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PREFACE

The aim of this study has been to gather information
and techniques which will be of value in planning, setting up,
and operating an efficient program 1In an elementary school.
Most of the ideas and techniques expressed here have geen
gailned from personal experience in performing administrative
duties under the supervision of Mr. Gordon Bowers, Brincipal
of the Briarcrest Elementary School. Without his help and
encouragment this study could not have besn accompliébd;

Other who contributed toward the fulfillment of this study

are: NMr. Harry Grimlund, Principal of the Rldgecrest lementary
school; Mr, Richard Sackstreder, Frincipal of the Hillwood
Zlementary School; Miss Adah Miner, Assistant Superintendent

of the Shoreline Public Schools, and the entire staff of the

Briarcrest Elementary School.



CHAPTER I
THE PURPOSE OF THE STUDY

The purpose of this study is to find information which
would be of help to a building principal in carrying out his
duties as supervisor and administrator of the educational
progranm carried on in the building to which he 1s assigned.
Ihree general areas which will be diseussed are (1) special
services, (2) extra curricula activities, and (3) schedule
making.

The information given has been gathered through first
hand experience in working in the areas mentioned with the
exception of schedule making. Several elementary school
building principals contributed coples of their material.

From these materials items common to all were selected.
Yther items which were considered necessary or important
were also used.

the importance of this study cannot be overemphasizeds
4n individual who is assigned as a building principal with-
out prior experience or knowledge has many responsibilities
which must be fulfilled. Careful thought must be given to
each area of consideration before a decision is reached.

‘he more knowledge or experience an individual can accumu-

late, the better able he will be to do an effielent Jjob.



CHAPTER II
SPECIAL SERVICES

The activities carried on in the classroom could not
be carried out in an efficlent manner were it not for the
work done by the building principal in several important
areas of special service. Three items of concern in this
category are transportation, books, and supplies.

I. TRANSPORTATION

The transportation office of the Shoreline School
District sets up the bus schedules, bus stops, and deter-
mining factors concerning who is eligible to ride a bus to
school.

In the elementary school attendance areas, kinder-
garten children must live three~fourths of a mile from
school to be & iglble to ride the school busiy 411 other
Elementary children must live at least one mile from school
to be eligible.

The exceptions to this ruling involve the location
of main arterials, such as Aurora Avenue, or the location
of the school. If g child lives less than the stated dis-
tance to be eligible to ride a school busy, but has to cross

a main arterial on his way to school, chances are he will be
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brougnt to school on the school bus. Thisg is especially true
if the student is in elementary school.

The location of bus stops is set, up so that a child
usually walks to a spot farther away from school to catch
his bus. This is done to eliminate problems which might
arise concerning children who live fairly close together.

For example, if one child lives on one side of a street and

rides the bus;, while his friend lives on the other side and
doesn't ride the busy, there could be a problem. JThe child

who rides would probably have to walk a block or so farther

away from school to catch his bus.

At Brisrcrest School there are not very many children,
except those in kindergarten, who ride a school busy In all
there are three bus stops. These bus stops are checked by
the principal two or three times each week to see that the
children are lining up safely and to make sure they are re-
specting other people's property.

If a situation arises concerning a student's misbe-
havior at the bus stop or on the bus, his bus riding provi-
leges can be revoked.

IT. BOOKS

Bach building is allotted a certain amount of money

each year which is to be used solely for the purpose: of



purchasing new textbooks. ?his allocation 1s based on the
basis of so much per pupil per year. The grade level is also
considered in this allocation. Library books, dictionaries
andl reference type material are excluded.

In the spriang an inventory 1s taken to determine the
number of books each grade level has in the various subject
matter areas. This inventory is then compared with the pro-
jected enrolment for the following school year. The ordering
of books for the next school year 1s based somewhat on this
comparison.

Two other factors affect the ordering of books. One
is outdated books. HNew textbooks for the various subject
matter areas are being printed each year. As more and more
improvements are made, it 1s obvious that the material pre-
sented in some textbooks is out-of-date. This is especially
true in sclence and social studies. Lt is extremely impor-
tant that material presented to children pe correct and up-
to=date.

Another factor of importance is the physical condi-
tion of the textbooks. As books become worn out they must
be replaced. Most textbooks have a life expectancy of from
three to five years. When a set of books becomes worn and

unusuable, it is replaced with by a new revised set of the



same text or by a compietely different set which is thought
to be better.

In the Shoreline School Vistrict a textbook list for
each grade level has been developed. # textbook selectlon
committee keeps this list up-to-date. From this list new
textbooks are ordered.

Because of the addition of a newdfice room unit to
the Briarcrest &lementary School which was opened this past
fall, an e xtra amount of money was allocated for textbooks.
It was not expected that all of the rooms in the new unit
would be used during the first year. However, more students
than anticipated enrolled, so 1t became necessary to use all
but one of the new classrooms. #With the Increase in enroll-
ment came additional funds.

A plan was set up to insure the meximum use of the
funds which were appropriated. The teachers on each grade
level were asked to make up lists of textbooxs which were
needed or desired as su.plemental material. <They were asited to
indicate wiiich books were the top cholices in case 1t became
necessary to cut csrtaln requests down because of over-
spending.

Most teachers turned in the vook orders but 1t was
necessary to make a personal contact with some to see if

any books were needed. <his also involved recommending



texts which might sesrve as good suvplemental material.

Among some teachers in the intermediate grade there
was a tendency to want to sticit to one main t ext in teaching
a subject matter area,. It wagpecessary to show them sornie
of the excellent new books Whi;h are more up-to-date or which
have better material than the text they have been accustomed
to using.

After the lists of books were compiled it was then
necessary to check the price lists and compute the total
cost. JThe secretary then typed up the lists and costs.
lhese lists were forwarded to the business office for final
acceptance and mailing.

When the shipment of books arrived at the school,
there were routine procecdures which were followed. The
shipment was carefully checked agalnst the items listed on
the packing slip. The packing slip was then checked
against the original order to see that all iteas arrived.

After the books were checked in, they were taken to
the book room where they were stamped. The points of infor-
mation shown after stamping were the school name, grade level,
and the number of the book. The books were then stacked on
the shelves by gradevlevel and by subject matter.

Besides textbooks, the other major area of concern

with regard to books is libary books. To provide ample



opportunity for recreational reading and for adequate re-
search materials, it is necessary to have a well stocked
library. As with textbooks, the money for library books is
allocated on a per pupll basis.

The main probleém with regard to ordering books is the
selection of books. <The job could be left entirely up to
the building librarian, but this would not be practical.

The other duties of the librarian demand so much time tiat
she cannot do an efficlent job.

One'method wnich can be used is that of the princi-
pal-librarian conference. They can get together and look
over the many booklists that are put out by the book pub-
lishers. Together they can select books which are desir-
able for the cnildren.

Another, and perhaps better, metnod lavolves the
getting together of the principal and librarian with the
librarians of several other schools. Through discussions
and the use of booklists it is possible to find out what
kinds of books children like and which ones are read more
frequently. If certaln book have a constant demand, it
would be wise to have more than one copy avallable in the
library.

Taking teachers to a book supply company is the best

method of selecting books for the library. In this way



teachers at various grade levels are able to get a first-
hand knowledge of what books are availsble. Then, too, they
will be better able to select books that will suit the needs
of their classes. 4 very find book supply house in Seattle
is Fuget Sound News.

Other sources of aid are the district consultants on
the primary and intermediate levels and the textbooks and
library displays held within the district each year.

III. SUPPLIES

School supplies are very necessary items in the school
program. ©Supplies might be divided into three main cate-
gories:! (1) custodial supplies, (2) secretarial supplies,
and (3) teaching supplies.

The building principal is responsible for the order-
ing of all supplies. However, he usually delegates the
authoritye.

The secretary consults with the principal conceraing
the needs for the following school year in relation to office
supplies. Yresent inventory, past experiences, and antici-
pated needs for tihne next school year are all considersed
when ordering these supplies.

lhe head custodian is responsible for ordering cus-

todial supplies. The same procedure is followed here as was



followed for ordering office supplies.

Teaching supplies are ordered on somewhat the same
basis. Hach grade level has a chalrman who is responsible
to see that an order is made up based on the needs and re-
quests of the teachers on the grade level.

If a certain amount of money is available to a build-
ing for teaching supplies, two methods can be used for appor-
tioning the money. <he money could be divided equally among the
grade levels, or the -money could be allocated on the basis
of the number of children in each grade level.

Regardless of the type of supplies being ordered,
there is an order sheet on which are listed the items and
their costs. It is easy then to compute the costs of all
items ordered.

In any case where the ordsred items cost more than
the money avallable, it is the responsibility of the prin-
cipal to decide where to cut back the order.

When teachers want or need teaching supplies from the
supply room, the procedure for receiving them varies from
building to building. Some principals require their teachers
to turn in a requisition listing the items wanted. Others
leave the supply room open and available to the teachers.
ihen a teacher needs something, he is free to go to the

supply room and take 1it..
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Both methods can be justified. If a close record is

required concerning how much each teacher or grade uses then
the first mentioned method would be necessary. Assuming, how-
ever, that teachers will use only what they need, the second
mentioned method saves a lot of record keeping and walting on
the part of the teacher. When she wants sometuing she can

get it.



CHAFPTER III
EXTHRA CURRICULA ACTIVITIES

I. STUDENT COUNCIL

The student council of the Brisrcrest Elementary
School is not organized until a month or so after the
school term has begun. It is felt that the chlldren in
the various classes should have an opportunity to become
reasonably well uaecqualnted with each other.

Much is expected from the individual teacher in
preparing for the student council election. 7The teacher
is encouraged to spend time discussing with her class the
values and purposes of the student council. To stimulate
critical thinking on the part of students, the responsibil-
ities of council representatives are discussed. Students
of this age need to be cautioned to consdier things other
than personal friendship when nominating or voting for a
prospective representative.

Each class in the building from the third grade
through the sixth grade elects two representatives to
serve on the student council. To provide more fair re-

presentation one-of the two must be a boy and the other a

girl.
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After the election ol representatives is completed
the first Student Council meeting 1s held. At this meeting
the principal and/or faculty advisor to the group discuss
the plans for the year. Some time is also spent at this
meeting to discuss the organization of the Student Council.
The representatives are encouraged to take part in the dis-
cussions as much as possible to help them become acquainted
with each other and to facillitate the sharing of ideas.
Through this acquainting process the students become aware
to some degree of who the more capable people are.

Lhe first one or two meetings are not too long. The
representatives are usually asked to meet during the recess
time or during a conference periocd that the faculty advisor
might have.

After the second meeting the election of Student
Council officers is usually held. The officers to be
elected are president, vice-president, secretary, and
treasurer. <+he Student Council Constitution states that
the president must be elected from among the sixth grade
representatives. The other positlons have no restrictions.

In working with the Student Council, it becomes
necessary to develop some general objectives to follow.

The following cover the objectives of the Briarcrest Student

Council:
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1. To deveop leadership,

2. <o give the students some experience in
democratic procedures,

3. Yo give practice in conducting businesslike
meetings,

k. Yo gilve the students opportunities to develop
the skill of critical thinking,

5. 4o give the students a voice in decision
making felated to certaln activities,

6. To help develop and maintain good relations
between the students and the staff,

7. To encourage school spirit and loyalty,

8. Yo help develop communication skills.

The Student Council takes part in many activities.
Twice each year the group sponsors a paper drive. One is
held in the fall and the other 1s held in the spring.
Awards are given to the room in the primary division
(grades 1-3) and to the room in the intermediate divi-
sion (grades l;-6) which brings the most paper. Also,
lesser awards are given to each pupll who brings one thou-
sand or more pounds of paper. A school assembly, which i1s

planned and conducted by the Student Council, is held after

each paper drive to award the prizes.
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Another money making project sponsored by the Student
Council is a skating party. Arrangements are made with a
local roller skating rink and a date is set. All proceeds
from the party are donated by the rink to the Briarcrest Stu-
dent Council.

All monies raised by the Student Councll are used to
improve the total program of education offered by the school.
The Student Couneil, through the guldance and suggestions of
the principal and faculty advisor, discusses how the money should
be spent. Council representatives discuss with their respective
rooms needs and possibilitlies which should be consldered.

After a thorough disucssion by the members of the council
a decision is reached as to what should be purchased.

During last year and the first part of this year, the
Student Council has purchased reference books [for the school
library, dictionaries for the primary grades, much needed
equipment for the School Safety FPatrol, square dance records,
monkey rings for the playground, and a large number of games
and puzzles for the kindergarten.

A major project developed and sponsored by the Student
Council this year is a school paper. The aim of the staff
is to publigh one issue of the paper each month which 1s de-

voted to student and room activities.
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Another phase of activity concerns helping to solve
problems which arise from time to time in the school lunch-
room or on the playground. The representatives discuss the
problems in the individual classes and together at council
meetings. Many times better reéults are obtained through
student disucssions than by directives from the teacher or
the school office.

A Tinal area where much is being done through the
council is in maeking children aware of the needs of others.
Such drives as tuoose put on by the Red Cross, United Good
Neighbors, World Clothing, Care, and the Folio Foundation
are presented to the students. BHach student is given an
opportunity to contribute but no pressure is applied.

The Student Councll through various activities is
£illing a vital need for children approaching their teens,
Opportunities are provided for many to broaden their in-
terests and abllities.

The success or failure of the program depends to a
large extent on the adult leadership. The assignment of
someone to serve as faculty advisor needs to be considered
carefully. <The most important ingredient to be considered
is interest on the part of the one who is the advisor. Is

he sold on the program? Will he spend the time required

to do avgood job? Another factor to consider in relation
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to the adult leadership is time element. Does the person
have the time needed to do the job? Is his schedule already
loaded to the limit?

The mechanics of handling the students must be cone-
sldered very carefully. Children of this age are not
mature enough to make their own decisions in most cases.
An advisor must develop the skill of guiding the thinking
of the group and still make the children feel they are doing
the deciding. To be effective, a careful balance must be
maintained between telling the council what to do and allow-
ing them to decide what to do.

The work load of the officers and members of the
Student Council must be watched. Sometimes a very able per-
son gets loaded down to the point where he can't do Jjustice
to any task. Wherever possible spread the work around and
utilize people who are not members of the Student Council.
At no time should a student be loaded with responsibility
to the point where his academic work will suffer..

IT. ©PUBLICATIONS

As was mentioned before the Briarcrest Student Council
publishes a school newspaper on a monthly basis. In previous
years the paper was put out by the principal and secretary.

Most of the articles were written by students, but they
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weren't involved much in the organlzation and planning.

1t was felt that the Student Uouncil could organize
and sponsor the school paper. wWith the help of recommenda-
tions from the upper grade teachers, an excellent staff of
student writers has been organized. The staff is working
through the Student Council.

The faculty advisor met with the student council
president to ovlan the organization of the staff. In all,
there are eighteen students involved as staff members.

The breakdown shows the following: editor-in-chief, one
sports editor for boys' activities and one for girls!
activities, two room news editors, personalities editor,
council activities editor, asgsemblies editor, staff artist,
8ix reporters, and an editing committee which consists of
the editor-in-chief, council president, two at large mem-
bers, and the faculty advisor.

The main purpose of the paper is to keep the stu-
dents and parents informed about all student activities.
With £ ew exceptions all articles published are written by
the students. Most of the articles are not written by the
staff members. Their job is to see that the articles are
written by others. As the year progresses it i1s planned
that a large number of‘the students will nave had a chance

to write a short article of some kind.
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Another purpose of the paper is to give children a
chance to do some writing and develop their interest and
talent in Jjournalism. U&very child likes 7o see his name
in print and this is a tremendous stimulus to do some
writing. Creative writing in the form of short stories
and poems is also encouraged.

The staff works hard to see that the material is
ready to be published on the fourth Tuesday of eaci month.

In this way the paper isn't published at the same time as the
P.T.A. paper.

The Briarcrest Yarent Teacher Associatldn publishes a
new letter for parents once a month also. 1t is scheduled
for the second Tuesday of each uonth. All items of interest
related to school and P.T.A. matters are printed in the news
letter. A member of the P.T.A. board is responsible to see
that this job is done.

In so far as possible all bulletins and announcements
sent out by the school or the district central office are
sent home on Tuesday. In this way parents can expect.them
on this certain days.

III. ATHLETICS

The athletic program of a school can involve two

aspects of activity. They are intramural and extramural
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activity.

[ N

Ine intramural program involves all athletic activity
within the school excluding the ohysical education classes.
fhis program involves both boys and uirls and can be carried

on during the noon luncihr period or after school.

i~y

Because children below the fifth grade are for the
most part not ready for team s@orts, the intramural osro-
gram is usually limited to the fifth and sixth grade children.
another reason for thnls situation 1s that most women are

not tralned or are not willin: to work in btnls activity.

The men teachners arc usually found on the fifta and slxth
grade level. 1his is unfortunate bacause much could be done
with lower level students.

Cnildren of intermedlate age nave asbundant energy.

This enersy needs to be channeled. A well organized intra-
ural vrogram can do much to keep %ﬁis enerygy cixannelad in
desirable Learaning experiences. Such common activities as
football, soccer, baSketball, volleyball, softball, tether-
ball, and tumbling can be used effectively in en intremural
progrem. For girls such additional activities as baton
twirling and rove skipping could be used.
Ihe main p@bblems with respect to a good intramural

program are not related to the lack of activities or faclli-

ties. It is related to the personnel available in the build-
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ing. Many times people are willing to work but they don't
feel qualified to handle sueh activities as athletics.

In many cases the girls are neglected where intra-
mural activities are concerned. This should not be the
case., A schedule might be set up which would allow the
girls at least two days a week for organized intramural
activity. In some sports, such as volleyball or tetherball,
the boys and girls could participate together.

The other phase of athletic activity involves the
extramural or interschool sports. In the Shoreline School
District a limited amount of interschool play is permitted
in the more common sports like football, basketball, soft-
ball, and volleyball. Competition in other areas 1s usu-
ally permitted also, if two schools want to get together.

The interschool sports program is carried on after
school. In most cases the emphasis is placed on boys
activities, but girls activities are encouraged.

To be eligible for after school sports a partici-
pant has to meet at lwast one requirement, but two require-
ments are usually required. The most important one involves
taking home a permission slip, gettipg it signed by the
parents, and returning it to school. <his relieves the
school from any liability in case of accidents. The second

requirement demands that a person participate in intramural



activity before he is eligible for extramural activity.

As meny children as possible are encouraged to take
part in the after school program. It 1s hoped that all who
take part in the program would get a chance to play in the
interschool gemes. JIo facilitate this the schools have,
wherever possible, set up two teams for interschool games.,
‘he first team would consist of the more able players, while
the second team would be made up of the less skilled players.
In this way each group competes against a team of more equal
ability and more boys are given an oppértunity to compete.

Whether the athletic activity at the elementary level
is intramural or extramural, there are certaln objectives or
goals which should be kept in mind. They are simple and
basic. Five such objectives are : (1) involve as many
children as possible, (2) teach the participants the proper
fules for the more papuplar athletic contests, (3) develop
good sportsmanship, (L) develop the ability to work with
a team, and (5) develop basic athletic skills.

IV. PARENT-TEACHER ASSOCIATION

The adminlstrator's responsibility in working with the
P.T.A. is great. The P.T.A. as a group can be a great help
or a great hindrance toward maintaining a sound educatlional

program for children.
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The principal must work closely with the P.T.A. to
keep the public informed about the educational program of
nis school and of the district as a whole. A good way to
accomplish this 1s to work with the president and program
chairman in planning the meetings which will be held through-
out the year. In this way the school staff will be able to
have a part 1in explaining schiool policy, methods of teaching.
and other important aspects of the total school progrem.

By working with the P.T.A. executive board the
principal can help to set up a well thoughi out and well
organized P.T.A. program. If ever a P.T.A. group forgets
that is exists primarily to help bulld and maintain a sound
educational program for the children, the principal should
step in and remind them of this fact.

Involving parents in school activities is a good way
to create interest in school affairs. Through suggestions
to the P.T.A. execuative board parents can be encouraged
(1) to help teachers on field trips, (2) to help the
librarian with rountine work, (3) ald the school nurse in
the health program by weighing and measuring the chlldren,
and (4}) by helping on paper drives or other such money
making drives conducted by the school.

If at all possible there should be a teacher repre-

sentative on the P.T.A. execuative board. In this way the
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representative can express the felling of the teachers to
the board and can carry back to the teachers the ideas or
plans that the board might have.

It is the usual practice for each P.T.A. group to
set up a budget by which the group willl operate for the
year. The sources of income to support this budget are
membership dues and some type of money-making project. When
the school year is reaching its end, most P.T.A. groups try
to do something for the school. This is done by using any
monies which are left over from the budget, In many cases
this involves very little money.

Inhnalysing the budgets of some P.T.A. groups, it
is easy to see why this is so. Too¢ much of the money in
the budget is spent on items which do not benefit children.
If this is the case, the principal should point this fact
out to the P.T.A. board.

Another progem regarding financial matters ls that
relsted to the type of records kept by the treasurer. Some -~
times the books aﬁe kept in a somewhat nondescript fashion.
The principal should insist on a well kept set of financial
records. TB help facilitate this, all monies involving the
P.T.A. group should be handled through the books of the
treasurer. Sometimes money comes in to someone other than

the treasurer and it is used to pay P.T.A. bills without
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going through the treasurer. This should not be done.

When election time 18 near a nominating committee i1s
elther appointed or elected. The principal might want to
meet with thls group and review with them the duties of each
of the elective offices. 1t is important tnat the people who
will be nominated be well qualified.

A principal must watch out for certain things when
working with a P.T.A. group. Be sure district policy is
being followed in all decisions that are made. Beware of
becoming too friendly with board members. It is harder to
disagree when necessary because it's not as'easy to be
objective when close friends are involved. Be falr and
open-minded to suggestions or criticisms. Don't take

sides on an issue that does not directly involve the school.



CHAPTER IV
SCHEDULE MAKING

Mueh of the school adminiétrator's fime is take up
with the planning and the setting up'of schedules. Through=-
out the school year sltuations arise which necessitate setting
up temporary or permanent type schedules. There are two
types of schedules wihich many bulilding principals develop
and use. They are the schedules for begihning the school
year and ending the school year. This chapter will de-
velop two such schedules.

I. BEGINNING THE SCHOOL YEAR

In developing a séhedule for the opening of the
school year, it is necessary to inﬁlude all of the main items which
a teagher should know the answer to., After careful analysis
of several opening school bulletins, it was found that a
large number of similar items appeared in each one. Other
items appeared in some, but not in others. Ideas were
drawn from many to develop a schedule for beginning the school

year.

Responsibllities of Personnel

The Pr;ng;ga;
e duties of the prineipal comprise of the organiza-
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tion, supervision and administration of the scnool, includ-
ing the following points:

Progems of attendance
Hendling severe disciplinary cases

Arrapgements for pupll transportation and supere
vision of the bus loading

Directing the supervision .of the student govern-
ment organization

Referring problem cases to the Special Education De-
partment

Supervision of the malntenance and use of complete
record files for each student on attendance and
other pertinent data

Supervision of pupil room assignments

Direction of the supervision of the cafeteria and
playground :

Direction of all emergency drills, such as fire,
earthequake and bomb

2§6~Librar%§§ .
¢ librarian recelives and issues all library books
used in the school, She will work closely with the class-

room teacher to expand and enrich the reading progran.

The Teachers

eachers have the direct responsibility of all pupil
learning activities, Well planned activities and a slncers
attempt to develop harmonious, efficlent working relationships
with pupils will insure a successful program. t will be the
duty of the teachers to support the policles and philosophy

of the school district at all times both in and out of

school.

11,

ine School Secretar - '
The secretary is the personal secretary to the

principal. She will be in charge of the business reports
of the sachool.
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The School Nurse !

The nurse will be in charge of all health problems
as they affect the health of the chitdren. All health
problems are to be brought to her attention.

The Custodiggs

8 custodians will be responsible for the care and
cleaning of the bulldings and grounds. All major requests
for thelr services should be cleared through the office.

The Lunchroom
e preparation and serving of lunch for pupils and
staff will be the responsibllity of the lunchroom staff.

General Information and Procedures

Absent Reports

e sure to indlcate the full name of each pupil who
is absent on the dally attendance form. These forms will
be picked up daily thirty minutes after the opening of school.

Accidents
In the event of an accident notify the office

immediately. If first aid is necessary, it should be given
by the prinecipal or some competent adult. After the victim
bas been cared for be sure to fill out an accident report.
Forms are avallable in the office.

After School Retemtion of Students
snever this l1s done, the parent should be called

by the teacher. This should be done very infrequently,
but when it 1ls done the teacher should remdin in the room.

Arriving at 8§goo;‘
students should not arrive at school more than fifteen

miriutes before classes begin. In inclement weather, all
pupils should go directly to thelr rooms. Bilecyeles are not
to be ridden on the school grounds,

Attendance

Pupils who are present less than one hour of either
the morning or afternoon session should be counted absent

for that session. Prolonged absence from school due to 1l1l-
ness should be referred to the school nurse.

Illness is the only legitimate excuse for absence.
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Teachers are responsible to see that an excuse is
brought when a child returns to school.

Tardiness; FPupils are tardy if they are not in
thelr rooms when the tardy bell rings.

Early Dismlissals? Early dismissals may be granted
by the principal at the written request of the
perents.

Truancy: The principal will handle all such cases.

All enrollments and wilthdrawals are made through

the office., Transfer reports are avallable in the
office.

Bauk Day

o Tuesday is Bank Day. Grades four through six are
€ligible. Hach child will have hls own pass book. Bank
money should be sent to the office no later than ten a.m.

Bicycles

o For reasons of safety, only fourth, fifth, and sixth
%zade puplils may ride bicycles to school. ZHach pupil who

es so must belong to the Bilcyele Club. They must abide
by the following rules:

Ride on the right-hand side of the road.

Use the crosswalks when crossing the street
at school.

Ride single file.
Be alert.
Walk bicycles on the school grounds.

Bicycles must be locked at all times durlng the
school day.

Care of Classroom

‘he teacher is responsible for the heating, ventlla-
tion, and use of the lights and window ghddes. A reliable
monitor may be appointed to handle these. ‘

Electric lights and shades should be used to the
best advantage.
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Students should not deface school property. Fuplls
who do should be reported to the office.

feat and ventilation should be closely checked. Keep
temnperature at 68 to 72 degrees.,

Take pride in a well kept room. Children should re-
spect and care for theilr own room. At the end qf the
day:

a, Leave chairs, desks, and table tops clean

b, Have all noticeable debris removed from the
floor.

¢. Leave blackboards clean
d. Lock all windows
e, Adjust window shades

Class Record Book ‘
This 1s the roll book. &n alphabetical list of all

students should be entered. Arrange the book to sult your=
self. Take 1t with you during fire drills.

Classroom Dally Porgrams
Dally programs should be ready by the end of the third

weelt of school, Give one copy to the office and another
should be attached to the substitute information sheet.

Classroom Digcipline
The teacher is expected to handle most of the disclipline

problems. If a serious problem arises let the principal hendle it,

Collecting Money
"$re any money is collected for any reason, the

principal must be notified in advance.

bommunications to Yarents
‘ Communications to parents of a personal nature should

be sent home in a sealed envelope. On very personal matters,
the teachar should phone or schedule an interview.

Courses of Study
Many district courses of study will be issued to you.
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Please keep them together. &t the end of the year these are
to be returned.

Cumulative Record Cards

ese contaln confldential information and should not
leave the office without permission. District test scores
should be entered on the cards.

Desks ‘
Every effort should be made to fit .each pupil with
the proper size desk. If any adjustments are necessary
please contact the custodian.

Diseipline Problems

There are some pupils who require patient and under-
standing treatment in order to obtain adjustment of person-
ality.

Conference with pupils alone are more effective
than reprimanding in class.

Do not allow strong conflict between pupil and
- teacher to develop before referralrtq the office.

An effective means of malntaining good class
discipline is through c areful planning of class-
work and getting down to business during the first
few minutes of class.

D;mniasgl

Children are to go directly home. Each teacher will
supervise the children leaving the classroom and getting on
the bus.

Yuties N
All teachers fall heir to duties. ferform them falth-
fully and cheerfully. After the first few weeks a commlttee

of teachers will issue the final duty schedule.

Bgrly Dismissals
, A written note signed by the parent or guardian is

required. EHarly dismissals must befpproved by the office.
A teacher may require the tlme to be made up.

Failing Work
'he office should be aware of all puplls who are doing

failing work. Parents should be notified by conference in
ample time before a report pericd is due.
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Faculty Meetings
here are two faculty meeting per month. The fall

on the second and fourth Thursdays. The first meeting will
be an administrative type meeting, conducted by the princii-
pal. The second is a professional type meeting which is
planned by a faculty committee,

Field Trips | |
A oarefully planned field trip is desirable for every
class, FPlan well in advance., All necessary forms and infor-
mation can be secured in the office.s The visual ald coordi-
nator has a 1ist of available field trips.

Film Orders
' " A1l requests for fllms should be directed to the

audio-visual ooordinator. Films are ordered a month in
advance.

Plas Salute
- The state law requires that the flag salute be given
at least once a week. Make 1t a daily practice.

Going to end From School

oungsters should use care when going to and from
school.

‘Walk on left side of street facing traffic.
Pupils should not loiter on way to school.
Pupile should not accept rides from strangers.
Walkers should cross. at crosswalks.

| Where no sidewalk is provided, the puplls should
walk single flle.

Lavatory Use ~

Developing good lavatory hablts is an important phase
of teaching. Lavatories should be checked dally. If as-
sistance 13 needed feel free to contact the offilce.

Lost and Found » ' .
Veluable articles should be turned in to the boom
teacher who in turn will turn them in to the office.

Lunchroom )
All pupils who do not go home for lunch are to eat in



32

the luanchroom. <ood is not to be eaten outside of the lunch-
room. Good manners should be stressed. HEach teacher should
be aware of the behavior of his group.

Mimeograph

ihe office secretary will do all mimeograph work.,
This is necessary to keep the machine in good working order.

New Students

Admit no new student unless he brings with him an ad-
mittance slip from the office. If all records are not re-
ceived on a new student within a reasonable length of time,
check with the offlce.

Permission to Leave School Grounds

Puplls are not to leave the school grounds without
permission from the office. Permission will not be granted
unless they have a note from their parents.

Pleyroom » )

No street shoes will be permitted on gym floor. Either
gym shoes or stocking feet are required to play in supervised
activities. All after school activities will demand proper
footwear. '

Pupil File Folders
FI?@ Tolders are aveilable on each child. Much help-
ful information is contalned in each. /%dd to this informa-

tion any that you think will be of help.

P,T.A.
‘ The Yarent Teacher Assocation provides an opportunity

for all of us to inform parents of our educational policles

and practlces, An active participation will produce good

public relations. &Zvery effort should be made to abttendthese

meeting$. The principal would appreciate knowing in advance

of anyone not planning to attend, and the reason why.

Report Cards
rimary report cards are sent home twice a year, at the
end of each ninety day period.

The intermediate gradés send home cards three time a
year, at the end of each sixty day period.

The principal should see the cards before they are
sent home.
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Retentions

February is the month in which parents are notifled
of possible retentions. The following is a gulde regarding
promotional policy:

The district favors no retentions in kindergarten
excent in very exceptional cases.

The principal and pareant shall be made aware of every
probable retention by the end of the first semester.

Retention should be considered a constructive educa-~
tiopal measure.

No child should be retraine more than one year in
the elementary grades.

Following is the procedure to be followed in cases
involving possible retentions.

Submit to the principal by February 15 a case study
together with your refommendations on the case.

Arrange an appolntment with the parent and princi-
pal to discuss the matter and to obtain parent
understanding.

Parent, teacher, and principal will decide on final

disposition of the case after evaluation of the facts.

Safety ?gtro% ,
‘ agulty supervisor will direct the patrol. - Your

Judgment in recommending the best students possible 1ls very
importants. Bncouragment and commendation are very important
to patrol members.

Stress the importence and function of the safety
patrol to the students.

Sechool Day

he school day consists of seven and three quarters
hours. Teachers should plan to be in the building thirty
minutes before classes start and should remain thirty
minutes after classes are dismissed. When situation war-
rent a late arrival or an early dismissal, it will be granted,
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but such situations should not become commonplace.

Seating Charts

All teachers are required to keep up-to-date seating
charts. Check with pupils for needs to sit near the fromt,
Check with the school nurse 1f you have any guestions.

Substitute Information

The following procedure will help the substitute
teacher. Leave the following information on the top of your
desk each nlight. ’

Lesson plan books with your week's duties noted on
the top of the page.

Books being used for the next day's lessons with
notations if necessary.

Substitue Teacher Information Sheet with all
necessary information filled in.

Up-to-date seating chart.

Supervision

All supervisory assignments are important parts of
your school duties. We should be careful about leaving class-

rooms without supervision.

Teacher Absence
~ When you know that you will unable to attend school

please notlify me as soon as possible at my home or at the
school. If possible call befére 7:30 a.m. on the day you will
be absent, or the evening before 1f you know that you will be
absent the following day. We shall employ a substitute for
only one day unless you instruct us to do otherwise. If you
~decide you will need an additional day to recuperate, call
before the school day is « er so that we can inform the sub-
stitute.

Teacher Cgﬁg File
ach teacher is provided with a three inch by five
inch file contalning a teacher information card for each pupil.

It is imperative that the informetion on them be
kept current at all times. ‘

Office File Card: After you have made the changes on
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the teacher flle card, duplicate the changes on the office
visible file. Be sure the doctor's name and phone number is
current, as well as the nelghbor to call in case of an emer=
gency. UVomplete this by the end of the third week of school
and keep it current.

Tegcher-ngegt Conferences
ach teacher in the primary grades should plan to

have two conferences durin§ the year., Upper grades should
plan one for each chlld. £ more are needed feel free to
arrange them.

Telgggone Use '

“Students will be permitted to use the phone for emer-
geney only. They must have a form signed by the teacher.

Textbooks g ‘

A record should be kept of all books lssued to
children. This record should include number, name and con-
dition of the books. Pupils are to be held accountable for
excesgive wear, ,

Vision and Weight Checking
118 1s done early in the school year and again In the

spring., The P.T.A. helps with this task. Schedules are set up
and the teacher will be notiflied as to the date and time.

W;ggggawgli

' n the event a studet withdraws, 11l out the Trans-
fer Report form. All records on the withdrawn student should
be turned in to the office. The withdrawal should also be
noted on the daily attendance slip.

II. ENDING OF THE SCHOOL YEAR

As the schedule for the beginning of the school year
is important to get the school year off to a good start, so
is the schedule for the ending of the sdrool year important.
There -are many items that must be taken care of if an effec-

tive school closure 1s to result. & systematic plan needs to)
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be worked out which will make it as easy as possible for the
teacher to get all of the items taken care of on time.
The followingz is offered as one zood method for doing

the job in an sfficient manner,

CLOSING CF SCHOOL BULLETIN
CHECK SHEET
Use this bulletin as a guide in completing all the
routine "red tape" that is a necessary part of closing the

school year.

Pace yourself to have all Heports in on the date due
unless an emergency request 1s made.

Use tnis check-shet to check off each task as you
complete it. Turn in this sheet, signed, to the office the
last day of school.

Month Day
le______ Shoreline Guides .ecveescecesrcsscsese
2._______ Teacher Information Cards.ceceescccsss
3., Inventory SheefSeveseeccectsconccines
Yo . Permanent Record Cards.escecsccccsccss
Be .. Attendance Cards....cceeececesanvaceass
6o Divide 60-61 ClasseScesscscssscessssss (Grade level)
Te_____ Book Deposits and FineSeeseeocsesvosse
8._____Text Book Repair List((to Grade Chairman)
Qe ... Federal Survey Cards.icesesssecccsesces

10, Supplies and Equlpmenbtesscsesscseevoes

11. Suumer Infcmation Sileetcaoooto-ooo.oo
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12. Report Cards ® 0 6 0 0 00 05 0O 0P USSP INEPEOPEASGS
13. Storage of Books, Maps, and Globes «secevass
lh. E“ix‘st &id Boxes. LK I B R AR SR B IR BE BE S B BE BN R N R R IR R Y O

Olassrooms to be checked by the ?rincipal;..

16, Keys and Checksheet (envelope provided for

key) L 2N BN AN B B NN BN BN BN DR K N NN NN NU N B BN B BE B N BN NY NE NN R O NE K N R NN RN N

Signed

1. SHORELINE GUIDES

Return to office all Shoreline Guides.
a. Basic Curriculum *  ¢. Handwriting
b. Fhonicg Gulde d. Science
e. Soclal Studles ___

2. TEACHER INFORMATION CARDS

a. Erase teacher code and room number information
on the top ecenter squares of card. (Thls infor-
mation should always be done in pencil,)

b. Be sure the address and phone number is current
and correct, These cards are used for parent
contacte.

Ce Place a penciled X before the father's or mother's
name if they have been good school helpers in apy
way. (Write a brief description on the back of
the card.) BEncircle the X if the parent 1s out-
standing.

d. F111 out the grade, place, teacher, year and the
next year assligmment on the bottom of the card.

lst column:

Grade- Present Grade (3or 4) ( If ghild has
been retained, indicate by "Ret")

Place- Write in 1,2,3,4, or 5 to indicate
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student's rank in class on a comparative
basis~ (This rating is merely a device to
assist us in grouping next year's classes.)

1 - 4 or 96 -~ 100,
2 - B or 20 - 25
- C or 80—« 89
ﬁ - Dor 70 - 79
5 -« F or below 70 (Retentions, or in some cases

a student who is place in
the grade above.)

Teacher - e.g. - Brown
Year - 8.g. = 1960-61

Note: 1st column for Kdg, 2nd for gade 1,
etec. LEnter this year's markings in

the appropriate column.

e. . Attach following information to the Teacher Infor-
mation Card with a paper clip.

A blue tag if child is quite desirable to have as
a pupil,

A yellow tag i1f_the child has been a problem in
the classroom. Lf he or she is one of a combina-
tion that should be seperated next year, notate
on the tab $add a white one if necessary) who he
should be separated from. If you feel the child
s?ould have a specific teacher, please notate this
84180, )

SPECIAL NOTICE
3% Instructions for grouping these cards for next
‘year's room group will be given later, .

3. INVENTORY SHEETS

"

Will all teachers who are given these forms turn them in
to the office as you have completed the form. (Date given
is the deadline unless the forms are delayed coming to us.)

i, PERMANENT RECORD CARDS

a. These cards are alphabetically arranged in the
office file. Be sure you receive your with-
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Ce

f.
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drawn student cards.

Enter the yearly averages and attendance anytime
after May 15th. Since the attendance record on
these cards is not the official recording of deays
present, you may estimate the attendance for the
balance of the year, ‘

Svery pupll who have been in your class this year
must nave a permanent record card. Notify the office
immedlately of any pupll without a card, and please
turn in amy cards not belonging to your room.

IMPORTANT~ Be sure all cards are complete in every
way, including the withdrawn ones. These cards are
difficult to check, and sometimes we don't see the
omissions until after you have gone on vacations

and then it 1s impossible to secure the Information.
It is imperative that yvou indicate all of. the follow=
ing information on the cards.

(1) Indicate date as well as grade on cards.

(2) Write in Dist. No. (412), Schoo}l, Date of
Admission, your name as teacher, Days of
Fresent, Days Absent, and date' of dlscharge
if child is withdrawn.

(3) Besides the grades, DON'T FORGET TO INDICATE
PROMOTION RECORD.

These cards are confidential. They are an accumulated
record of the students' grades in our building and
our officilal Pecords. They must Not be lost or mis-

placed.

When you return the cards, place them in alphabeti-
cal order - boys and girls together. Keep withdrawn

cards separate. We will keep the cards separated

by rooms next year.

Bech card must have the promotion status of the pupill
in the proper space. ~egend-"pro", "Ret", "Place",
n Cond. " .

Complete all cerd$. DBe sure to indicate which is
enrolled and which is withdrawn - use rubber band.
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e)
i. Standardized Test Information- Those grade levels
that gave standardized tests this year are to put

t..at information on the permanent record cards.

(1) MNental Test -  The most important score is

the Tot., TI.Q$ Lang. and Ferformance scores,

if given separately may be listed in add. to
tot. score.

(2) Achievement Tests - The most important score
is the Grade Placement, as 5.6; and the Age

Equiv. as 10-7. Total scores on these tests,

as 13l., mean nothing without a manual.

ATTENDANCE

You will need the attendance for report cards and for
the permanent record cards. If you have not kept a
record in your room, you will have to get 1t from the

‘attendance cards in the office. Assume perfect atten-

dance for June 1,2,3,awd ).
DIVIDE NEXT YEAR'S CLASSES

A second bulletin will be issued on the procedure to be
followed in dividing next year's classes.

BOOK DEFPOSITS AND FINES

L1f you have either a fine to levy or someone whp abso-
lutely needs to have a book issued to him for summer
study, check with the office and envelopes will be given
to you for that purpose. All money must be collected'
and turned in s week before school is out. A full de-

posit must be made on any book checked out for the

sumuer.

TEXTBOOK REPAIR LIST (Handed in by grade chairman)
If you have any textbooks that are in bad shape, con-
tact your grade chalrman for instructions at least one
week before the list of book are due in the office.

FEDRRAL SURVEY CARDS.

These cards will be placed in your box last day of May.
Will be please do the followingz on the cards of tihose
eligible:
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1l

12.

k]

a. VYetermine if the eligibility still exists; that is,
are the parents stlll employed at the same place
they were when card was filled out originally.

b. If employment has changzed, find out date job change
took place.

¢, 4f students who were not originally eligible now
seem to be, determlne date of eliglbllity.

d. Hfeturn cards on June 2nd, separated by categories,
A,B,CpL, with final attendance days figures.
The attendance figures must be accurate as these
cards are carefully audited by the Federal Govern-
ment.

e. LIf there are any questions, please see the office.

SUPPLIES AND EQUIPMENT

Teachers who are not returning next year should gather
all material such as paper cutter, dispensers, paint
brushes, staplers, scissors, rulers, etc., and place
in a carton. An imventory of what is inside should be
fastened to the top. Flace in office.

Teachers who are returning should lock such material
in the cupbosard and leave a listing of materisals on
the cupboard (taped on). Leave these supplies in the
room you will be assigned for next year.

SUMMER INFOAMATION SHEET

Please fillin the information requested in case any
mail or other information should be send your way.
Attach & stamped, self-addressed envelope, if you
want your August check mailed $o you. Indicate so on
envelope.

REPORT CARDS

a. Final grades and averages may be made out and
entered on the report cards at any reasonable
time,

b. Cards will be issued to pupils on Thursday after-
noon, June 8th; kindergarten at the same time.
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C. It will not be necessary to turn cards in to the
” office for checking, unzess you have some guestions
on a comment that you plan to write on the report.

d. Teachers should make sure that each student has
paid all fines, fees, lunch charges, etc., before
he is given his card. If there is a problenm,
please consult the office.

13. STORAGE OF BOOKS, MAPS AND GLOBES

a. Textbooks are to be stored in the bookroom
b. Library books should be returned to the library.

c. #aps, globes, record player, projectors, and the
tape recorder are to be stored in the library.

1), FIRST AID BOXES

Please turn in to the nurse's room

15. $LASSROOMS  (Suggestions on how to leave your classroom)

a. Begin to clean house a bit seach day. All cup-
boards, shelves, etc., should be in perfect
order the last day. '

b. Clean blackboards.

c¢. Emply completely all pupil desks.

d. Organize and clean degk drawers.

e. Organize cupboards.

16. KE¥S8 AND CHECKSHEET

All keys must be turned in before you leave. WE'LL
EXCHARGE YOUR CHECK FOR YOUR KEYS AND THE CHECK SHEET
"PROM 'HE FRONT OF THIS BULLETIN.
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