Sm1th, Krause, and Atkinson, op. cit., pp. 643-644,
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build a feeling of security.37
Hughes also deals with the need to provide for staff
security. He says that insecurlty often results from an
unsatisfactory means of defining and allocating rolls of
individual staff members. Thls should be done in a way
that the functlon of each staff member 1s understood by

the other personnel.38

7. Ihe need to prevent mlistakes before they are

made. Hutton noted the need for an lnstrument which will
help prevent both the teacher and principal embarrassment
by providing acceptable procedures to be followed.>?
Talbot likewlse stated that Job requirements should be
known to staff members from the beginning, and lists the
alternative, ". . . issueing of instructions to cover mis-
takes and bluﬁders after they are committed. . ."40
Shulman recognized this need when she stated, "A handbook

1s an instrument deslgned to glve the teacher a feeling of

security and to spare her and the school the embarrassment,

37Clyde M. Campbell and Robert Koopman, "A Reallstic

Vision of the Future," Practical Application of -Democratic
Agministration, ed. Clyde M. Campbell (New York: Harper and
Brothers, Publishers, 1952), p. 312.

38Hughes, op. cit., p. 344.

59A. Mary Hutton, "What Every Teacher Should Know,"
The National Elementary School Principal, XXXIII (April,
1954) 15. A

407a1bot, ov. cit., p. 257.

3
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Robertson stated that a properly developed handbook
1s an effective tool for saving time for the administrat.or.44
Hutton llkewise stated that a teacher's handbook would
save the teacher time. She says, "wWith a copy of & hand-
book in her desk, a teacher would father look up answers
to problems than to take the time and effort to go to the
office.%45

9. The need for an effective orientation instrument.

Robertson contended that, "The increase of teacher turn-
over creates a need for increased efflclency in the induc-
tion and orientation of new staff members."46 Staehle
saild, concerning the need for proper orientatlon:

When teachers and other personnel accept positions
1n a school system they bring to their jobs varying
degrees of knowledge, abllity, and skill. If they are
to functlion effectively they must have in understandlng
of the organizatlon in which they work. 7

In dealing wlith the handbook as a device for the

44Malcolm Robertson, "The Preparation of a Teachers'
Handbook for Elementary and Secondary Schools in Suburban
Communitlies" (unpublished Doctor's thesis, New York Univer-
sity, 1958), p. 2. .

45Hut.ton, loc. clt.

46Robertson, op. cit., p. 3.

——

47staehle, op. cit., p. 8.
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orientation of new teachers, Shulman saild:
More than any other device 1t glves the beginning
teacher something solid on which to lean. ©She can

touch 1t, study it, depend on it, an Bderive security,
encouragement, and strength from 1t.

10. The need to insure wise use of materials.
Hagman states that the need to insure fair and wise use
of maﬁerials 1s complicated, and might best be based in
many situations on a per pupll basis.49 Snyder suggests
effective use of such instruments of adminlstratlon as

handbooks as a means of insuring wlse and proper use of

materlials and supplies.So

The values and purposes of a teacher's handbook

' The purposes of a teacher's handbook, according to

the 11térature surveyed, are to meet the aformentioned

needs. Since this project 1s largely a synthesis of research,
several of the speciflic comments and lists of purposes

and values for handbooks which various writers mentioned

are included here.

48shuiman, op. cit., p. 16.

49Harlan L. Hagman; The Administration of American
Public Schools (New York: McGraw-Hill Book Company, Incor-
porated, 1951), .pp. 280-281.

50snyder, op. cit. 23.

®
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2. Materlal 1s organlized and indexed and makes for
ease and speed 1n locating informatlon.

3. Answers to questions are immedlately avallable.

4, Answers to questions are authoritative and not
guesses or opinions of others.

5. Your own copy of a handbook gives you a sense
of independence in that you do not have to ask other
teachers or the principal.

6. Materials presented in written form gives oppor-
tunity for re-reading and study.

T. Your own handbook saves embarrassment when di-
rections for performing clerlcal dutles have been
forgotten.

8. Time that is frequently spent at meetings, in
conferences or at lectures to secure informatlon or
directions can be saved. The necessary information or
directions can be studled at your convenlence.

9. Directions and instructions in a handbook insure
each teacher's getting the same material and the same
emphasls on information.

10. Standard directlons provide the teachers with a
plan of actlion, safeguard the school agalnst charges of 4
negligence, and minimize the chances of unwise procedure.5

In his survey of fifty teacher's handbooks, Robert-

son noted the following general purposes:

l. To outline school regulations, dutles, etc. and
provide information and guidance for teachers, especleally
for‘those new to the system.

2. To provide a uniform reference on school proce-
dures in order to secure more uniform results in cler-
ical and administrative dutles.

3, To aid in the in-service tralning of teachers.

54Robertson, op. clt., pp. 32-36.

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



-35
4, To save time usually spent in writing periodic

directions and bulletins so that extra time might be
devoted to supervision.

5. To help simplify and clarify aspects of the cler-
" 1cel duties of teachers,

6. To give the teachers a knowledge of the philos-
ophy and policies of the school 1n the endeavor to
secure greater uniformity.

7. To conserve time spent in oral explanations in
the tralning of new staff members.

8. To'gerve as a gulde for discussions at teachers'
meetings.5

According to Shulman, the primary purposes of the
handbook are to free the new teacher of tenslion, and to
make certain the school's philosophy, policies, and prac-
tices are malntained. Although routine matters occupy most
of the handbook, the philosophy of the school should per-
meate what 1is said.56

Baker lists nine purposes of teacher's handbooks,
as follows:

1. They serve as an easy reference and time saver,

2. They eliminate many notices and bulletins,

3. They relieve teachers of the embarrassment and

time used 1n askling many questions concerning matters of

varied detalls that arlise in the smooth functioning of
& school.

551bid., pp. 22-24.

56Shulman, op. ¢it., pp. 12-13.
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4. They outline the school regulations, dutlies, and
provide guldance for teachers, especlially those new to
the school.

S. They are uniform references of school procedures

to secure more uniform results in clerical and adminis-
trative duties.

6. They glve knowledge of the philosophy and policies
of the school.

7. They simplify and clarify aspects of the clerical
duties of teachers.

8. They serve as guldes for administrative faculty
meetings,

9. They save much of the time Vhich ls spent writing
periodic directions and bulletins.5

Jones used the following twelve purposes:

l. To outline the school regulations, policiecs,
and procedures.

2. To give new teachers a feeling of security.

D To spare teacher and school embarrassment of
avoldable mlistakes.

4, To use as an orientation guide.

5. To aid the new adminlistrator in getting acquainted
with the school.

6. To initiate the substitute into the school.
7. To act as a ready reference.

8. To save time of teacher-adminlistrator communi-
cation.

9. To act as a gulde 1in resolving routine problems.

57TDelbert L. Baker, "The Formation of a Teacher's
Handbook," The Bulletin of the National Association of
Secondary-School Principals, XLII lSeptember, 19585,
pPp. 123124,
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10. To reduce notices and bulletins.

11. To force the principal to think through the
routine.

12. To promote uniformlity of procedures.58
Finally, Smith, Krause, and Atkinson listed the
followiﬁg eight purposeé of teacher's handbooks:
1. To handle matters of routine and detail.
2, To establish uniformity in procedures.
3. To record the experiences of the staff.

4, To provide information on matters and instruc-
tions peculliar to the local school district.

. 5. To provide interpretations that the staff in
the local school district should follow.

6. To standardlize various practices in meeting
certaln. stiuations in the local district.

7. To afford a common basis for meeting problems
common to most staff members.

8. To prescribe some routigg and suggest others
for guldance of staff members.

Methods of preparing a teacher's handbook

Goldback stated an 1dea which 1s basic to the pre-

paration of the handbook as a tool of school management.

58Robert E. Jones, "The Teacher's Handbook," The
Bulletin of the National Assoclatlion of Secondar ~School
Principals, XL1I1 (September, 1959), p. 196-199.

59Sm1th, Kfause, and Atkinson, op. cit., p. 644,

.
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He says, "Any plan for the Jdevelonment of groun resjponszi-

bility wmust berln with the individual and then merxge hilcs
intereste and activities into the groun pattern.6o Colz=-
darcl and Getzels state that any approach to the »nrenaration
of a policy inctrument for the purpose of achieving insti-
tutional goals cshould be made, ". . . in terms of univer-
galistic standarde without interference from narticularis-
tic considerationsz."0l

In his artiéle on handbooks, 3Burbank stat=d that

each emnloyee chould have at least a =mall vnart to nlay
in itz nreparation. Howsver, he continues:

The origional Sralt should be nrepared by one
nerson, rather than by membersz of a committee, 7o that
uniform =tyle can be @@intained. The same person should
do the final editing.”

Zloberteson zurveyed tweanty-ceven lesding educators

and developed the foirlowing "Princloles and Zu_gestions

E0yarold K. Fo0ldback, "Developinz Groun Kesponsle
»ility," The National Elementary Principal, XiVII (Cctobee,
1947) Z4a.

6lapthur F. Coladarci and Jacob V. retzels, The
Use of Theory in Educational Administration (Zducational
Adminictration--Monogzrapn Number . Stanford, Cclifornia:
“tanford University Frece, 1955), p. 23,

A e F 3 v LY ' ¥ h ) -
52¢att B. Burbank, "Eow to Wrtie & Folicy Fandboolk,"
rationsz “chools, LIVIII (December, 1951) 54.

[N
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=30
for the Preparation of Teacher's Handbooks."”

1. The preparatibn of handbooks should be a demo=-
cratlc undertaking, involving as many staff members
as posslible.

2. The handbook should be prepared for specific
purposes, arrived at democratically by the staff. Pur-
poses wlll determline materials to be included.

5. To be effective the handbook must be complete.

4. The handbook should be so organized that desired
information may be found easily and quickly.

5. The physical properties of the handbook should
-contribute to its effective use.

6. Materlal should be clearly and simply written,
with specific suggestlons that clarify the situation
being treated.

7. To be really effective the haggbook must be used
and constantly revised and improved.

Content and format of a teacher's handbook

Content. There were many sources which llsted spe-

cific items which'should be included in the handbook.64

63Robertson, op. cit., pp. 48-57.

6%4Baker, op. cit., pp. 124-215; Burbank, op. eit.,
p. 55; Carper, op. cit., pp. 47-48; Dennis H. Cooke and
Archie R. Ayers, "A Teachers' Handbook," Encyclopedia of
Mpdern Education, .ed. Harry N. Rivlin (New York: Philoso-
phical Library, Incorporated, 1943), pp. 807-808; Willard
S. Elsbree and Harold J. McNalley,.Elementary School Admin-
istration and Supervision (New York: Amerlcan Book Company,
1959), pp. 17=-27, 211-215; Good, op. ¢it., p. 197; J. Minor
Gwynn, Theory and Practice of Su ervision (New York: Dodd,
Mead and Company, 1961), pp. Hutton, op. cit.,
pp. 15-16; Robertson, op. cit., pp. 27 30; and Shulman,
op. cit., pp. 13-14.

o
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Five of these listings of content suggestioné, which
seemed most comprehensive, are listed here.
In his definition of a teacher's handbook, Good
‘stated that it should contain such items as the marking
system, attendance and tardiness, the school calendar,
" teachers' meetings, records and reports, course of study,
textbooks, supplles, equipment, and miscellaneous policies.
Shulman listed fifty-two items from the handbook of
Public School 106, New York City, to include in the hand- |

book, as follows:

l. Absence 27. Homework

2. Accidents 28, Keys

3. Addresses 29. Lateness

4, Assembly Perilods 30. Leaving the Room

5. Attendance 31. Library

6. Audio Visual Instruction 32. Mail

7. Bells . 33. Messages

8. Books 34. Monitorial Dutles

9. Bulletling Boards 35. Patrol
10. Class Analysls Chart 36. Notlces
11l. Room Mothers 37. Orchestra
12. Clubs 38. P=-TA
13. Collections 39. Planbook

14. Conferences 40. Dally Program

15. Correspondence 41. Released Time
16. Curriculum Bulletins 42. Report Cards
17. Custodial Requests 43, Safety
18. Discipline 44, Schedules
19. Dismissals 45. Records

20. Dutles 46, Substitutes

21l. Emergencies 47. Supplies and Requisitions
22. Excursions 48, Parent=Teacher Conferences
23, Exhibits 49, Telephone
24. Grouping 50. Testing Program

25. Gymnaslium 51. Time Boo

26. Health Inspection 52, Visitors66

65Good, op. cit., p. 197. 66shulman, op. cit., pp. 13-14.

A
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Hutton listed elghteen items to 1include in the
handbook. They are:

l. Acceptable dlisciplinary measures
2. School Calendar
3. List of Supervisory and Admlinistrative Personnel
4, Code of Ethics
5. Whose duty to Dust, Clean Boards, etc.
6. Housekeeping
T. Dutles
8. Professional Organlzations
9. Obligations for attending meetings
10. Methods and philosophy of reporting to parents
11. Promotion policy
12, Method of Procuring Supplles
13. Fire Drills
14, Insurance Plans for Pupills
15. Responsibllity for Behavior to and From School
16. Salesmen Coming to Teachers
17. Substitute Policy .
18. Summer School Requirement367

Carper suggested the followlng seventeen toples for

inclusion in the handbook:

1. Teachers' Absence

2. Book Filnes

3. Grading

4, Supply Requlsitions
. Hours of Duty

. Organizations

. Bullding Regulations

. Teachers Meetings
9. Phone Calls

10. Visual Ailds

1ll. Lesson Plans

12. Reporting to parents

13. Teachers' mail boxes

6THutton, op. cit., pp. 15-16.
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14,
15.
16.
17.

liDa

Dutiles
Parking
Clerical Hg%p
Discipline

Baker listed twenty-slx posslible items to include

in a teacher's handbook. They are:

1.
2.

24,

25.
26.

Admission of New Students
Assemblles

Attendance

Audio-Visual equipment and usage
Bell Schedule

Code of Ethics

Contaglious Disease

Disecipling .

Faculty Meetings

Fleld Trips

Fire Drills

Lost and Found Articles

Lunch Period

Discription of the Marking System
Pjaygournd Schedule and Supervision Regulations
Procedures for Home Room Teachers
Illness or Accident to Teachers and Students
Promotion Pollicy

Pupll Detention

Report. Cards

School Calendar

Programs and Partles

Pupils on Errands

Fees

Student Council

Other Regulation369

Reproduced with permissio

68Carper, op. cit., pp. 47-48.

69Baker, op. cilt., pp. 124-125.
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However, as Carper pointed out, since individual schools
have such varying and unique needs, the question of spe-~
cific content should be developed to fit the need of the
school involved.'©

There are several general considerations concerning
content-which have also been included. In a survey of 440
schools Talbot inspected twenty-five selected handbooks and
found l1little similarity in their content. As the result of
his study, he lssues a warning about 1ncluding everything
concerning the school's operation in the handbook. He
contende there are many ltems which, because they may not
be understood by non-teaching person who might have access
to the handbook, should not be stated in writing in this
form.71

Smith, Krause, and Atkinson cautioned against an
excessively detalled and voluminous handbook, since this
can seriously effect the handbook's value as a point of
reference.© As Shulman puts it, "The information should

be accesslible, easlly understood, readable, succinct.73

7OCarper, op. cit., p. 48,

7lTalbot, op. cit., pp. 257258,

728m1th, Krause, and Atkinson, op. cilt., p. 646.

73Shu1man; op. ¢it., p. 12.
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Format. Concerning the format of a handbook, Smith
Krause,'and Atkinson say that this phase of construction
is less lmportant than the content of the handbook. They
do suggest that printed handbooks are not condusive to

revision and should probably be avolded. They recommend

that a mimeographed book 1s perhaps best, although a dlittoed

book 1s also acceptable. The book should be bound so that
inserts and revision can be made easily.74

Robertson, in his study of fifty handbooks, found
that they varied in length from twenty-~five to one hundred
ninety-two pages. They tended to be mimeographed or hecto=-
graphed, were usually 83" by 11", and were usually bound
with brass fasteners or Binding'posts.75

Staehle surveyed handbooks from seventy=two school
systems in communities with populations from 15,000 to
950,000 people. He found that twenty-nine of the handbooks
were printed ﬁhile forty-three were mimeographed. They
ranged in length from twenty to two hundred pages, with
the median about forty pages. They were usually 83" by
11". About half had loose leaf'bindings, 1nclud1ng'sp1ra1
an& clamp type. Slxty-three had tables of contents, while

745m1th, Krause, and Atkinson, op. cit., p. 645.

75Robertson, op. ¢it., p. 24-25.
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only seventeen had indexes. He found the prefaces to the
handbooks usually stated that the purposes of the handbook
were to help personnel understand and use the school's
resources, services, and benefits more succeasfully, and
tb help the personnel work effectively with the other
76

staff members.

Concerning the format of the handbook, Baker cautions
the writer to use short sentences, simple, good English,
and logical sequence. He suggests mimeographing or print-
ing the material. It should be assembled 1in looseleaf
form with one articie per page.77

Bracken says that the key requirement of any hand-
book 1s that 1t presents needed material in a concise,
ready reference form. It should be an up to date document
but should not need maJér revision every year.78 Shulman

adds that the cover should be decorative and permanent.79

765taehle, op. cit., Dp. 4-T7.
TTBaker, op. cit., pPp. 124-125,

T8john Lewis Bracken, "Let the Handbook Answer Those
Questions," School Executive, LXXIII (October, 1953) p. 54.

79Sﬁu1man, op. cit., p. 14.
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CHAPTER III
SURVEYS AND THE QUESTIONNAIRE

In order to learn how a handbook might best supple-
ment the structure of the school and increase the efficl-
ency of the school routine, four items were surveyed.

The district salary and related personnel policles, the
office memoranda, the agenda and notes taken at teachers'
meetings, and various administrative forms which were used
during the past year were examined. To discover how people
most closely assoclated with the operétion of an individual
school assessed the value and means of preparing a hand-
book, a random group of teachers and principals were sur-

veyed by means of a questionnaire.
I. SURVEYS

Survey of district salary and related personnel

policies. The current personnel pollcies of the Great
Falls Public School System were examlined. Items 1ncluded
in this fourteen page set of policies include:

1. Salary Schedule

2. General Salary Provisions

3. Slck Leave Provisions

4, Leaveé of Absence

46
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5. Selection and appointment of New Teachers

6. The Malntalnance and Change of Status on the
Salary. Schedule

7. Retirement
Since these ltems are considered as fundamental to the Jjob
of the teacher in the individual school, 1t was felt that

thls sectlon of the personnel pollcies should be included

as an insert in the teacher'!s handbook.

Survey of office memoranda and agenda of teachers'

meetings. Two types of offlce memoranda were examined,
the first béing a2 serles of periodlic bulletins giving
speciflc directlons on matters such as opening and closing
school, the preparation of perliodlc reports, etc. It was
felt that generally these ltmes could be included verbatim
in the school handbook.

The second type of office memoranda examined con-
sisted of a group of approximately 160 messages and notes
which were sent from the office to groups of teachers,.
These notes delt with reminders, announcements of special
évents and meetings, consultant visits, lost and found
items, etc. Forty-two of these messages concerned items
which have been included in the handbook. It would seem
that had these ltems been in handbook form during the past
year, the number of such office memoranda would have been

appreciably reduced.
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The examination of the agenda and notes taken at
teachers' meetings during the vast year turned up approx-
imately fifty more items which have been included in the
handbook. Although their inclusion in a handbook would
not have completely eliminated the need for discussing
these items at teachers' meetings, no doubt the amount of

time devoted to them would have been greatly reduced.

survey of administrative forms. In another effort

to discover items to be included in a teacher's handbook,
the office files were thoroughly examined. It was dliscover-
ed that fifty-elght administrative forms and system-wide
communications, which applied to specific dutles of teach-
ers, were not immediately avallable to teachers. These
items generally srouped themselves under seven headings:

1. Pupil related forms, 1l.

2. Teacher admlinistrative forms, 13.

3. Form letters to parents, 5.

4. Teacher rating form, 1.

5. Special services and programe, 19,

6. Schedules, 6.

7. fiscellaneous aids, 3.
It was felt that each of these items deserved mentlion in
the teacher's handbook. Because of the varied sizes of
the forms, actual samples were not included. However, a

separate folder, with samples of each form numbered in
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the same manner in which they appear in the handbook, will

accompany the manual when 1t 1s distributed to teachers.

survey of handbooks. Ten individual school hand-

books were examlned. They ranged in slze from ten pages
to 100 pages 1n length, averaging forty-two pages.
Generally 1s was felt that the handbooks examined tended
to be lnadequate when measured by standafds advocated 1in
the literature. They tended to be incomplete, much in need
of revision, and generally were cumbersome and unattractive.
Although most contalned tables of contehts, only one had
an index. All but one were capable of easy revision.

Two of the handbooks did offer worthwhlle ideas.
The Missoula Teacher's Handbook was divided into sectlons
éccording to the color of the paper used for each sectlon.

The Riverview Elementary Teachers Handbook, Great Falls,

offered the best means of'organization.of the contents of
the handbook. The index, which 1s actually a table of
contents, had the items 1ncluded well-=grouped and listed

in a numerical system resembling the Dewey Declmal system.
Both of these ldeas were included in ﬁhe haﬁdbook presented

here.
II. THE QUESTIONNAIRE

The questlionnarie consisted of fourteen ltems. The
first six items ascertalned the sex, position, years of

_evel, slze of district, and size of the

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



-50-

school relative to each of the subjects surveyed. The
filnal elght questions were designed to measure opinions
to four general questions:

l. How general are written system-wlide personnel
policlies? How useful are these written policles?

2. How common are 1ndividual school handbooks?

How useful are these handbooks?

3. Do teachers and principais desire handbooks
dealing with policles and procedures of thelr indivi-
dual schools?

4, Glven the conditlons of a school in which eleven
of thirteen teachers will be new to that school, what
procedure for preparing a handbook do teachers and
"principals favor?

Several profeésors were asked to distribute the
questionnalre to principals and teachers 1n their classes
during the 1963 Montana State University Summer Session.
Of the 165 questionaalres which were returned, two were
re)Jected because they came from persons working on the
college level. Six questionnaires, which were returned
by teachers who would be beglnning thelr careers during
the coming year, were also discarded. Of the slx, only one
expressed an opinion on any of the matters being surveyed.
Since there were so few, 1t was felt that thelr inclusion

would not contribute to the study.
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Thne remaining 127 questionnaires orovided the cata
for tkis ctudy. The results of the questionnaires were
transcribed on punch cards and procecsed throuch I. 3. ..
machines. Per centages were recorded to the nearect tenth.
An anelysice of the sublects surveyed accordin. to

sex, [rade level, pocsition, and years of experience 1is

8

found in Tables I and II, Halecs 52 and 5

Eow feneral are written cystemwlde werconnel nol-

(1

clie

e
0]

Fow useful are thece written voliclecs? ALccording

to the information recelilved on the guestionnaire, only

51.%2 per cent of tnose surveyed stated they had systemwide,
written nersonnel nolicies, while 26." per cent ctated
district perconnel volicies did not exiet in their systmes,.
It was interezting to note that 10.. per cent of those
curveyed did not know if their school systemz had written
policies or not. (Tavble III, page 54). Only three wnersons
from districts whiéh had personnel nolicies =tated that
these policiec were not readily available to them (Table IV,
page S54).

Of tne ﬁinety-seven subjects who stated thelr dis-
tricte had osuch policies, eizhty claimed to have seen or
worked with these wocliciee (Tavle V, waue 55). 0Of the
2isrhty, twenty found the district policilez extremely help-
ful, fifty-three fournd them worthwhile, and five =taoted
they were not hnelnful. o one felt dletrict noliciec were

& hindrance (Table ¥I, pacze 55).
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TABLE 1

NUMBER AND PERCENT OF TEACHERS, TEACKING PRINCIPALS AND FULL TIME PRINCIPALS BY GRADE LEVEL

CLASSROOY, TEACHERS TEACHING PRINCIPALS | FULL TIME PRINCIPALS TOTALS
Percent of Percent of Percent of
Classroon Teaching Full Time Per-
Grade Level Number |Teachers Number |Principals Number |Principals | Number | cent
K - 3 1 10.8 | n | 8.
L - 6 23 17.8 1 7.1 2y | 15.3
T -9 27 20,9 L 28.6 1 7.1 32 20l
10 - .12 L2 32.6 5 35.7 3 21.h 50 31.8
K - 6 3 2.3 9 6L.3 12 746
T =12 19 .7 L 28.6 23 1.6
K - 12 1 .8 1 7.1 2 1.3
TOTAL 129 1 1L 157
Total K =~ 6 N 315 Lt 6.6 10 71.L 52w 32,7
Total 7 =12 89 68.L Ly 93.3 L 2646 107*-%-)* 67.3
TOTAL 130% 15w 1 159304
3#* These figures include one teacher who worked in grades K - 12.

#¢  These figures include ont teaching principal who worked in grades K - 12,
#%  These figures include both persons who worked in grades K -~ 12,
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TABLE II

NUMBER AND PEHRCENT OF TEACHERS, TEACHING PRINCIPALS, AND FULL TIME PRINCIPALS,
BY SEX AND YEARS OF FXPERIENCE

—————

m

CLASSROQM TEACHERS TEACHING PRINCIPALS | FULL TIME PRIWCIPALS TOTALS
Percent of Percent of Percent of
Expe~ Classroom Teaching Full Time Per-
rience | Sex Number |Teachers Number |Principals| Number | Principals|Number |cent
Male 11 8.5 11 7.0
1 |Female| © 3.9 5 3.2
Year |-
(16) 12.h (16) | 10.2
2= |Female| 12 9.3 ' 12 766
‘{ears .
(LL) b1 (1) Tl (L) 28.6 | (b9) | 31.2
Male | 23 17.8 5 35,7 L 26,6 |32 20,Lt
€-10 |Female| 16 12.); 16 10.2
?ears
(39) 3042 (5) 35.7 ( k) 26.6 (L8) | 30.6
Over | Male | 17 13.2 T 50.0 5 35.7 |29 18.5
Years | ‘ . - '
o (30) 23.3 (8) 57.1 (6) | k28 | (w)] 28,0
— _._r_.__.________._.____————-—-—-----:
Male | 83 6lie3 13 92.9 13 92.9 |109 69.L
mmeq | Female | L6 35. 1 7.1 1 7.1 | L8 31.6
TOTAL
(129) (14) (1) (157)

-gg-



TABLE III

NUMBER AND PERCENT OF SUSJECTS ANSWERING THE QUESTION, "“DID
THEZ ZCEOOL DIZSTR ILT IN WHICH YOU WORKED LAST YEAR HAVE A
WRITTEN, SYSTEMWIDE SET OF PIRSONNEL POLICIEZ?™

Number Percent
Yes 97 61.5
Ilo 42 25.5
I do not know 17 10.8
o reply 1 .6

TABLE IV

NULDER AND PERCZNT OF SUBJLCTS ANSWERING THE QULSTION, "“WER
THECE PE2E0UNEL FOLICIZE JEADILY AVAILAGLE TO YOouz"

Number fercent
Yes o4 00,0
Ko > 1.9
I Jdo not know 14 3.9
No reply 46 29, %
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TABLE V

NUMBER AND PERCENT OF SUBJECTS ANSWERING THE QUESTION, "HAVE
YOU EVER SEEN OR WORKED WITH THESE PERSONNEL POLICIES?"

Number Percent
Yes 80 51.0
No 22 14.0
I do not know 8 5.1
No reply 47 29.9
TABLE VI

RATING OF DISTRICT PERSONNEL POLICIES BY THE EIGHTY
" SUBJECTS. WHO HAD SEEN OR USED. THESE POLICIES

Number Percent
Extremely helpful 20 25.0
Worthwhile 53 66.3
Not helpful 5 6.3
A hindrance - -
No reply 2 2.5
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How common are individual school handbooks? How

useful are these handbooks? The plcture concerning indi-

vidual school handbooks was very simllar to that of dis-
trict written personnel policies. Of those surveyed, 61.8
per cent also stated that there were individual school
handbooks in their schools, while 34.4 said there were no
such handbooks in their schools (Table VIi, page 57).

A slight trend 1lndicating that the percentage of
building handbooks increased as the enrollment of the
schools increased was noted. This trend ranged from 42.1
per cent of those from-schools'with enrollments of less than
100 stating building handbooks were availlable, to 81.0 per
cent of those in bulldlngs with enrollemtns in excess of
900 making the same claim (Table VIII, vage 58).

The enthusiasm of those having individual school

. handbooks concerning the usefulness of the handbooks,
seemed somewhat restrained. Only 27.3 per cent stated
they found the handbooks "extremely helpful", while 65.3
per cent stated they were '"worthwhile". The'remaining
7.4 per cent felt they wefe not usefﬁl. ‘The enrollment
of the bullding did not appear to influence the rating
(Table IX, page 59).

Do teachers and principals deslire handbooks dealing

with Qoiicies and procedures of their individual schools?

Of the 157 teachers and princlipals surveyed, 154 expressed
oplnions when asked, "Do you think a teacher's handbook
s ittt
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TABLE VII

NUMBER AND PERCENT OF SUBJECTS ANSWERING THE QUESTION,

YDOES THE INDIVIDUAL.SCHOOL IN WHICH YOU WORKED LAST YEAR

HAVE A. TEACHER'S HANDBOOK OF POLICIES AND PROCEDURES WHICH
PARTICULARLY APPLY TO THAT SCHOOL?"

Number Percent
Yes 97 61.8
No 54 34.4
I do not know 4 2.5
No reply 2 l.2
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TABLE VIII
'NUMBER AND PERCENT OF SUBJECTS ANSWERING THE QUESTION, "DOES THE INDIVIDUAL SCHOOL

1IN WHICH YOU WORKED LAST YEAR HAVE A TFACHER'S HANDBOOK OR MANUAL CF POLICIES AND PROCEDURES WHICH
PARTICULARLY APPLY TO THAT SCHOOL?" ACCORDING TO THE ENROLIMENT OF THE BUILDINGS REPRESENTED

Less than More than |Enrollment
100 100-300 | 301-500 | s501-700 | 701-900 900 Unknown | TOTAL
Per=- Per- Per- Per- Per- Per- Per- Per-

No. cent | No. cent| No. cent| No., cent |No. cent {No. cent | No. cent |No. cent
Had
Handbook | 8 42,1 | 23 57.5| 17 5L.B| 12 57.1) 7 77.8 |17 81.0 | 13 81.3| 97 é61.8
+#Did Not
Have
Handbook | 10 52,6 17 h2.5] 13 1.9 9 12.9 2 22.2 L 19.0 3 18.81 58 36.9
Did Not
Reply 1 1.7 1 3.3 2 1.3

# These figures include fifty-four who stated they did not have a handbook, and four
who were not aware of a handbook.
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TABLE IX

EATING OF THE TEACHER'S HANDBOOKS USED BY SUBJECTS WHO STATED THEY HAD HANDBOOKS IN THEIR
INDIVIDUAL SCHOOLS LAST YEAR, ACCORDING TO THE ENROLIMENT OF THE BUILDINGS REPRESENTED

Less than More than |Enrollment
100 100-300 301-500 501-700 701-900 900 Unknown TOTAL
Per- Per- Per- Per- Per- Per- Per- Per-
No. cent | No. cent| No. <ent| No. cent|No. cent |No. cent [No. cent | No. cent
Extremely
Helpful 10 L3.5] 5 29.4k} 2 16.7 3 L2.9 L 23.5 h 30.,8| 28 28.9
Worthwhile| 6 75.0 | 13 56,5011 647 9 75.0] L S7.1| 12 70.6 | 7 53.8| 62 63.9
Not |
Helpful 2 25.0 1 5.9/ 1 83 1 59 2 154f 7 7.2
A

Hindrance
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related to the policies and procedures of the individual
school 1n which you will work next year would be helpful
to you?" Of these 154 subjects, 58.8 per cent felt an
1nd1vidﬁa1 school handbook would be very helpful, 38.0 per
cent felt that perhaps such a handbook would be helpful,
2.0 per cent stated a handbook would probably not be useful,
and 2.0 per cent claimed a handbook would definlitely not
be helpful.

When considering only the "very helpful" responses
to this question, elementary teachers and prinéipals seemed
slightly more enthusliastic about building handbooks than
their high school colleagues, men seemed more enthuslastic
than women, principals more than teachers, and those with
less experience more than those with greater experience.
However, when combining the "perhaps" responses with the
“very helpful" responses, these differences almost completely

&1sappear (Taﬁles X, XI, XII, and XIII, pages 61 and 62).

Given the conditions of a school 1in which eleven of

for preparing a handbook do teachers and principals favor?

The following four alternative plans were presented as
possible solutions to this problem:
Plan I. The princilpal prepare and distrlbute a
handbook.of policlies and procedures to the teachers

for their use and evaluatlion as the year progresses,
and plan to revise the handbook at the end of the year.
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TABLE X

NUMBER AND PERCENT OF SUBJECTS ANTICIPATING THE USE OF A SCHOOL HANDBOOK AS

BEING “VERY HELPFUL", ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE LEVEL| YEARS OF EXPERIENCE SEX POSITION TOTAL
Over Classroom! Teaching | Full Time
E-6 | 7-12 { 1 2=5 | 6=10 | 10 | Male | Female|Teacher |Principal]Principal
Number | 374 57# | 10 29 28 | 23 &L 26 69 9 12 %0
Percent 68.6 Sh.B 6205 600,4 5906 Shoa 63.3 55.3 Sh'? 69.2 85 .7 58 .8

# The classroom teacher and the teaching principal who indicated they worked with
grades K through 12 are included in both the K-6 and 7-12 columns., They are not
included twice in the totals.

TABLE XTI

NUMBER AND PERCENT OF SUBJECTS ANTICIPATING THE USE OF A SCHOOL HANDBOOK AS

-itg-

BEING “PERHAPS" HELPFUL, ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE LEVEL YEARS OF EXPERIENCE SEX POSITION TOTAL
Over Classroom|Teaching [Full time
K6 [7=12 | 1 2=5 | 6=10 | 10 | Male |Female|Teacher |Principal|Principal
Number | 15 | b3 | 5 |16 | 19 [18 | 38 20 53 N 1 58
Percent 290’4 h103 31-3 3303 hOOh h2.8 3508 h2¢6 hz.l 3008 7'1 38 '0
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TABLE XII

NUMBER AND PERCENT OF SUBJECTS ANTICIPATING THE USE OF A SCHOOL HANDBOOK AS
BEING "PROBABLY NOT" HELPFUL, ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE IEVEL YEARS OF EXPERIENCE SEX POSITION TOTALS
Over Classroom Teaching | Full Time
K=& | 7-12 | 1 2«5 | 6=10 | 10 (Male [Female |Teacher |PrincipallPrincipal
Number | = 3 1 2 - - 3 - 3 - - 3
Percent| - 2,9 | 6,21 L.2| - - 2.8 - 2.4 - - 2,0
TABLE XIII

NUMBER AND PERCENT OF SUBJECTS ANTICIPATING THE USE OF A SCHOOL HANDBOOK AS
BEING "DFFINITELY NOT" HEIPFUL, ACCORDING TO GRADE IEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE LEVEL YEARS OF EXPERIENCE SEX POSITION TOTALS
Over Classroom| Teaching | Full Time
K6 | 7-12 1 2-5 | 6=10 | 10 [Male Female |Teacher |Principal] Principal
Number 1 1 - 1 - 1 1 1 1 - 1 2
Percent| 2.0 1.0| - 2.1 - 2.4 I 2.1 8 - 7.1 1.k
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Plan I1. The eleven new and two returning teachers
help prepare such a handbook as the year progreases,

Plan 1II. Use no handbook at all for the year, but

establlsh.committees fhe following year to prepare the
handbook.

Plan IV. Do not be concerned about a teacher's
handbook.

Cholces to the four plans were made by 155 subjects. Two
gave no reply. Of those expressing opinions, 74.2 per cent
favored Plan I, 19.4 per cent favored Plan II, 3.2 per cent
chose Plan IIi, and 3.2 per cent chose Plan IV. Principals
favored Plaﬁ.i only slightly more than teachérs, and those
with less expérience tended to favor Plan I slightly more
than those with greater experience.

In only three categories did Plan II receive more
than 20.per cent of the votes of those categories. They
were: elementary personnel, 23.1 per cent: those with more
than ten years experlence, 23.2 per cent; and teachers,
21.1 per cent. Plans III and IV each recelved only five
votes (Tables XIV, XV, XVI, and XVII, pages 64 and 65).

III. CONCLUSIONS

It was decided to include the entire set of the
Great Félls district salary and related personnel pollicles
as an insert in the handbook. The survey of office
memoranda and agenda of teachers' meetings indicated that
a school handbook could make a definite contrlbution

toward reducing the number of and time devoted to each of
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TABLE XIV

NUMBER AND PERCENT OF SUBJECTS WHO FAVORED PLAN I,
ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE LEVEi— YEARS OF EXPERIENCE SEX POSITION TOTALS
Over Classroom beaching kull Time
K=6 | 7-12 | 1 | 2-5 | 6~10 | 10 | Male | Female [Teacher Principal Principal
Number | 38% | 76# 113 | 37 | 35 [30 |79 | 36 9k 10 11 115
Percent | 73.1{ 7hL.3 |81.3] 75.5| 7L.5|69.8 | 73.1| 76.6 | 73.h4 77.0 78.6 4.2

# The teaching principal who indicated he worked with grades K through 12 is included in
both the K-6 and 7-12 columns. He is not included twice in the totals.

ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

TABLE XV

NUMBER AND PERCENT OF SUBJECTS WHO FAVORED PLAN II,

GRADE LEVEL YEARS OF EXPERIENCE-i SEX IR POSiTION TOTALS
Over Glassroa% Teaching | Full Time|
K=6 | 7-12 1 | 25 | 6-10| 10 HMale Female | Teacher | Principal Principaﬂ
Number | 123 | 19 | 3 9 8§ |10 21 9 27 1 2 30
Percent | 23,1 | 18.1 |18.8 | 18.3| 17.0)23.2 | 19.4| 19.1 21.1 11 .3 19.4

# The teacher who indicated she worked with grades K through 12 is included in
both the K-6 and 7-12 columns. She is not included twice in the totals.
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TABLE XVI

NUMBER AND PFRCENT OF SUBJECTS WHO FAVORED PLAN III,
ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION

GRADE LEVEL | YEARS OF EXPERIENCE SEX POSITION TOTALS
Over Classroom| Teaching | Full Time
K=6| 7=12 | 1 | 2-5 | 6=10| 10 |Male |Female |Teacher |Principal|Principal
Number | 1 L] - |1 3 1 | L 1 3 2 - 5
Percent 1.9 3.8 - 2.0 6.’4 2.3 3-7 201 203 ISOh - 302
TABLE XVII
NUMBER AND PERCENT OF SUBJECTS WHO FAVORED PLAN IV,
ACCORDING TO GRADE LEVEL, YEARS OF EXPERIENCE, SEX AND POSITION
T GRADE LEVEL YEARS OF EXPERIENCE SEX POSITION TOTALS
‘Over Classroom|Teaching rFull Time |
Kef | 7=12 | 1 |[2-5 | 6=10| 10 |Male |Female |Teacher |Principal [Principal
Number | 1 l - 2 1 2 N 1 L - 1 5
Percent| 1.9 | 3.8 - L.l | 2.1 L7 3.7 2.1 3.1 - 7.1 3.2
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these communication media. The survey of administrative
forms turned up several i1tems which, it was felt, should
be included in the handbook.

Although the handbooks surveyed varied greatly in
size, cdntent, and construction, they had little to offer.
Two 1ldeas galined from this survey, however, will be in-
cluded. The handbook will be based on a numerical form
used in one handbook. It wlill be further divided by repro-
ducling each article on a different colored paper as sug-
gested in another handbook.

The results of the questionnaire showed that general
distrlict written personnel policles were absent from many
school districts, although those who had used them generally
found these policilies useful.

Individual school handbooks were found in only 61.8
per cent of the schools. It was interesting to note that
the majority of those havihg access to building teacher's
handbooks felt they were only moderately helpful. Approx-
imately one-fourth felt they were very helpful.

Principals seemed to feel that teacher's handbooks
in thelr individual schools next year would be more helpful
to them than d4id teachers. However, all groups surveyed
seemed to favor the use of handbooks.

There also was general support for the preparatlon
of the ieacher's handbook by the principal, providing that

it be revised at the end of the first year of use.
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CHAPTER IV

THE TEACHER'S HANDBOOK
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A TEACHER'S HANDBOOK
OF POLICIES AND PROCEDURES FOR
EMERSON ELEMENTARY SCHOOL
(TRIAL EDITION)

301 Twelfth Street South
Gréat Falls, Montana

Phone 452-1331
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FORWARD

Thlies handbook 1s intended to provide information
which will be helpful to you in your day to day school
activities., It 1is hoped you willl make frequent references
to this handbbok, examining it critically as you do, in an
effort to ilmprove 1lts usefulness., Feel free to write in
any comments or omissions which you feel should be included
next year.

As the year progresses a faculty committee wlll be
chosen for the specific purpose of revising the handbook
at the end of the year. In the meantime, 1t 1s expected
that all will abide by what 1s written here, until such
time as we find statements unworkable, and changes are

commonly adopted.

JHW
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Welcome to Emerson School. We hope that the coming
year will be an énjoyaﬁle one for you. We are equally
hopeful that you will make a significant contribution to
the lives of the boys and girls with whom you will be work-
ing. You may be assured that all the efforts of the entire
staff wlll be directed toward this same goal.

In this day and age, when many of the children come
from bréken homees, when many children see very little of
thelr parents because both are working, when much of their
home life is centered around the television eet..and when
80 many of them do not participate in church activities,
your job of helping the boys and girls become worthy citi-
zeneg becomes increasingly lmportant. Let us all approach
our many taskes with confidence based ubon a foundation of
sympathy for the needs of the children and mutual trust and
friendliness toward each other, 1in an atmosphere of demo~-
cratic i1deas and practices.

Remember, we each share some measure of each other's
success and fallure. Let us look forward to sharing a
great many more successes than fallures.

JHW
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ARTICLE I - Routine Policies and Procedures

Section 101 - Length of the School Day

Kindergarten Session 1 8:45 - 11:15
i Session 2 12:45 - 3:15
Grades 1 & 2 Tardy bell 8:45

A.M. recess 10:00 = 10:15

Noon dismissal 11:15
P.M., tardy bell 12:45

P.M. recess 2:00 - 2:15
Dismissal 3:15

Grade 3 iardy bell 8:45
A.M, recess 10:15 = 10:30

Noon dismissal 11:30
P.M. tardy bell 12:45

P.M. recess 2:15 = 2:3%0

Dismissal 3:30

Gredes 4,5 & 6 Tardy bell 8:45
) A.M. recess 10:30 = 10:45

Noon dismissal 12:00
P.M. tardy bell 12:45
P.M, recess 2:15 - 2:30
Dismissal 3: 30

Section 102 - Sign-in Book

Make sure you check your name each morning 1in the
sign-in book in the office. This not only lets us know you
haven't slept in, but 1t 1s also used for pay roll purposes.
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ARTICLE I - Routine Policies and Procedures (Continued)

Sectlion 103 - Mail Boxes and Bulletin Board

Each teacher has an individual mail box in the office.
Check your box when you sign in and again at noon.

Material of general interest will be posted on the
bulletin board in the teachers' work room. Feel free to

make contributions.

Section 104 - Superintendent's Weekly Bulletin

You are responsible for the information contailned
in the weekly bulletlin which you will receive each Monday
morning. Check carefully for meetings which apply to you.
If you have information in the form of notices of meetings,
or if you are looking for housing or a roommate, or would
like t0 find a ride to your home town durling a vacatlon,
you may avall yourself of this facility. Notices should
be in the superintendent's office in writing the Thursday
preceding the Monday on which you wish it to appear.

Sectlion 105 - Use of the School Telephone

The school telephone should be treated as any busl-
ness phone. Feel free to use it at any time, but do limit
personal calls to a minimum. 1In case you make a long dis-
tance call it 1is suggested that you either charge 1t to
your home number, or get the charges from the operator and

pay the school secretary for the call.
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ARTICLE I - Routine Policies and Procedures ‘Continued)

Section 105 - Use of the School Telephone (Continued)
Students should seldom need to use the office phone.

They must secure the permission of their teacher and the

office secretary. Nelther teachers or children will be

called from the classroom to the phone, except in case of

an emergency.

Section 106 - Use of the School Gym

Although the "gym" or multipurpose room is rather
small, you may have occaslion to use it for music games,
P. E. activities, or to show movies to large groups.
Always clear through the office to make sure that someone
else has not scheduled the gym during the period you plan

to use 1it.

Section 107 - Bullding Faculty Meetings

Building faculty meetings will generally be scheduled
on Tuesday mornings at 8:15. These meetings are for the
purposes of dlscussing bullding probleme and for making
announcements concerning varlious happenings throughout the

district.

Section 108 - School Patrol
Boys and giris will be chosen from the sixth grades

on a rotating basis to supérviae children crossing streets
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ARTICLE I - Routine Policies and Procedures §Cont1nued!

Section 108 - School patrol (Continued)
at noon and after school. The principal and sixth grade

teachers will set up the schedule. Patrolmen are not
policemen. They should never touch or disclipline another
child. Thelr job 18 merely to give directions and report

violations of safety rules to teachers.

Section 109 - Pupil Arrival Time

Students should not arrive at school before 8:30
in the morning. They should go directly to their rooms and
get busy at some task. Each teacher 1s responsible for
the activity of her puplls before the tardy bell sounds.
Children should not arrive on the school grounds before
12:30 in the afternoon. Since there are teachers on play-
ground duty at that time, children will not enter the
bullding until the 12:40 call bell. When 1t sounds, they
will line up at the entrances, calm down, and be admitted
by the superviasling teacher.

Section 110 - Tardiness

Tardiness has been a hablitual problem in this school
over the years. In many lnstances, the child is not
responsible. As a result of thlis condition, we will notify
the parent of a child when he has been tardy the thlird time
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Sectlon 110 - Tardiness (Continued)
that, i1n the event the child 1s tardy again, the parent
must accompany the child before he will be readmitted.

Section 111 - Children Eating Lunch at School

Every effort will be made to discourage children
from bringing cold lunches to school. In the event both
parents of a child work and no other provision for his
lunch has been made, children wlll be allowed to eat lunch
in school. Teechers should requlre notes of explanation

from chlldren eating at school.

Section 112 - Mesesengers

Teachers are cautioned not to use students to delliver
messages, except 1n emergencles. Messages of a personal
nature, or containing materiasl that should not be the con-
cern of pupils, should never be delivered by puplls, unless
the material 1s sealed 1n an envelope. If 1t 1s necessary
t0o use a child for delivery purposes, 1t must never 1inter-

fere with his school work,

Section 113 - Presents for the Teacher
Since 1t 1s embarrassing to the child who is unable
to present the teacher with a gift, the practice 1ls dlscour-

aged.
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Section 114 - Pupil Illness in School

If a child becomes 111, bring him to the office. We
will attempt to reach some responsible person and arrange
for him to go home. In the event that thls 1s impossible,
we will care for the child in the Health Room, or seek
medical attention 1f 1t appears necessary.

If a child should throw up on the school grounds or
in the building, notify the custodian at once. It 1s a
wise precaution to tell children to leave the room post-

haste if they become nauseated in class.

Section 114.1 - Health Room

Always accompany personally any child sent to the
health room. Make sure that the bed 1s in proper order,
and that a clean, fresh paper cover is in place. After
the child 1s settled, notify the office so that the staff

can make periodic checks.

Section 114.2 - First Ald

Minor scrapes and scratches will be treated by the
office staff. Make sure that proper attentlon 1s gilven
to any injured child. No mediclne such as asprin will be
given to a child under any circumstances.

In case of a serious appearing injury, keep the

child quiet, and send someone for the principal.
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Sectlon 115 - Discharging a Child During the Day

Never send a child from the building for any reason
without first notifying the office. Be ﬁarticularly
careful about sending a child home with an adult, unless
you are sure that the person is a parent of the child. You
are held responsible by law i1f a chlld is released to dn
unauthorized person. Since many of the children in this
school come from broken homes, it is a serious problen.
When in doubt, check with the offlice.
Section 116 - Changes of Address, Phone Number, Marital

Status, etc.

Please notify the office of any changes in your own
address or phone number.

Keep information as current as possible on the
family situaetions of the children, without disturbing the
child or prying too deeply into personal matters. Note

any changes on the appropriate records.

Section 117 - Instrumental Music Program

Fourth, fifth, and sixth grade children who wish to
take music lessons through the school program are dlsmlissed
according to a regularly scheduled class, once a week.
Teachers should arrange thelr academic programs so that

these children don't miss the same material or activity
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Section 117 - Instrumental Music (Continuedl
week after week. Summer music lessons are also availlable

through the schools.

Section 118 - Physical Education Program

Physlical education teacﬁera wlll visit the school
every two weeks, according to a schedule which you will
recelve. Since these vislte are short, be on time to the
proper place so that the activity can begin and end on
time. You are expected to accompany your group in order
to help with the supervislon of the chlldren, and to get
ideas for the supervised recesses.

Speclal after school programs for boys and girls are
conducted throughout the year. Watch for information in
the Weekly Bulletin and pass 1t on to the chlldren.

Section 119 - Workbooks

Children are required to purchase the workbooks which
they will consume during the year. Notes to parents making
the necessary requests are avallable 1n the offilce. Al-
though every effort will be made to make this chore as sim-
ple as possible, teachers are held responsible for collect-
ing the money and balancing their accounts. Make sure you
get a recelpt for any payments you make. You are provided

with a box in which to keep your money. It 1s wise to
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Section 119 -~ Workbooks (Continued)
keep this locked in the office storeroon.

When in your opinion a child cannot afford to pur-
chase the necessary workbooks, they will be given free.
Make sure that free workbooks are not charged to you when

you take them.

Section 120 - Book Clubs

Scholastic paper bound books may be ordered several
times durlng the year through the Lucky Book Club 1n grades
2 and 3, and through the Arrow Book Club in grades 4, 5 and
6. Most of the books sell for 25¢ and 35¢, and are well-
recommended by authorities in the field of children's
literature. These projects are handled through the office.
No class time is taken for the collection. Teachers are
asked, however, to help children make cholces which are
compatible with their reading abllities.

Section 121 - Sunshine Fund

The secretary will collect $1 from each staff member
to take care of gifts for appropriate occaslons. Glfts
will be limited to approximately $3 per gift. Supplementary
collections will be taken if necessary. Unspent money will

be placed in the staff party fund.
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Section 122 - Class and Faculty Plctures

Classroom group plctures are taken in the spring.
Children may purchaée pictures on an optional basis. The
teacher gets to keep the proof copy free. Unless you seri-
ously object, you should stand with your group. A faculty
plcture will also be taken.

Section 123 - Personal Money

Do not . leave money wﬁere it can by taken by children.
Teachers lost money last year as the result of two school
break-ins, and during regular school houra. One teacher
had $20 taken from her purse at lunch time. It was never
recovered. Cautlon chlldren not to bring unnecessary money

to school.

Section 124 - Kitchen Facilitiles

Limited kitchen facilities are available. Check
with the princlpal before using them. If you do use the
stove to make soup, etc. you are responsible for cleaning

both the stove anmd utensils used.

Section 125 - Coffee
Coffee 1s avallable to the staff in the teachers'
work room. Drinking of coffee 1s limited to the noon hour

and after school. The secretary wlll make the necessary
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Sectlion 125 - Coffee (Continued)

collection from those who drink coffee, and, as the fund

is depleted she will repeat the collection. Teachers who

drink only an occaslional cup should contribute accordingly.
Cups are avallable, but will be used only so long

a8 individuals who drink coffee continue to wash them after

each use,

Section 125.1 - Candy and Pop

Candy and pop are avallable in the teachers' work-
room. Candy sells for 5¢ and pop for 10¢. Any profit
realized from this venture will be used for speclal projects
that come up. An account of this money shall be kept in
the office. It is open to the inspection of the staff.
Sales slips muat replace withdrawals.

Money in this fund at the close of the year will
apply toward a staff party, if the group so desires!!

Section 126 - Movie Tickets

Faculty members are allowed to purchase student
courtesy cards for themselves and thelr husbands or wives.
In addition to two free admissions, the cards allow you to
purchase student priced tickets to regular features. Cards
may be purchased through the school office, courtesy of the

Fox Theater chain.
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Sectlon 127 - Parties

Rooms willl be limlted to three parties during the
year, usually at Christmas, Valentines Day, and at the
end of the year. Please dlscuss any anticlpated deviation
from this plan ahead of time with the principal. It has
been found that 1f one room has a special party, every other
room wants the same privilege.

If children bring treats to school, it is permis-
slble to eat them in school, but this should be the extent

of any celebration.

Section 128 - Duty Responsibilitjes
Duty schedules willl be glven to each teacher early

in the year. Every attempt has been made to equalize the
load on each teacher, and to keep duties to a minlmum.

With this in mind 1t i1s hoped that everyone wlll enter into
these sometimes unpleasant chores 1ln as cheerful a manner
a8 possilble.

A child is responsible to every teacher 1ln the
bulilding for his behavior. Never hesitate to make a
correction when you see a violation of school rules.

Teachers on playground duty should crulse the area
and be aware of everything happening. It 1s often more

expedlient to send a child to fetch a rule violator than to
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Section 128 - Duty Responsibilities (Continued)
chase & child yourself. A whistle can be a handy tool

if it is not over used.

Be particularly watchful of chlldren on the stalirs
and in the lavatories. The sprinkler system has been
tampered with in the lavatorlies in the past. If one
spigot should rupture, it could cause thousands of dollars

worth of unnecessary damage.

Section 129 - Recess Perlods

Recesses are a valuable part of the school program.
Often 1t 1s the pupil who would benefili most from recess
whom the teacher is tempted to deprive of the activity as
punishment. Teachers are cautioned not to use recess as

punishment for reasons other than misuse of the recess itself.

Section 129.1 - Supervised Recess

Teachers are responsible for directing the activity
for their group during the morning recess perlod. This
directed activity should follow-up the vlisits of the recre-
ation department teachers who visit the school every two
weeks. Afternpon recess is a free play perilod for the

children.
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Sectlon 129.2 - Inclement Weather Activities

In the event that the weather 1s too severe for you,
it 1s also to be consldered too severe for the children.
Each teacher 1s responsible for the supervision of her own
class durling wet or cold weather which does not permilt
scheduled recesses. Quiet games or perhaps calisthenics
are in order during these perlods.

If you are outside and a sudden rain storm comes up
get the children into the building quickly. Here again,

a whistle can be a handy tool to get the attentlon of
the children,

Section 130 ~ Keeping children after school

Do not make 1t a general practice to keep children
after school, especlally 1f they make the best use of theilr
time in school of which they are capable. When you do
keep a child, notify the parents of the child's whereabouts.
Never keep a child more than one~half hour after dismissal

time.

Section 131 - Lost and Found

A contailner for lost and found 1tems 1s located 1n
the hall near the office door. In the event that money or
other valuables are found, they should be turned into the

office.
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Sectlon 132 - Fire Drill Instructions

Consult the fire drill map to see which exlit your
room uses. Our first fire drill will be for instructional
purposes. Teachers willl direct children to walk slowly
through the first drill, and make necessgary corrections.

The signal for a fire drill consists of a loud,
continuous ringing of the bells. Since 1t 1s very loud,
teachers should caution children about this ahead of time
80 that children will not be frightened or distracted by
the bell. The bells wlill be turned off when the bullding
is vacated. Two short rings will signal the return to
classrooms.

When the alarm sounds everyone 1s to stop his actlive
ity immediately, and march quickly by double file out the
assigned exit. There is to be no talking, running, holding
hands, or horse-play of any kind. Boys should not have
hands in thelr pockets.

A child who is outside his room when the alarm
sounds should follow the nearest line of children out of the
bullding, and when he 1s out he should ask the supervising
teacher for permission to return to his own group.

No attempt will be made to salvage anything from

the building. The last person out of a room should close
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Section 132 - Fire Drill Instructions (Continued)

the door, but no attempt should be made to close‘the windows.
In case of a blocked exit, teachers should direct their
puplls out another exit,.

Teachers on the second and third floor of the
bullding should take thelr classes down the fire excapes
when passing to recess sometime early in the year. In-
struct children to hold on to the banister with their
left hand only, and go quickly but carefully,

Teachers in rooms 5 and 6 are responsible for
monitore to hold open the weat entrance doors, and teach-
ers in rooms 7 and 8 for the east exit doors. Kindergarten
and first grade teachers in the basement should make

similar arrangemente for these exits.

Section 133 - Clvill Defense Procedurss

According to school district policles, children who
can reach home within 10 minutes of a clvil defense
warning will be sent home. (See form __). Since all
pupils who attend this school are in this category,
only those whose parents have requested in writing that

they not be sent home, will remain in the bullding.
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Section 201 - Supplles

Every attempt will be made to supply you with items
which you feel are necessary for the proper and efficient
management of your classroom. Major items are kept in the
office storeroom. Don't hesitate to take what you need.
However, please check with the secretary or principal before
taking litems from this room.

Many ltems are available in other storerooms through-
out the bulldling. Make free use of these materials, but
do make sure they are intended for your grade level. Make
it a point to become famliliar with all of the avallable
materlals which willl aid your teaching. Visual alds,
supplementary texts, many sets of graded readers, science
kits and equipment, bloscopes, projectors of all kinds,

a planetarium, terrariums, fraction kits, flash cards;
flannel board materials, place value charts, phonics alds
and charts of every description, a primary typewriliter,
duplicating materials, and hundreds of other things are
easily avallable to you. They are meant to be used.

If you feel the need for some item which is not
avalilable, discuss it with the principal, and perhaps 1t
can be purchased. Funds are avallable for special projects,
Clear your needs through the office, and then purchase the

items. You will be reimbursed when you present the sales slip.
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Section 202 - Audio Visual Materials
.Each room has blackout curtains. Movie projectors
and screens are avallable on each floor. A filmstrip
projector, four record players, many record albums,
and several radlos are avallable in the office. Do not
allow children to handle these items. If you need help
in getting the material to your room, contact the office.
Film catalogues are avallable in the library.
Hundreds of movies, fllmstrips, and slides are avallable
in the local film library. 1In addition, you may order
films periodically which are avallable from the state
film library in Helena. These are to be ordered on your
weekly requisition. (See Thursday Report, form __). They
will be delivered to you according to the weekly schedule
of films which you willl recelve on Monday. You are respon-
sible for seeing that the film 1s properly channelled to

reach its next destination on time.

Section 203 - Supplementary Texte

Many supplementary texts are avallable in the build-
ing. Check your academic guldes before using the materlal
to be sure 1t is intended for use in your grade. Other sets
of textbooks are available through the circulating llibrary.
Check your academic guide for thelr title. (See form __).
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Section 204 - Muslc Records

Albums which accompany your basic music book are
avallable 1f you feel the need of them in your music pro-
gram., Notify the office, and they will be requlsitidned
from the muslc consultants.

Speclal albume of rhythmic and listening activities

and folk games are avallable in the office. (See form _ )

Section 205 - Art Materials

Consult your art gulde whenever you plan a project.
Materlials are generously avallable to be used in this pro-
gram. You will find colored chalk, scissors, and clay mix
in your rooms. Mural paper, construction paper, colorgd
newsprint, paste, paint mix, etc. are avallable on a *help
yourself"” basis. Non consumable items such as spectrum
kits, fingerpainting material, looms, punches, lettering
patterns, etc. should be checked out through the office

secretary.

Section 206 - Science Kits

In addition to the sclence kit in your room, there
is a large kit avallable in the office. There are adequate
supplies and equipment to conduct all the experiments in-

cluded in your text books. Each intermedlate classroom also

has special unit kits compliments of the Coca Cola Company.
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Section 301 - Professional Organlzatlons

It is through your professional organizations that
you will galn the stature which your jJjob deserves. You
should contribute your dues and talents willingly to help
these groups achleve their high 1ideals.

Section 302 - The Parent-Teacher Association

Teachers are expected to jolin and participate in the
P-TA as a part of their Job. This group has made some fine
contributions to our school. Although sometimes 1t 1s dis-~
couraging to teachers when parents do not attend meetings,
you should consider this part of the school program at least
from a public relations standpoint. When the parent members
are needed, as in the case of the last mill levy election,

they can always be counted upon.

Section 303 - Hours of Teacher Duty

Teachers should arrive before 8:15 A.M. and should
remain until 4 P.M. This is in saccord with the dlistrict
poliéy that states teachers should be on duty one-half
hour before school beglns, aﬁd one-half hour after school
is dismiessed. On eveninge when meetings involving teachers
are scheduled, teachers will be dismissed in time to attend.

Medical, dental, and cosmetic appointments should not be
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Sectlon 303 - Hours of Teacher Duty (Continued)
scheduled during duty hours. Emergency exceptions

to this rule must be cleared with the princilpal.

Section 304 - Teachers' Lunch Hour

Teacheré who do not have duties or other obligations
during the noon hour may conslder thls free time. If you
plan to eat your lunch outside the bullding 1t would be
wise to make your whereabouts known to the office in case
an emergency requires that you be reached.

Teachers are cautioned to be dlscrete about this
matter. You should plan to return to your class 1n plenty

of time to welcome your afternoon class.

Seection 305 - Smoking
Teachers are allowed to smoke only in the basement
boiler room during the noon hour and after school. No

exceptions.

Section 306 - Parent Teacher Conferences

Perhaps the most meaningful report made to parents
is in the form of the parent teacher conference. Teachers
should plan to have at least one such conference with the
parents of each child in her room. Duplicated requests for

conferences are avallable in the office. (See forms & )
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Section 306 - Parent Teacher Conferences (Continued)

Teachers should invite the parents-of any child who
is having difficulty at the earliest sign of trouble. This
means that you will have several conferences concerning
some individuals,

Be well prepared before you invite a parent to visit
with you. (See form __). Check the cumulative folder of the
chlld, and especlally note reports of past conferences.

Plan to write up your report of the conference as soon after
you have completed 1t as possible. (See form __).

Teachers in grades 4, 5 and 6.w111 schedule a con-
ference with each child's parents as soon as the results
of the Iowa Achlevement Teste, which are glven in January,
are recelved. Primary teachers usually like to achedule
conferences with each pupil's parents before Christmas.
Remember, there 1s no excuse for a parent not being aware
of a child's school problems.

Most teachers like to take the opportunity at con-
ference time to invite parents to visit school during the
school day.

Following are some 1ltems to discﬁss‘with parents:

1. Iowa test score profile charts in grades 4, 5 & 6.

Make sure that you have read the teachers' manual which

accompanies the test, so that you can properly lnterpret
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Section 306 - Parent Teacher Conferences (Continued)
the chart to parents.

2. Teats which accompany the reading series. These
measure reading skills of phonlecs, structural analysis,
visual scrutiny, emotional reactions, relationships,
sensory immagery, sentence meaning, etc.

3. Arithmetlic processes and problem solving test
booklets. These contain tests which are given after each
chapter of the text in grades 3 through 6.

4, Bandwriting recorder. You may wish to compare a
child's work with the rating chart which accompanies your
teacher's manual.

5. Spelling and reading workbooks.

6. Dally papers and teacher made tests in all subjects.

Section 307 - Releasing Test Scores to Parents

Scores on tests of academic subjlects, achlevement
tests, and teacher made tests should be made avallable and
interpreted to parents. I. Q. scores should not be glven
verbatim to parents. Since the group tests used are crude
instruments, and are only intended to give us some guilde
lines, an exact statement of & pupil's I. Q. could be very
easlly misleading. If you are pressed by a parent, you may

give an average, above or below average answer,
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Section 308 - Consultants

Feel free to avall yourself of the services of a
consultant whenever you need some help with a problem.
In addition to specilal requests, they willl make periodic
vislts to your room to help you ln any way that they can.
The consultants are:

l. Mras. Margaret Ostrom Primary Consultant

2. Miss Margaret Adams Intermediate Consultant

3. Miss Carolyn Gillette Art Consultant

4, Miss Thelma Heaton Muslic Consultant
5. Miss Ann Anderson Music Consultant
6. Miss Ann Erickson Music Teacher

Section 309 - Health Nurse

Since the Publlic Health nurse does a great deal of
work with the famillies in this neighborhood, she is an
extremely valuable resource person. She 1s avallable one
day a week to cheék records, help with visions and pupil
measurements, to give hearing tests, examine pupils, and
make recommendaﬁione concerning health problems. She 1s

alao the coordinator of mental health conferences, (See form

-)

Section 310 - Teacher-Secretary Relationehilp

The achool secretary is perhaps the buslest person
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Section 310 - Teacher-Secretary Relationship §Cont1nued2
on the staff. It is her Jjob to ald the principal with the

clerical work of the school., Whenever time permits, she
wlll ald teachers 1in thelr clerical work. Please make
requestes for her help through the princlpal, as far ahead
of time as poselble. In addition to taking care of your
reglsters and statistical reports, (a tremendous contribu-
tion in itself) &ou might want her to help you type and
run off workaheets,>make'calls to parents concerning

children who are 111, etc.

Section 311 - Teacher Custodlan Relationship

The custodial astaff does an excellent Job of main-
taining our school. All too often they get little thanks
for theilr efforts. Respect the custodian's time, and don't
make too many speclal demands. Remember, 1f he does a
special favor for you, twelve other teachers often expect
the same favor. It is best to make requests for custodlal
help through the principal.

Following are some suggestlons to help the custodlians
in thelr efforts:

1. Never put broken glass or glass containers 1in
waste paper baskets. Send them to the janitor, or ask him

to pick up broken glass. Never put extremely wet items
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Section 311 -~ Teacher Custodlan Relationship (Continued)
in the waste paper baskets. They cause stalns on the

wooden floors.

2. Place a dish of some kind under all flower pots
and vases.

3. Before leaving at night, close all windows,
adjust the shades half way down, and turn off the lights.

4., Have children turn their chairs up-side down
on their desks before leaving school in the evening.

5. Keep your room as tidy as possible. Encourage
children to keep the floors clear of paper, pencils and

especlally crayone.

Section 312 - Room Organization

Always keep your room as attractive as possible.
You will find that an attractive room is conducive to good
work., Try to provide centers of learning and interest
around the room. Set the example for students by keeplng
yaur desk tidy at all times. Ask yourself occasionally
about the impression an outsider has when he enters your

room. First impressions can be important.

Section 313 - Homework

Homework must be distingulished from busy work.
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Section 313 - Homework (Continued)

Generally, 1t should be used on an i1ndividual basis with
each child, and should mostly concern itself with the
enrichment of the curriliculum for the brighter student.
It is the pollicey of the district that homework should
seldom be used below the sixth grade.

Section 314 - Financial Contributions

As cltizens of the community, we are called upon to
contribute to speclal services and community projects.
Solicitations are generally limited to the Community Chest
vwvhich represents 10 separate organizations, and the Red
Croes. Although our school is usually given a quota, dona-

tions are on a strictly voluntary baeils.

Section 315 - Substitute FPolicy

A copy of the substitute policy should be kept at
your home for reference when it 1s necessary to call a
substitute. (See form __). Remember, you are to call
both the substitute clerk and the principal if you plan
to be absent. You must also notify the office durlng regu-
lar school hours of your intention to return the following
day. In the event that both you and the substitute report
for work, the substitute will work the shift.
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Section 316 - Teacher Rating

On the basis of their observations, the principal
and consultants complete a rating form which is included

in your file of credentlials in the Superintendent's office.
(See form _ )
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ARTICLE IV - Records and Reports

Section 401 - Attendance

Attendance sheets are furnished as needed. You need
list only pupils absent. The absent sheet wlill be collected
at 1:00 P. M. each day. Place 1t in the envelope on the
hook located outside the door to your room. As soon as
your attendance 1s recorded in the office, the envelope
wlll be placed in your mail box.

If you suspect a truancy, please notify the prin-
cipal of that fact. Inform the office immedlately of the
disappearance of any chlld during the day.

All reglister and statistical work will be taken
care of in the offlice. However, you must cooperate by
having your attendance recorded accurately on the absence
sheet each day. You will be asked to convert the pencil

work in your registers to ink at the end of the school year.

Section 401.1 - Excused Absences

Require children who are absent to bring an excuse
written by a parent explaining the absence. Some parents
are reluctant to send a note because they 4o not have
stationary or a pen. In this case, assure them that even
if the excuse 1s written on the back of an old envelope or
on a scrap of paper torn from a paper bag, it 1s acceptable.

Keep these excuses for reference in case some question
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Section 401.1 - Excused Absences (Continued)
arises later in the year concerning the whereabouts of

a child on a particular day.

Section 402 -~ Thursday Report

This form 1s so named because it is due 1n the office
before you go home WEDNESDAY evening. Enrollment statistics
and equipment requests for the following week are taken
from this report and forwarded to the Superintendent's

office on Thursday. (See form _ ).

Section 403 - Milk Order

| Teacherq and puplls may order milk by the week, at
a cost of 3¢ per half pint. Mililk may be drunk at morning
recess and/or during lunch. You will be given order forms
and money contalners. The complete milk order 1s due in

the office no later than 1l:30 each Thursday afternoon.

See form __ ).

Section 404 - Lesson Plans

Teacher's lesson plans are due in the office before
the teaéher leaves school on Friday, preceding the week to
which they apply. The plans are made in duplicate, with
the yellow carbon copy to be turned into the office. The

purpose of lesson plans are to make sure a teacher 1s
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ARTICLE IV - Records and Reports (Continued)

Section 404 - Lesson Plans (Continued)

familiar with the. particular lesson, to remind the teacher
of the materlals to properly carry out the lesson, and to
provide a minimum guide for a substitute. Be sure to list
the title of books to be used, purpose of the lesson, page

numbers, and speclflic assignmente.

Section 405 - Summary of Weekly Reports

Due dally Attendance report
Wednesday Thursday Report
Thursday Milk order
Friday Lesson Plans

Section 406 - Report Cards

Report cards are sent home wlith children four times
during the school year. The report cards usedlin the Great
Falls system are the result of the work of committees of
parents, teachers, consultants, and adminlistrators duriling
the 1958-1959 school year. The current reporting system
is an attempt at compromise between those who felt that
measurement should be based strictly on achievement, and
those who felt abllity should be a factor in determlning
grades. Criteria for marking 1is stated clearly and simply
& ).

on the cards. (See forms
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ARTICLE IV_- Records and Reports (Continued)

Section 407 - Health Records

You are responsible for seeling that the health record
of each child in your room is up to date. The nurse will
schedule a conference with each of you early in the year to
discuss the procedures for recording visions, helghts,

welghts, immunizations, serious illnesses, etc. (See form __)

Section 408 -~ Accldent reports

An accldent report in duplicate should be made out
in case of a serious accldent involving a chlld between
the time he leaves for school in the morning, untlil he reaches
home in the evening. (See form __) One copy is retained
in the school office_and one is sent to the superintendent.
They are used for reference in case of legal action connected

with the accident.

Section 409 - Office Memoranda

From time to time you will recelve messages from
the office. Please initlal your room number and pass the
message on to the next teacher. The last teacher should

return the message to the offlce.

Section 410 - Notices to FParents
Please clear any notices which you send home to

parente with the principal. This also applies to notes
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ARTICLE IV -~ Records and Reports (Continued)

Section 410 - Notices to Parents (Continued!-‘

and letters which miéht cause a reaction on the part of
parents. If this procedure is followed, the principal is
aware of the facts concerning the problem in the event a
parent should question the meaning of a notlce or letter.
In some casea, you may wish to have the principal cosign

& letter if it deals with some particularly serious matter.

Section 411 - Federal Survey

Twice during the yéar children whose parentg live
and/or work on federal property will be asked to fill out
a form. Sinbe no local taxes are realized from federal
properties, the government pays the achool district some
money in lieu of taxes. This amount is based upon the
number of pupils with federal connections enrolled in the
school. Teachers should note these chlldren in her claasroom

and be prepared for the survey. (See form __)
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ARTICLE V_- The Library

Sectlon 501 - Library Schedule

Our library contains more than 5,000 volumes and
has subscriptions to over 40 periodicals. Each room from
the second through the sixth grade 1s scheduled for a regu=-
lar llbrary periocd once a week. Arrangements for Kinder-
garten and first grade visits will also be made during the
year, for stbries, and becoming acquainted with the faclility.

The library will be staffed by a professional
librarian two days a week, and every afternoon a library
alde will be on duty. Fifth and sixth grades are taught
library eklills.

Teachers are to accompany their classes to the 1i-
brary and help the children choose books which they can
read easlly. Teachers may feel free to check out books,

magazines, and pictures as they are needed 1ln the classroom.

Section 502 - Library Rules

1. Chilﬁren are not allowed in the library alone.
However, when the library is staffed, children may make
use of the facllity at anytime.

2. Books may be checked out for two weeks, and may
be renewed once.

3. A fine of 1l¢ per day will be charged for

overdue books.
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ARTICLE V - The Library (Continued)

Section 502 - Library Rules {Continued)

4, Lost books must be payed for. Damage due to
carelessness will be payed for.

5. Teachers may use the library at any time. Make
sure any materlal taken 1s properly checked out. See the
librarian for lnstructions. When returning booke, make
sure your name and room number accompanies them, and place
them on the librarian's desk. She will check them in and
put them away.

Section 503 - Profeseional Library

There are hundreds of professional books on almost
all phases of school 1life and chilld growth and development.
It 18 always wise to consult the literature when approaching
new problems, or when meeting problems to which you do: not
have'all the answers. This collectlon is currently housed
in the office. Books may be checked out by signhing the
card in the book and filling it in the check-out box.

Section 504 - Teachers' Reserve Shelf

In the cupboard to the left of the library door
are housed many books which are not available dlrectly to
children. Be sure to browse through this collection at an

early opportunity. These books may be checked out by you.
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ARTICLE V - The Library (Continued)

Section 505 - Christmas Books
Several hundred Christmas books are stored in the
library. They may be checked out by teachers only, ten
at a time, for a perlod of three days, unless you make
a speclal request to have them longer. This gives a qpance

for the bookeito circulate to many rooms during the Christ=-

mas seasol.

Section 506 - The Public Library

Teachers have the special privilege of checking out
books for extended periods of time from the public library
when they wlll be used in classroom projects. You can
arrange for the school delivery truck to plick up sets of
books which you have checked out from the publlic library.
This is particularly helpful when you need extra material
for unit work.

Encourage children to make use of the public 1li-

brary. Story hours are each Saturday morning from 10:30

to 11:30.
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ARTICLE VI - Behavioral Policies

Section 601 - Pupil Conduct

Pupils willl conduct themselves in and out of the
classroom 1n an acceptable manner. They will be expected
to be courtedous to the staff and to each other at all

times. All teachers should correct breaches of conduct

whenever they are noticed.

Section 60l1.1 - Rules Regarding Pupila

l. Children should not play near the blke racks,
on the parking lot, in the basement stairwells, or on the
steps at the school entrances.

2. Children should not lolter in the halls and lava-
tories. Children should never enter a room in which there
is no teacher. _

3. Chlldren should go directly home at noon time
and after school.

4, Children should not bring playthings from home.

5. Children should walk their blcycles on and off
the school grounds.

6. Children should get the permission of their
teacher and someone in the office before using the office
phone. Puplils may use the phone in emergencies only.

7. Children should not run into the streets in the

course of a game, or to retrlieve a ball. Children must
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ARTICLE VI - Behavioral Policies SContinuedl

Section 601.1 - Rules Regarding Pupils (Continued)

play on the school grounds enclosed by the sldewalk area.
Rough-housing l1s prohiblted. ©Since the school ground is
so small, teachers should pay particular attention to
games which might lead to dangerous situatlons.

8. No snowballing is allowed.

9. Children are never allowed in the teachers' work
room, faculty lavatorlies, or storerooms.

10. Children should be reasonably well groomed at
all times, but this grooming should not be done at school.

1l. Girls may wear slacks durlng P.E. perlods.

Section 602 - QObligations of the Principal

The principal willl set the disclplinary climate of
the buildiﬁg. He will support the teacher in her efforts
to maintain discipline conducive to a profitable classroom
situation. He will be responsible for coordinating the
efforts of all personnel toward the successful solution of
any serlous behavior problem. In order to prevent dilscl-
plinary problems from arising he will attempt to note
potential trouble spots before serlious problems develop.
He will maintaln adequate records of habitual viclators.
He will admlinlister corporal punishment when it becomes

necessary.
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ARTICLE VI -~ Behavioral Policles (Continued)

Sectlion 603 - Obligations of the Teacher |

The teacher will set the disciplinary climate of
her classroom. She willl establish policies and rules for
efficient classroom management, and hold her pupils to
tﬁeae standards. She willl seek ald for children with
problems which detract from academlic work. She willl keep
parents informed, and ask their support 1n her attempts
as discipline. She will handle discipline problems within
her group as much as possible, rememberlng that she lessens
her effectiveness as a teacher 1f children lose respect
and confidence in her. She should avold corporal punishment
unless parents and the principal are aware of her intentions.
Finally, she will attempt to be comnzlistent wlith other
teachers in handling behavior problems.

Section 604 - Corporal Punishment

Generally speaking, corporal punishment should be
administered by the principal. An occaslional swat or mild
shake may be employed by teachers. Be very careful about
where you apply the swat, and make sure that shaking does
not result in an out-of-place Jjoint or bumped head.

NEVER STRIEKE A CHILD IN ANGER. NEVER STRIKE A
CHILD UNLESS A RELIABLE WITNESS IS PRESENT.
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ARTICLE VI - Behavioral Policies (Continued!

Seetion 605 - Suspension

State law provides that a child may bé suspended
from the classroom by the principal 1f he 1s unteachable.
It 18 done only as a last resort, after every possible
effort has been made to correct the situation. PFParents
must be warned ahead of time, except in extreme emergenciles.
The superintendent 1s also kept informed of these situations.

Because of the problem of tardiness, children will
in a sense, be suspended from school following their third
time tardy. They will be admitted to the ciassroom if
accompanied by a parent.

If a child 1s suspended for serlious violations
he will be readmlitted only after a conference involving

the parents, principal, teacher, superintendent and child.

Section 606 - Some Suggestions
l. Never punish the whole class for the deeds of
one child or a few children.
2. Handle as much of your own discipline as possible.
3. Don't punish or ridicule a child in front of &
group of his peers.
4, Encourage children to take pride in assumlng
responsibllity for their own discipline.
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ARTICLE VI - Behavioral Policies (Continued)

Sectlion 606 - Some Suggestions (Continued)
5. Don't lose your temper in front of children.

6. Be consistent. Thils promotes a feeling of secur-
ity in your class.

7. Don't make judgements and act before you know
all the factes. If you make a mistake, admit it.

8. Use your voice to control your class. With a
little practice you will amaze yourself with thls technique.

9. Don't punish a child with academic work or de-
prive him of recesses, unless he misuses the privilege.

10. Help children to understand their mlistakes, and
avoid repeating them. Make sure they know why they are
being punished.
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ARTICLE VII - Opening and Closing School

Section 701 ~ Instructions for ogeﬁigg school

The following 1s the schedule for the opening of
school. The dates that material 1s due in the office will
be glven you‘durins orientation week. Forms will be found
in your'form folder. Be sure your name and room number 1is
on everything you send to the office.
1. Date Turn in:

List of chlldren who were not in Emerson school
last year, and where they attended school. (See form _ )

2. Date : Turn in:

List of children who have not returned. Indlcate
where child is now, if possible. (See form

-

3. Date Turn in:

Directory cards for all employees. (See form )

4. Date Turn in:

Daily Program, three copiea. See form __)
5. Date Turn 1in:

Alphabetized list of children in your room on a ditto
master. From this master we will run off duplicate lists
for P-TA, etc. (Name, Parents, Address, Phone). Be sure

to put your own name, grade and room number on each sheet.
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ARTICLE VII - Opening and Closing School ‘Gontinued!

Sectlon 701 - Instructlons for opening school (Gontinued!

6. Date Turn in:

Long enrollment blanks completely filled out and

signed by the teacher. (Alphabetized). Count to see you

have one for each child in the room. (See form _ )

T. Date Turn in:

3% by 5% enrollment card for each child, in alpha-

betical order. (Sée form __)
8. Date Turn in:

4" by 6" enrollment card for each child. These are

kept in the school office. Put your name on the back of

each one of these cards, and your room number on the front

upper right hand corner. (See form __ )
Turn in:

9. Date

List of all sets of text books in yuur room. (See
form __) |
10. Date Turn in:

Inventory of suppllies. (See form __)
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ARTICLE VII - Openi and Closi School (Continued

Section 702 - Instruections for closing school

It 18 your responsibillity to read this bulletin
carefully. Please see that things aré handed into the
offlce, or dellvered to other rooms, on time. Plan your
work ahead, and don't be swamped at the last minute. Do
not use class time for this work.

There will be a check sheet in the office upon
which will be listed the ltems below. It is up to you to
see that you are credlted properly when you have completed
each task. It would also be wise to check completed items

in red on this list.

Special Education Report Date

On the availlable form, list puplls who should have
the attention of speclal teachers, or who might profit by
some special adjustment in the school system. Include

name, age, problem, and recommendation. (See form __)

Library Date
' Last day children may check out books.

Library Date

Final day for returning library books, teacher and
students included. As soon as the library inventory is

completed, you may check out classroom collections.
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ARTICLE VII - Opening and Closing School (Continued)

Section 702 -~ Instructions for closing school (Continued)

Placement Cards Date

These are 3" x 5" cards we use to assign rooms for
next year. Complete card except for completed reading
page. Group cards separately by boys and by girls, and
then arrange them according to general rating: high, medium,
and low. Place all retentions at the end of each group.
After you turn them 1in, I will make the placements and re-
turn them to you, 80 that you may then put the room assign-
ments on next years report cards. Return these cards, this
time arranged according to next year's room assignments,
when you turn in your pupil folders on the last day of school.
Boundary changes and tranefers to other schools willl
by explained by the principal. Do not make this information
public until the proper time. (See form _ )

Workbook Account Date

This must be paid in full.

Pupil Supply lists ' Date

As soon as possible draw up a list of supplles each

child will need for your grade next September. Liste will

be duplicated and sent home in report card envelopes.
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ARTICLE VII - Opening and Closing School SContinuedl

Section 702 - Instructions for closing School (Continued)
Retentions Date

Turn in a final written list of failures with
comments. Mr. Farnaworth wishes to see these. _Remember;
no surprise fallures at the last minute. Parents should
have been notifled in writing before now if you are plan-

ning to retaln a child.

Health Records Date

The nurses wlll make a final check before the

health records are placed in cummulative folders.

Milk Program Date

This 18 the last day for collecting mllk money.

Masic Records Date

Borrowed music records returned. Clean with a damp
cloth, arrange records in the proper order, tle them by

grade level. Label with your name. Note any defects.

Borrowed Books Date

Please return all supplementary, professional, sam-
ple, and other books taken from storerooms and the offlice.
Books must be returned in the best possible conditlon.

Mending supplies are avallable in the office. Use no
plain Scotch Tape to mend books.
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ARTICLE VII - Opening and Closing School (Continued)

Sectlon 702 -~ Instructions for closing school ‘Continued!
Enrollment cards Date

Check all information for_accuracy; especlally address
and marital status, Make sure that you have signed the ap=-
propriate blank on the back of the card. These go in the

personal folder. (See Form

)

Book Fines , Date

For lost or damaged books.

Room Cupboards

Pléase remove all materials from your room cupboard,
and clean 1t thoroughly before replacing things. Inven-
tory the books as you do this. Leave a copy of your room
and book inventory on the inside of the cupboard door. I
will check your cupboards whenever you are ready the last

week of school. (See Forms __&_ )

Spelling Teats Date

Give the final test the last week of school, record
and send the result sheets with scores of all three tests.

to the office. They willl be sent to the consultants.

(See Form__)

Storerooms Date

I will check the various storerooms.
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ARTICLE VII - Opening and Closing School (Continued)

Section 702 - Instructions for closing school (Continued)

Social Promotions Date

Letters should go home explaining social promotions.
Do not label soclal promotion on report card. On other
records, especially the Permanent Record, note social

promotion. (See forms__&_ )

Kindergarten Attendance Date

Fill in the form for attendance after age 6. (See

form __)

Playground Equipment Date

| Turn in to the custodian after P.M. recess.
Report Cards Date

Cards should be filled out completely, including
physical report (new heights and weights), grade place-
ments, and attendance.

Directory Cards Date

Include summer addresses for returning teachers,
and permanent address for those not returning--for the
purpose of mailing W-2 forms 1n January. (See form __ )

Reading Scores Date

Turn in completed summary sheets. (See form__)
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ARTICLE VII - Opening and Closing School (Continued)

Section 702 - Instructions for closing school §Cont1nued2

Desk Set Date

Put teachers' editions of text books and workbooks
together in a promlinent place 1ln yuur cupboard. Include
music text, social studies text and gulde. These will be

used by new teacher for orlentation week.

Guldes Date

Turn in the following guldes:

Art

Recreation

Muslc

Audlo-visual

Academic

Montana guides

Language Arts guldes
Film teaching guldes
Jowa test guldes
Science material folder
Profesesional reading folder

Pupil Folders " Date

Check for the following litems:

4" x 6" Enrollment cards
Permanent record
Health record

Cunulative reading record
Arithmetic test graphs
Iowa Test Profile Charts
Student Individual Summary (yellow)
Conference Notes (pink)
Duplicate report cards
Transfer materilals

Work samples

Bundle according to room assignment, and take to office.
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ARTICLE VII -~ Opening and Closing School (Gontinued)

Section 702 - Inetructions for closing school (Continued)

Term-end Report Date

You may work on this report any time. It 1s impor-
tant that the whole room be listed in perfect alphabetical
order. All entries may be made early except attendance
which will be left until last. Include days dropped as
days absent, the same as permaneht records. Do not in-
clude PIR days and "other" days.

In the mark column, use letter grades (A,B,C,D, & F)
to indicate general level of achievement. 1In the case of
social promotions, no symbol appropriately applles. There-
fore, write in "social Promotion."”

In the last column use "must repeat grade" for
retentions, and "unsatisfactory achlevement, being sent
on because of age" for soclal pfomotion.

Make two copies in the origlnal.

Permanent Records Date

Letter grades (A,B,C,D,F)} go in the second semester
column. Attendance should be entered for both semesters.
Check addresses. Anecdotal comments should be brief, to
the point, dated,. and signed by the teacher. Check to

see that all test scores have been entered.
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ARTICLE VII ~ Opening and Closing School ‘Continued!

Sectlion 702 -~ Instructions for closing school (Continued)

Art Material Date

Return all art materilials to the office, Sclssors

and paint brushes are to be checked.

Miscellaneous
Maps may be left on the map ralls.
Cover globes and encyclopedia with brown paper;

Wrap flag, yardstick, and polnter together with

brown wrapping paper, and store in your room.

Personal Belonglhsa

.Make sure anything you wish to store 1n the school
over the summer is boxed, tled, and labeled with your
name, and taken to the basement. The district is not

responsible for this materlal.
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ARTICLE VIII - Salary schedule and Related Personnel
Policies

A fourteen page insert dealing with Salary, Sick
Leave, Leaves-of-Absence, Appointment of New Teachers,
Maintenance and change of Status On the Salary Schedule,
and Retirement will be included here.

ARTICLE IX - Policles Governing the School Health
Program

A five page insert dealing with Flrst Ald, General
Health Policles, Nursing Services, Screénins Testa, Pre-
school Reglstration, Dental Program, Sanitation Services,
and Mental Testing will follow Articel VIII.
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The results of thls questionnaire will be incorporated in a
professional paper titled, A Teacher's Handbook of Pollcies
and Procedures for Emerson Elementary School, Great

Falls, Montana,

which I hope to complete this summer. Your

attention to thls matter will be a greatly apprecilated con-
tributlion to the paper. Thank you for your help.

James H. Walker

QUESTIONNAIRE

Please answer the followingyitems by checking the approprilate
blank, or by supplying the informatlon requested. If a
guestion does not apply to you, leave it blank.

1.
2.

Your sex: (a) Male (b) Female

Were you a classroom teacher during the 1962-1963 school
year? (a) Yes (b) No

Were you a school principal dufing the 1962-1963 school
year? (a) Yes (b) No

How many years of teachling and administratlive experlence
do you have? (a) I will be a beginning teacher
- ' . . during the 1963-1964 school year.

(b) I have completed one year.

(¢) I have completed two through

.. filve years.

(d) I have completed six through

. . ten years.

(e) I have completed more than ten

_ . Years. '

With what grade levels did you work last year? You
may check more than one. :

(a) Kindergarten through third

(p) Fourth through sixth

(c¢c) Seventh through ninth

(4d) Tenth through twelfth

List (a) the enrollment, and (b) the grades served by
both the school system and the indlividual school 1n
which you worked last year.
School System: (a) Enrollment

, (b) Grades Served
Individual School: Enrollment
. Grades Served
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10.

11.

12.

13.

14,

_]_36_

Did the gchool district in which you worked last year
have a written, systemwide set of personnel policies?
(a) Yes (b) No (e¢) I do not know.

Were these personnel policies readily aﬁailable to you?
(a) Yes (b) No (e) I do not know.

Have you ever seen of worked with these'personnel pollicies?
——(8) Yes (b) No (¢) I do not know-

If you have seen or worked with them, how useful did you
find these policles?

a) They were extremely helpful.

(b) They were worthwhile.
(¢) They were not helpful.

(d) They were a hindrance.

Does the lndlvlidual school in which you worked last year
have a teacher's handbook or manual of policies and
procedures which particularly apply to that school?

(a) Yes (b) No . (c) I do not know.

If the individual school in which you worked last year does
have such a teacher's handbook, how useful was it to you?
(a) It was extremely helpful. .
(b) It was worthwhile.
(¢) It was not helpful.

(@) It was a hindrance.

Do you think a teacher's handbook related to the policies
and procedures of the individual school in which you will
work next year would be helpful to you?

(a) Yes, very much so (c¢) Probably not

(b) Perhaps (d) Definitely not

In a school in which eleven of thirtéen teachers will be
new to that school, which of the following procedures
would you favor?

(a) The principal prepare and distribute a handbook

of _.policies and procedures to the teachers for their
use and evaluation as the year progresses, and plan

t0o revise the handbook at the end of the year.

____(b) The eleven new and two returning teachers help
prepare such a handbook as the year progresses.

(¢) Use no handbook at all for the year, but establish
committees the followling year to prepare the handbook.

___(a) Do not be concerned about a teacher's handbook.
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