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CHAPTER I 

PURPOSE AND SCOPE OF THE PROBLEM 

To the new and prospective administrator in the spe­

cialized field of educational administration there are many 

references explaining the functions of supervision. In the 

school the positions of the supervisory group become less 

distinguishable with overlapping and delegation of authority; 

that is, in one school system one supervisor might be doing 

many different things that would be done at a different level 

in another district. 

This study was an attempt to find answers to the 

following specific questions: (1) What are the positions of 

local supervision? (2) What are the duties and responsibil­

ities of the different supervisors and are these generally 

listed, specified and classified? (3) Where does the 

authority for supervision lay? (4) What are the qualifica­

tions for supervisory positions? (5) How are supervisors 

selected? 

I. THE PROBLEM 

St§tement 2f. ~ Probl~m: 

There are about 45,000,000 children traveling to 

school each day where they are taught by about 1,500,000 

teachers. To support the undertaking, the taxpayers pay out 
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more than $15,000,000,000 annually. Educators are asking 

that this amount be doubled in order to have a quality pro­

gram. To house the children a multi-billion dollar plant is 

maintained. Direct control over this vast enterprise is 

handled by approximately 50,000 school boards and their repre­

sentatives. 

The method in which this enterprise is handled and the 

method of establishing controls so that each classroom oper­

ates efficiently and produces a well educated student is a 

problem of considerable concern and magnitude. It is worthy 

of special attention as a problem of leadership. 

This study is not concerned with what legal controls 

are placed on supervision by the state, but to study organi­

zation as it is found in ~ public school system and the 

division of responsibility on the different levels as revealed 

in the written school policies. 

Use Q,f ~ Study: 

The result of this study will serve as an aid to help 

build a better understanding between the different units of 

the school. It will serve as a guide to the prospective 

administrator by listing an acceptable standard of responsi­

bilities and duties for each position in our local schools, 

if such exists. 
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II. DEFINITION OF TERMS USED 

The terms listed below and used in this thesis are 

defined in accordance with the popular definitions and with 

the special emphasis and limitations placed on them in the 

school system. 

School Board . . . . . 

Superintendent 

Community statesmen selected 
by popular election or appoint­
ed for management of the local 
school system. 

A person selected to take 
charge of and supervise the 
local school system. 

Principal • • • • • . • An educational authority and 
leader having direct control 
over the operation of a school 
building. 

Head Teacher This term is normally used to 
describe a supervisor who 
spends more than half of his 
time in a teachin& position. 
In some school systems a prin­
cipal is appointed over several 
buildings and in this case one 
teacher is normally appointed 
as a head teacher to be respon­
sible for the operation of a 
single building under the 
direction of the principal. 

County Intermediate • . The traditional and most pre­
valent form of public school 
control. The county superin­
tendent acts as intermediate 
between the state and the local 
school district which is con­
trolled by a citizen board. 
This system is found throughout 
the Great Lakes region, Mid­
West, and Western States. 



Supervisory Districts • 

County Unit System . . 

4 

The schools are organized into 
districts or unions with local 
controls managed by the school 
boards but without county 
intermediate supervision. This 
system is most often found in 
the North East and New England 
states. 

Under this system there is the 
advantage of a single county 
board, one policy making organ­
ization, one policy, one budget 
and one administrative control. 
This system is prevalent through­
out the South Eastern area of 
the United States but is grad­
ually being adopted in other 
states. 

III. ORGANIZATION OF THE PAPER 

This paper is divided into six parts. The first part 
defines the organization of the school board, the qualifica-

tions for membership, the characteristics of the board and 

its members, and the duties and responsibilities of the board. 

The next three sections deal with the authority, qualifica­

tions, and duties and responsibilities of the superintendent, 

principal, and the teacher respectively. The fifth part is a 

review of the four preceding parts presented in graphic form 

with a selection of organizational charts selected from the 

sample policies. Appropriate findings and conclusions will be 

detailed in the text. Finally, there is a chapter devoted to 

a summary of the major conclusions of the study and a listing 

of recommendations which appear warranted. 
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IV. LIMITATIONS OF THE PROBLEM 

This study is limited to the district level and 

ignores the positions of responsibility on a county level and 

above. It is primarily a study of the duties and responsibil­

ities of supervision placed on the schools locally. Since 

the very small schools normally do not operate with a written 

policy they are not included in this study. Policies of the 

very large schools have grown to fit a particular situation 

and are so extensive and departmentalized they were omitted. 

Church related schools which maintain school systems 

on a state, regional or national basis were not contacted. 

Such schools were organized by and are maintained by an 

administrative system which is not included in this study. 

The field research was limited to a sampling of admin­

istrative leaders in those areas maintaining the of £ice of 

county superintendent of schools or a similar type school 

organization such as the supervisory or superintendency 

districts maintained by the New England states, and the county 

unit school systems normally found in the Southern states. 

The number of schools having a school policy must be 

expressed in general terms since there is no way of determin­

ing what ones were known to have a written policy. It is 

completely possible, for example, that a given county super­

intendent might not know which of the school districts in the 

county had written school policies; however, there is 
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evidence on hand that the responding county superintendents 

apparently did know, for with the exception of one who stated 

that his figure was estimated. They seemed definite. 

No attempt was made to look into the educational back­

ground, qualifications, or experience of those individuals 

responsible for formulating the plans and policies used as a 

guide in making this study. It was assumed however, that 

they met the requirements of their respective states. 



CHAPTER 11 

PROCEDURE 

To answer the basic questions of this study it was 

decided to look at the organization of a number of schools 

throughout the United States. With a written organizational 

chart and a policy manual from a sampling of schools through­

out a wide area the problem could be studied thoroughly. 

It was decided further that some attempt should be 

made to determine to what extent a planned policy was being 

used in the schools of the United States, excluding Hawaii 

which uses a single school system. 

A letter was sent to each county superintendent in the 

State of Washington (Appendix A), with a similar letter 

(Appendix B) to fifty county superintendents throughout the 

other states. In all, eighty eight county superintendents 

were contacted by letter. No attempt was made for selectivity. 

Each was strictly a random selection. Of those contacted, 

eighty nine per cent answered (Table 1). These 78 county 

superintendents represented 778 school districts. Fifty three 

per cent of all school districts in this random sampling had 

a written policy. It was interesting to note that all of the 

superintendents in the State of Washington were either very 

definite in stating the necessity for a written policy or 

qualified their "no'' with a "desirable". 



On the basis of this information, it was decided that 

a sufficient number of schools have a definite board policy 

to make it worthwhile to continue this study. Also, there 

are enough schools still operating without a policy to make 

this study valuable for policy planning. 
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The next step was to contact a sufficient number of 

schools for a copy of their written policy to give a good 

sampling throughout the United States. It was felt that the 

small sample technique developed and improved by the National 

Education Association's Research Division was the appropriate 

statistical procedure to be employed.l The small sample 

technique may be best described as a procedure whereby a 

small sample will tend to give a true picture of the total 

population to the degree of desired accuracy. 

There are 50,450 school boards in the United States. 

Of these approximately 21,000 school boards have written and 

published school policies. This information was then used 

to determine that the sample size required for this particular 

study would need to be one hundred. A letter (Appendix C) 

was sent to one hundred superintendents of schools. At the 

same time they were asked to indicate who was responsible for 

the production of their policies. An attempt was made to miss 

lResearch Division of the National Education Associa­
tion, NEA Researcb Bµlletin, Vol 38t No. 4 (Washington: 
Educational Press Association, 1960J, p. 99. 
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the same areas covered by the county superintendent question­

naires in order to avoid duplication. To this request (Table 

IV) sixty nine percent of the schools responded and of these, 

twenty one contributed a copy of their school policy. 

The large number of non-replies (31 per cent) and the 

small number of schools operating without a policy (13 per 

cent) make it obvious that a majority of those schools with­

out a written guide did not answer. This overbalance is a 

distortion and is not considered otherwise in this study. 



CHAPTER III 

FINDINGS 

The findings of this study are based on the information 

from the twenty one school policies contributed by the schools 

and from the sections from eighty other policies included in 

the National School Board Association and National Education 

Association study.2 

I. THE SCHOOL BOARD 

The American school system is distinguished by its 

degree of decentralization. Educational control is primarily 

a state function delegated to the local school districts under 

the jurisdiction of a selected group of citizens known as a 

school board. This board is responsible for the educational 

program and operates as a state agency. 

The basic reason for a school board's existence stems 

from the responsibility it has to plan for and provide eff ec­

tive education in the community.3 

2A Guide to Procedur;s. How to Develop Written Policies, 
A Reference Manual Prepared by the National School Boards 
Association and National Education Association Joint Committee, 
1960. . . 

3Boardmanship, A pamphlet Prepared by the Washington 
State School Directors• Association, Olympia, Washington, 1958. 
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Organization 2f ~ School Board 

The organization of the board of education and the 

selection of officers will play an important part in the 

quality of leadership found in our schools. How the differ­

ent boards are organized can be best understood by examining 

the policies of a sampling from different areas throughout 

the United States. 

Ar1sansas City. Kansas 

The board of education organizes once each year 
at the August meeting by the election of a 
president and a vice-president from its members, 
each of whom shall serve for one year, and until 
his successor is elected and qualified. The 
board elects a clerk for a term of one year who 
may not be a member of the board, and who re­
ceives for his services such compensation as 
the board allows. The board also elects a 
treasurer to serve at the pleasure of the board, 
who shall receive for his services such compen­
sation as the board may allow, and who may not 
be the same person as the clerk nor a member of 
the board. 

Ellensburi. Washington 

The organizational meetings for election of 
officers shall be held on the day and at the time 
prescribed by the laws of the State of Washington 
governing the operation of first class school 
districts. Officers of the school board shall 
be elected at the annual meeting prescribed by 
law. A chairman, vice-chairman, and secretary 
shall be elected by a majority of the members 
present and voting. The term of each office 
shall be for a term of one year. Each officer 
shall perform the legal duties of the office and 
such other functions as are designated by the 
board of education. 

Princeton. Insiiana 
The organizational meeting for the election of 
officers shall be held within the first five days 



of August each year as prescribed by law. The 
board shall elect one of its members president, 
one treasurer, and one secretary. Two members 
shall constitute a quorum. 

Eugene. Oregon 

The school board shall be organized for the 
election of officers and the transaction of 
business, as provided in ORS 332.404, at the 
first regular or special meeting after June 
30 each year. The officers shall be a chair­
man, vice chairman and clerk. Immediately 
after July 1, the board shall meet and organ­
ize by electing a chairman and a vice chairman 
from its members. No member shall serve as 
chairman for more than two years in succession. 
The clerk shall be appointed by the board and 
qualify as required by ORS 332.510-20-30, and 
shall serve as a non-voting member. Each 
officer shall perform the legal duties of the 
off ice and such other functions as are desig­
nated by the board. 

Ketm0erer. Wyoming 

The government of the schools is vested in the 
Board of Education consisting of six members, 
which exists under the Constitution and statutes 
of the State of Wyoming. Two trustees are 
elected in June of each year for a period of 
three years. The general organization of the 
schools is that of a unified system with the 
Superintendent of Schools as the chief admin­
istrative, supervisory, and advisory officer. 

Freeport. Illinois 

The members of the board shall meet each year 
within ten days after the election of new 
members and shall organize as a board for the 
carrying on of business. The officers of the 
board shall consist of a president, elected by 
the members of the board from its own body and 
a secretary who need not be a member of the board. 

S~illwater. Oklahoma 
In conformity to the laws of the state of 
Oklahoma, the Board of Education shall consist 

12 



of five members, each serving a five year term, 
with one member's term expiring each year. All 
members shall be elected at large. New members 
elected to the board of incumbents re-elected 
shall be re-organized and officers elected for 
the ensuing year. 

Sheridan. Wyomina 

The board shall, at its first meeting following 
the annual election, elect from among its own 
members a chairman, vice-chairman and treasurer, 
and a clerk who shall perform their duties as 
enumerated in Article 3. 

South Bend. Washington 

The South Bend School Board consists of five 
directors elected from director districts by 
the qualified voters of the district. The duly 
elected school board members shall take off ice 
on the twentieth day following his election. 
The board of directors shall be organized at 
the first meeting held after the newly elected 
director takes office. The organization meet­
ing shall consist of the election of a chairman 
and a clerk for the ensuing year. 

Canws.Washington 

The Camas School Board consists of five direc­
tors elected from director districts by the 
qualified voters of the district. The duly 
elected school board member shall take office 
the 20th day following his election. Each 
board of directors shall be organized at the 
first meeting held after a newly elected dir­
ector takes office. The organizational meet­
ing shall consist of the election of a chairman 
and a clerk for the ensuing year. The chairman, 
being a member of the board, presides over all 
meetings and has the right to talk, vote, and 
make motions the same as any other board member. 

13 

Surornary. Generally, the school boards have designated 

a specific annual meeting for the purpose of selecting their 

officers. The officers consist of a president and vice-president 
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or a chairman and vice-chairman, a treasurer and a secretary, 

or a clerk. In some cases the latter may be prohibited from 

being a member of the board and when this is true (Arkansas 

City, Kansas) provisions are normally made for compensating 

him for his services. The quotations taken from the sample 

policies fail to indicate when the laws regulate the appoint­

ment of specific officers or when it is left to the discretion 

of the board. The size of the school district and the amount 

of business transacted by the individual board will definitely 

effect the number of officers and the position of a secretary 

or clerk. In a very large district it is suggested that a 

board member cannot execute his duties in recording minutes 

and participate effectively in the business of the meeting.4 

In all cases the board selected their officers from their own 

ranks without outside direction. 

Conclusion. School boards are organized annually in 

accordance with the provisions of the laws governing each 

individual state. The board members are responsible for the 

selection and election of certain officers from within the 

board. When a clerk is hired by the board, he will serve as 

a non-voting member. 

4Alpheus L. White, L9cal School Boards. U. S. Depart­
ment of Health, Education, and Welfare. Bulletin No. 8. U. S. 
Government Printing Office, 1962. p. 38. 
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Qualifications 

To answer the basic questions of this study, "What are 

the qualifications for supervisory positions?" and "How are 

supervisors selected?" a study of the sampling of school 

policies was made to determine the requirements for qualifi· 

cation for membership and the method used for selecting these 

leaders. These findings are listed as they were found in the 

following policies. 

Stillwater. Oklahoma 

Any legally qualified voter of the Stillwater 
Independent School District may become a candi­
date for place on the Board of Education by 
filing a prescribed form in writing with the 
Clerk of the board prior to the deadline set 
by the school code for filing for such place. 

Helena. Montana 

Board Members must be a qualified voter (United 
States citizen, resident of Montana for one year, 
resident of district for 30 days, 21 years of age). 
In districts of the first class, candidates for 
the Board of Trustees are nominated at a caucus. 

Arkansas City. Kansas 

The board is composed of six members nominated 
and elected by the qualified voters of the city's 
school district at large 

Roanoke. Virginia 

'nle Board consist of seven members appointed by 
City Council from the city at large for three 
year staggered terms. 

Sheridan. Wygming 

The Board of Education of School District No. 7 
shall consist of six members elected by the 
electors of the school district. 



Princeton 1 lruiiana 

The Board of School Trustees of the School City 
of Princeton is composed of three members 
appointed by the City Council of Princeton. 

Eugene. Oregon 

A school board member shall be a legal voter of 
the school district as stated in ORS 332.010. 
'nle will of the people of School District No. 4 
is expressed at the annual school election held 
the first Monday in May of each year as required 
by ORS 331.320 and such special elections as may 
be held according to law. 

South Bend. Washington 

The South Bend School Board consists of five 
directors elected from director districts by 
the qualified voters of the district. 

Kemmerer 1 Wyoming 

The government of the schools is vested in the 
Board of Education consisting of six members, 
which exists under the Constitution and statutes 
of the State of Wyoming. Two trustees are elec­
ted in June of each year. 

Camas. Washington 

The Camas School Board consists of five directors 
elected from director districts by the qualified 
voters of the district. 

16 

Summary. Only ten of the policies studied in this 

sampling dealt with the selection or qualifications of board 

members. Of these, only two referred to the state laws 

governing the qualifications of members. Although neither 

South Bend nor Camas, Washington specified their requirements 

for election as being directed by law, their identical state­

ments indicate that they originated by direction of one 
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authority. There is a definite difference in the method of 

selecting members. In Stillwater, Oklahoma any person filing 

a form may compete for an office. In Helena, Montana candi­

dates are nominated at a caucus. In Roanoke, Virginia and 

Princeton, Indiana boards are appointed. Others state that 

members are elected but do not elaborate on the methods of 

nomination. The United States Office of Education lists two 

basic methods of selection of board members, election by 

popular vote and by appointment by a governmental body.5 

When the appointment method is used it is normally by an 

official or agency elec~ed by popular vote. Whether a board 

is appointed or elected is a matter of state law; however, 

the method of selection for election is of significant impor­

tance. Good school board membership depends upon effective 

nominating procedures. The most frequently used nominating 

method is by petition of qualified voters. About one fifth 

of the school systems rely on the individual announcement 

method. About eight per cent of the states use a primary 

election system while a very few use the caucus system.6 

The United States Office of Education reports that 

there is no definite term of office established for school 

sl.J21sl. ' P· s. 
6Morrill M. Hall, L9cal Boards of Education. U. s. 

Department of Health, Education, and Welfare. Bulletin No. 13. 
U. S. Government Printing Office, 1957. pp. 14-16. 
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board members, but it is generally accepted that a four to 

six year term of office will allow sufficient time for a board 

member to become thoroughly acquainted with his responsibil­

ities and duties before he is released or re-elected. Terms 

of off ice range from one to seven years but the majority of 

terms range from four to six years. 

Conclusion. The qualifications for election or appoint­

ment to the school board are generally the same as those 

required for a qualified voter; however, they must be accept­

able to the majority of the electors of the district. 

Cbaracteristics of School Boards and Scl}ool Board Members 

Since there is very little of a direct nature in a 

school policy to acquaint the reader with the important 

characteristics of the individual board members, a study was 

made of other research in this area. A number of specific 

items were isolated which have a direct bearing on the leader­

ship of the school board and are listed in the following para­

graphs. 

Educational Requirement. Very few states have an 

educational requirement for membership on a board of educa­

tion. Kentucky is one exception for in that state you must 

have a minimum of an eighth grade education. As a rule, 

board members, as reported by the U. S. Department of Health, 

Education, and Welfare, have a much higher educational level 
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than the general public which they serve.7 The Educational 

background of board members of small school districts tends 

to be much lower than that of larger districts. When the 

educational levels of appointed and elected board members 

were compared there was very little difference. Stillwater, 

Oklahoma does not stipulate any requirement for education but 

does require candidates to file the prescribed forms in 

writing. The state of Washington requires a board member to 

be a citizen of the United States, a qualified voter of the 

school district, and able to read and write the English 

language.8 While formal education is not an established 

requirement it is a strong determinant both in elective and 

appointive systems. 

Occupation Q,f Board Members. The occupation of an 

individual probably does not have as much bearing on member­

ship on boards of education as does a good understanding of 

the problems of education. The variation in school size 

reflects directly on the proportion of any one occupational 

group found on school boards. The number of technical and 

and professional members varies inversely with the size of the 

system. The tendency for appointing officials, in those 

7White, S2l2.· ~·, p. 82. 

8Lloyd J. Andrews, State Ma.nual of Wash~ngton, 
Eighteenth Edition, (Olympia, Washington, 1960 , p. 87. 
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systems where members are selected, is to select representa­

tives from a wider range of occupations than would normally 

be found in an elective board. On the other side, an elected 

board will be controlled by the predominant occupations of 

the area. 

~ Ratio. In 1946 the National Education Association 

reported that ten per cent of all board members were women.9 

In 1962 the office of Education reported a total of 9.7 per 

cent women.10 There does not seem to be any significant 

change in the ratio of women on school boards since 1920. 

The smaller school districts tend to elect all male members 

while in the larger districts there is a large number of house­

wives taking an active part in school affairs. 

~ 21. ~ School Board. It is a good policy to have 

a board consisting of an uneven number of members to prevent 

the necessity of bringing in a tie breaker or ruling by 

compromise. The size of boards vary widely ranging from one 

to nineteen members; however, the most popular size for boards 

range from three to seven.11 

9National Education Association. Status and Practices 
of Boards of Education. Research Bulletin 24:75, April 1946. 

lOWhite, 2.2· ~., p. 13. 

llHall, 2.2· .£1S., p. 3. 
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~ S2.f Service gt Members. There is a general practice 

for each state to set a specified length of term for each board 

member. There are exceptions to this where the members are 

appointed and serve at the pleasure of the agency appointing 

them. Another exception is in Alabama where a few city boards 

are appointed and hold office for life. Generally, there are 

no statutory limitations on how many terms a member may serve, 

however, Indiana does not permit an individual to serve more 

than eight out of twelve years. It is generally understood 

that a rapid turnover of members would impair the stability of 

the school system. The re-election of a member who is compe­

tent in his position is considered essential to good continu­

ity within a system. To prevent the possibility of a com­

pletely inexperienced board, many states have provided for 

overlapping terms. The degree of overlapping is regulated by 

controlling the number of vacancies to be filled at any one 

time. 

Qompensation ins! Reimbursement Q.f Board Members. 

Compensation and reimbursement, when authorized, should not 

be the sole or main factor considered by a person seeking a 

school board position, but since payment is made in some 

states and since it does vary between the different sections 

of the country it is mentioned as one of the possible determi­

nants of leadership. Studies conducted by the U. S Office of 

Education show that over three quarters of the districts 
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contacted in their study off er compensation for services or 

reimbursement for expenses to some degree. Of the school 

boards compensating members, 51.8 per cent spent less than 

$500.00, 17.5 per cent spent less than $1,000.00, and 30.7 

per cent spent over $1,000.00.12 Except for reimbursement of 

expenses and travel, 22 states prohibit payments to board 

members. The one important figure shown in the referenced 

study indicated larger payments going to appointed board mem­

bers. This would lead one to believe that political appoint­

ments could bring party policies into a traditionally non­

partisan field. 

Dµties and Responsibilities 

The legislative powers of each state, except Hawaii, 

have delegated the control of the schools to the local people. 

How this authority is accepted by the different boards is 

quoted from samplings taken from ten school policies. 

Sayapnah, Missouri 

The individual members function as a board only 
when meeting in a regular or called session with 
a quorum (4 members) present. Individually, 
outside a board meeting, a member speaks only 
for himself and not for the board. In all school 
problems the board is the legislative body and, 
therefore, makes the general rules and regulations 
governing the school system. The executive powers 
and functions belong to the Superintendent. 

12White, 2!2.· cit., p. 70. 



Helena. Montana 

While the Board of Trustees of School District 
No l is charged by the state with the respon­
sibility for providing educational opportunities 
for the children of its schools and of directing 
those public school activities which the state 
entrusts to its care and supervision, a carefully 
planned pattern of authority is observed by the 
board. In fulfilling its obligations, the board 
acts similarly in its relationships to the 
schools as do boards of directors to successful 
business organizations; that is, through the 
power of legislation, by the determination of 
policies, and the evaluation of results. The 
direct administration of the school system is 
delegated to the superintendent of schools, whom 
the board appoints as executive officer of the 
board. The superintendent is held individually 
and directly responsible to the board for the 
execution of all its policies and its legisla­
tion, and for such other duties assigned to him 
by the board. Individual members have status as 
board members only when acting formally as members 
of the board while it is in executive session, or 
when specifically entrusted by the board to carry 
out definite assignments. 

Princeton. Indiane 

Under the Indiana State Constitution, education is 
a function of the state. The state, through the 
Department of Public Instruction, mandates the 
local school board to operate the schools. The 
local board is responsible for seeing that the 
school is operated according to the statutes of 
the State of Indiana, and the regulations of the 
State Board of Education. 

Kemmerer. Wyoming 

The primary functions of the Board of Education 
are legislative and judical, and shall approve 
and adopt policy, rules, and regulations for the 
operations for the school. It is obligated to 
make provisions for and safeguard funds which 
will enable the schools to be operated in accord­
ance with the State School Laws and such rules 
and regulations as the board may have approved. 
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Sheridan. Wyoming 

The authority of the Board of Education, School 
District No. 7, Sheridan County, Wyoming, is 
vested in the will of the people as expressed 
in the Constitution of the State of Wyoming, 
the rules and regulation of the State Board of 
Education and the court interpretations of the 
validity of the above. 

Roanoke. Yirginia 

The provisions of Virginia School Boards Asso­
ciation Manual entitled "Virginia School Boards" 
shall be policies of the Board except when they 
are in conflict with the Virginia School Law or 
the Charter of the City of Roanoke. 

Ark,ansas City, Kansas 

The Board of Education has the power to make its 
own rules and regulations, subject to the provi­
sions of the law. 

Stillwater. Qklahoma 

Education is a function of the State. In a 
representative democracy the will of the people 
of a State concerning education is expressed in 
the constitution and in the statutes enacted by 
the legislature. Two types of agencies have 
been provided to direct the local program of 
education, a lay board of education and profes­
sional administration. The members of the board 
of education, although elected by the local 
community, are state officers. They have such 
powers as the legislature by statute confers 
upon them and those powers necessarily implied 
to enable them to carry out express powers 
granted. 

Eugene Oregon 
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The legal basis for education in School District 
No. 4, Lane County, Eugene, Oregon, is vested in 
the will of the people as expressed in the Consti­
tution of the State of Oregon, the statutes of the 
state pertaining to education, court interpreta­
tion of the application and validity of these laws, 
and the powers implied under them. 
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SUM?1ARY. In the policies reviewed, there was either a 

clearly defined statement of authority for the board of educa­

tion or this subject was omitted entirely. While there is no 

common pattern in the statements reviewed, each stated clearly 

that its power was derived from state law. 

One board (Helena, Montana) specified that its members 

could not act separately. The others could be considered as 

implying this same concept. Each of the two Wyoming policies 

(Kemmerer and Sheridan) clearly define the origin of power as 

the state law but each defines this in a different manner. 

The Roanoke (Virginia) policy, above, made mention of 

a standard policy adopted by the Virginia School Boards Asso­

ciation which has been acceptable to the board of Roanoke. 

Conclusion. It is clearly understood that the control 

and regulation of the local school is a state function dele­

gated to a local school board. Two of the policies specify 

that board members have status as members only and cannot act 

individually. This is true for all boards of education.13 

II. SUPERINTENDENT OF SCHOOLS 

In the preceding section it was shown that the board 

of education is a state agency charged with the responsibility 

13David B. Austin, Will French, and J. Dan Hull, 
American Hi~ School Administration. (New York: Rinehart and 
Winston, 19 ), p. 117. 
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of providing education on a local level. These boards consist 

of local citizens with no special qualifications for handling 

the details necessary to operate an efficient and effective 

school. To provide for a standardized school system, the 

state authorizes and in some cases requires the board of 

education to hire an individual who meets the state require­

ments to act as the chief executive of the school district.14 

Authority 

To understand the relationship of the superintendent 

of schools with the board of education, the policies used as 

a sampling were reviewed. The statements of his position are 

listed as they were found in the several policies. 

Stillwater. Oklahoma 

The superintendent of schools is the chief 
executive officer of the board of education 
and has charge of the administration of the 
schools under the direction of the board of 
education. 

Beaver Falls. Peppsylyania 

The superintendent acts as chief executive 
of the school district directly responsible 
to the board of education. It is the duty of 
the superintendent to execute the will of the 
board of education and administer its estab­
lished policies in his management and super­
vision of all school property and personnel. 

14Andrews, 22· ~·, p. 193. 



freeport. Illinois 

The superintendent shall act as the general execu­
tive and advisory officer of the board. 

Ellensburg. Washingtpn 

The superintendent of schools shall serve as exec­
utive officer for the board of education and shall 
be charged with the responsibility implementing 
the policies of the board. 

Princeton. Indiana 

The superintendent shall serve as the executive 
officer of the board of education and shall be 
charged with the responsibility for implementing 
the policies of the board. 

Williston. N9rth Dakota 

The superintendent's job is to carry out the 
policies established by the board of education 
and to work out the details necessary to carry 
out such policies. 

Savannah. Missouri 

The superintendent shall be the executive officer 
of the board of education. He shall be responsi­
ble to the board of education for the execution 
of board policies and the observance of board 
rules. He assumes immediate charge of the entire 
school system, as the board's chief officer; 
executes the policies of the board or assumes 
responsibility for seeing that they have been 
executed, and recommends policies for the board 
to consider. 

Helena. MPntana 

The superintendent shall have charge and control 
of the public schools of the city, subject to 
the orders, rules and regulations and by-laws of 
the board. 

Kemmerer. Wyoming 

The superintendent is the administrative, super­
visory and advisory officer with authority and 
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responsibility under sanction of the board of 
education for the proper conduct of the busi­
ness and educational programs of the district. 

Ar}sansas City. Kansas 

The superintendent, as chief executive officer 
of the board of education is responsible to it 
for the successful operation of the public schools 
of the city, acting at all times in conformance 
with the adopted rules, regulations, and policies 
of the board. He attends all meetings of the 
board, participates in its deliberations, and 
renders reports regarding the school's progress 
and its problems. 
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Sumroa;:y. The quotations selected from the ten school 

policies listed above indicate a very close relation in the 

position of the superintendent in widely separated areas of 

the United States. In all cases, the superintendent acts as 

the chief executive of the board of education with responsi­

bility for implementing the policies of the board. He has 

been given complete control of the school within limits 

established by the board of education. The boards are exer­

cising their right to delegate their powers to a superinten­

dent of schools who administers the policies of the board and 

attends to the details of management necessary to a continuous 

operation. Final action or judgment on policy matters cannot 

be delegated to a superintendent but remain the responsibility 

of the school board. The powers of the superintendent are not 

spelled out by law, but are given to the local school boards 

who delegate a portion of their authority to the superinten­

dent. Authority may be, but responsibility can not be delegated. 
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Conclusion. The superintendent of schools is directly 

responsible to the board of education for the administrative 

operation of the school system. He may act as an advisor to 

the board of education and recommend policies for the consid­

eration of the board but cannot formulate policies without 

board approval. 

Qualifications 

All school systems, except very small ones, hire a 

superintendent. Even the very small rural districts have one 

person designated as a supervisor or head teacher. This 

section of the study will deal with the manner in which these 

individuals are selected and the qualifications necessary for 

that position. 

There are two sets of qualifications for the board to 

consider when filling the position of superintendent: educa­

tional and personal. The educational qualifications are 

established by the state which issues a certificate to quali­

fied persons. Most school policies omitted this qualification 

since it is a state requirement. One of the exceptions was 

the Arkansas City (Kansas) policy which stated, "The qualifi­

cations set by the Kansas State Department of Education for a 

school administrator's certificate are required for the 

position of superintendent of the Arkansas City Schools." It 

is not unreasonable to assume the omission of the requirement 

for administrator's credentials is an assumption on the part 
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of policy makers that those persons responsible for hiring a 

superintendent will know the requirements of their respective 

states. The State of Washington requires three years of 

experience as a superintendent and twelve quarter hours in 

addition to those required for the provisional superintendent's 

credentials and a master's degree.15 

The board policies used as a sample in this study did 

not list the personal qualifications or the method of selec­

tion for superintendents; therefore, a study of other sources 

was made to determine the recommended manner of selection of 

individuals for this position. 

The individual chosen by the board will be expected to 

act on behalf of the board and be the educational leader of 

the community; therefore, he is always chosen by the board.16 

The importance of this position makes it necessary that the 

board of education give much thought to the subject and 

strive for an impartial decision to select the best qualified 

person from all available candidates. 

The possibility of selecting a qualified local person 

to fill the vacancy is merited by the morale building possi­

bilities of local promotions. This could be considered when 

15Andrews, SU?.· ~., p.193 

16ward G. Reeder, Scbool Boards 'nd Sµperyisors. 
(New York: The MacMillan Company, 1954 , p. 46 
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the qualifications of the applicants are equal but should 

not be the determining factor or a substitute for experience 

or other qualifications. 

The procedure for selecting a superintendent requires 

a lot of time and work on the part of the selecting committee. 

Applicants should be sought from all available sources. 

After as many applications as possible have been received, 

preliminary screening may be accomplished. The final candi­

dates should be contacted for personal interviews. The indi­

vidual's past records, his family, and his community relations 

should be investigated thoroughly. Since the superintendent 

must work with the co-operation of the school board, their 

educational views must be compatible. The school board must 

know how to work with a superintendent and must be sure to 

hire a superintendent who is willing to work with the school 

board. 

Duties iUl5! Responsibilities 

In the policies used as a sampling for this study, and 

those included under the administration section of the 

National School Boards Association and National Education 

Association Reference Manual, all but four included a section 

on the duties of administrative personne1.17 The sections 

17A Guide to Procedures. How to Deyelop Written 
Policies. A Reference Manual Prepared by the NSBA and NEA 
Joint Committee, 1960. 



quoted below were taken from the Ellensburg, Washington 

policy and were selected as being representative of all the 

policies studied. This list also follows very closely the 

recommended list of Smith and Smittlel8 and the Omaha, 

Nebraska school policy which was included in the National 

School Boards Association and National Educational Associa-

tion guide mentioned above. 

1. The superintendent of schools shall serve as 
executive officer for the board of education 
and shall be charged with the responsibility 
of implementing the policies of the board. 
He shall prepare the agenda for each meeting, 
attend all meetings except when his contract 
is being considered, and participate in all 
deliberations of the board when such deliber­
ations do not involve his employment. 

2. He shall administer the schools in conformity 
with the adopted policies of the board, and 
rules and regulations of the state department 
of education, and in accordance with the state 
law. 

3. He shall develop administrative principles and 
procedures for implementing board policies. 

4. He, with the staff, shall provide a continuous 
appraisal of all policies originating with the 
board of education. 

5. He shall recommend employees for appointments, 
demotions, transfers, or dismissal in accord­
ance with the policies of the board. 

6. The superintendent shall make such assignments, 
reassignments, and transfers as are in his 

lBMax S. Smith and W. Ray Smittle. The Board of 
Education and Educational Policy Development (Ann Arbor, 
Michigan: Edwards Brothers, 1954), p. 59. 
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7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

professional judgment necessary to secure the 
highest efficiency of the entire staff. 

He shall direct the formulation of and the 
revision of salary schedules in cooperation 
with faculty committees within the financial 
resources of the community and make recom­
mendations to the board. 

He shall have authority to require reports 
from all employees as he may desire from time 
to time. 

The superintendent shall have power to suspend 
from the privileges of the schools any pupil 
guilty of gross misconduct or of continual 
insubordination to school organization and/or 
regulations. The right to expel is a power 
retained by the board of education. 

He shall transmit all communications from the 
board of education or its committees to members 
of the instructional, administrative, super­
visory, and custodial staff, and he shall 
transmit all communications from them to the 
board of education. 

He shall receive communications relative to 
school affairs and consult with individuals 
having business with the board of education. 

As new buildings are to be erected or old ones 
remodeled or discontinued in use, he shall be 
responsible for carefully studying the needs 
of the schools, and for recommending to the 
board of education plans adequate for meeting 
those needs. He shall assist the architect 
employed by the board in drafting plans and 
specifications for construction work. 

He shall have charge of the operation and the 
maintenance of the buildings and equipment of 
the schools. 

He shall prepare a budget annually for the 
consideration of the board. He shall admin­
ister the budget as enacted by the board, 
acting at all times in accordance with legal 
requirements and adopted policies of the board. 

33 



15. He shall be the purchasing agent of the board 
and shall have authority to purchase supplies 
and equipment under the regulations of the 
board. 

16. He shall propose new policies to the board of 
education for adoption as necessity for such 
arises. 

17. He shall make rules and regulations regarding 
routine matters which have not been provided 
for in the rules and regulations of the board. 

18. He shall direct studies to determine the 
adequacy of the curriculum and recommend to 
the school board new courses of study or 
improvements in the organization of the cur­
riculum as need arises. 

19. He shall select and recommend for adoption 
all textbooks and supplementary instructional 
materials. In the preparation of such courses 
of study and in the selection of textbooks, he 
shall have the co-operation of other officers 
of instruction and of such special committees 
of teachers, principals, supervisors and 
representatives from the student community 
groups as he may appoint. 

20. He shall be charged with the responsibility of 
all measures for the improvement of teachers 
in-service. With the aid of his assistants, 
he shall from time to time issue bulletins, 
circulars, courses of study, and other 
curricular material for the improvement of 
instruction. 

21. He shall perform such other duties as the board 
may determine. 
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Summgr,x. All of the policies studied followed the 

above pattern closely, spelling out the responsibilities and 

duties of the superintendent in a general nature but leaving 

the details of accomplishment to the individual superintend­

ent's discretion. 
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All of the sections except number eight, ad hoc, are 

directive in nature and place a direct responsibility of 

accomplishment on his office. Number eight is permissive in 

nature and gives him authority to gather information and 

reports in the conduct of his business. 

The main difference in this section of the school 

policies was the degree to which the responsibili.ties were 

spelled out and the consolidation of articles under one 

heading. 

There were two notable exceptions to the general 

pattern from the list selected to represent all of the 

policies. One such exception was Arkansas City, Kansas. 

This policy was notable in its generalization and is quoted 

as follows: 

Duties: The superintendent, as chief executive 
officer of the board of education, is respon­
sible to it for the successful operation of the 
public schools of the city, acting at all times 
in conformance with the adopted rules, regula­
tions, and policies of the board. He attends 
all meetings of the board, participates in its 
deliberations, and renders reports regarding 
the school's progress and its problems. 

Another notable exception was the power to expel a student. 

The Omaha (Nebraska) policy gave the power of expulsion to 

the superintendent of schools and is quoted in part as fol­

lows: 

3.4 Duties of the Superintendent of Schools. 
(f) 11 

••• and may, for cause, suspend or expel 
students from school." 



This power was normally retained by the board of education. 

In view of the legal aspects there is good logic in the 

school boards' retention of this authority even in a very 

large system. The immunity for liability in a court of law 

for mistaken judgment does not usually extend to a district 

employee.19 
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In those policies where the duties of the superin­

tendent were divided between the superintendent and an 

assistant, the general trend was a delegation of specific 

authority and duties already listed under the superintendency. 

One of the most definite duties of the superintendent 

in all of the policies was the requirement for continuous 

evaluation and recommendation for changes in the school board 

policy. 

Conclusion. The areas of authority for the superin­

tendent of schools has been spelled out by the majority of 

school boards operating under a written policy. These 

instructions are of a general nature leaving the method of 

execution to the superintendent. 

It would seem, then, that school boards look to the 

superintendents for positive and dedicated leadership in 

19Robert R. Hamilton and E. Edmund Reutter, Jr., 
Legal Aspects of School Board Operation (New York: Bureau 
of Publications, Teachers College, Columbia University, 1958), 
p. 185 



their school systems, with as much or little authority as 

the board chooses to give them. 

III. THE PRINCIPAL 
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The school principalship, whether elementary or secon­

dary, is perhaps the most important administrative position 

in our school system.20 All of the policies and regulations 

passed on the federal, state, county, and local level will 

not serve their purpose in educating the youth of our country 

without the proper guidance of a well trained and dedicated 

principal. 

Authority 

This section will review the sampling of policies 

used in this study to determine the position of Principal 

(supervisor, or head teacher) in the school system. 

Lafayette, L9uisiana 

The principal is responsible for the organi­
zation, administration and supervision of his 
school, and in turn is responsible to the 
assistant superintendent of instruction and 
to the superintendent. 

Princeton. Indiana 

The principal shall be responsible to the super­
intendent of schools for all organization, admin­
istration, and supervision within his building. 

20Will French, J. Dan Hull, and D.L. Dobbs, American 
Hiih Schoot Administration (New York: Rinehart and Company 
Inc. , 1951 , p. 23. 



Savannah. Missouri 

Principals and supervisors shall have charge of 
the general administration and supervision of 
their respective schools and groups as the 
policies, rules, and regulations of the board of 
education and assignments of the superintendent 
shall prescribe. The principals and supervisors 
shall be directly responsible to the superintend­
ent. 

Beaver Falls. Pennsylvania 

The Principals of the senior and junior high 
schools are responsible for the administration 
of their several schools and the supervision 
of the instruction in their departments. Such 
administration and supervision includes the 
formation of plans for improvement of the edu­
cational program and constructive administra­
tion to achieve their realization. Such plan­
ning is to be formulated in conjunction with 
the superintendent who is responsible for the 
integration of the entire educational program 
on all levels. Each elementary school has a 
head teacher who is responsible for the admin­
istration of the building. 'nlese elementary 
head teachers work under the direction of the 
full time elementary principal who acts as 
administrative co-ordinator as well as super­
visor of instruction of the elementary school 
program. 

Helena, Montana 

Principals shall be responsible for their 
respective buildings and enforce the rules of 
the board, and they have authority upon all 
certified personnel to this end. 

Stillwater. Oklahoma 

The school principalship is a key position of 
educational leadership. The principal is 
responsible for the total education of child­
ren in the building. He reports directly to 
and is responsible to the superintendent of 
schools. The authority of the building 
principal is delegated to him by the chief 
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school administrator, who, in turn, has received 
his authority from the board of education. 

Willistqn, North Dakota 

The principal's office is a most critical place 
in a school organization. It is a place from 
which people develop much of their opinion of 
the school. A well organized, efficient, and 
well appearing office with business like pro­
cedure in evidence is an indication of an 
efficient school. A loosely kept office, untidy 
in appearance, with work badly organized and 
promiscuous conversations and visiting by clerks, 
teachers, and other members of the staff, is 
evidence of a poorly run school. 

Kemmerer. Wyomin& 

Principals are the administrative and super­
visory heads of their respective buildings and, 
as such, are responsible for the enforcement of 
the policies of the board of education. They 
are the representatives of their schools to the 
office of the superintendent, to the educational 
staff, and the public. 

South Bend. Washington 

The principal's position in the school is that 
of an executive and a leader, and he is respon­
sible to the superintendent of schools for the 
organization, administration, and supervision 
within the building. 

Camas, Washington 

The principal's position in the school is that 
of an executive and a leader, he must strive 
always to run his school so as to provide the 
best education possible for all of the pupils 
regardless of race, creed, or wealth. 
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Suroma;:y. In the policies used as a sample for this 

section of the study and those used in the National School 

Board Association and National Education Association refer-

ence manual, ten listed the responsibility of the principal. 



In these ten it was clearly shown that the principal is 

directly responsible to the superintendent of schools who 

in turn derives his authority from the board of education. 
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He is a key figure in the educational program and is respon­

sible for the efficient operation of the schools. The 

Stillwater (Oklahoma) policy states, "The principal is respon­

sible for the total education of the children in the building." 

All of the other policies make a somewhat similar but not 

quite as definite statement saying that he is responsible for 

the educational program and the administrative operation of 

the off ice. 

Beaver Falls (Pennsylvania) places the position of 

principal, in the elementary schools, in a co-ordinating 

position. In this case the authority of the principal has 

been given to a head teacher, and the principal acts as 

supervisor and co-ordinator for the elementary program. 

Conclusion. The principal is responsible to the 

superintendent of schools for the educational program and 

the management of the building to which he is assigned. He 

must operate within the rules prescribed by the board of 

education and the directives issued by the superintendent 

of schools. 

Qualifications 

A very small percentage of the policies studied 
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included a section on the qualifications of the principal and 

were not used to indicate general policies for the purpose of 

this study. 

The State of Washington, as do other states, specifies 

the qualifications necessary for this position. The state 

manual of Washington lists the requirements as three years 

experience as a principal, twelve quarter hours study after 

the provisional credential, and a master's degree.21 In 

addition to the above qualifications, a few schools spell 

out additional requirements for their specific areas, as well 

as a directive for professional improvement. The majority of 

the board policies omitted this section but gave the superin­

tendent power to recommend principals for employment. It is 

assumed that the policy makers understood that state certifi­

cation would be a requirement for consideration for this 

position. The Roswell (New Mexico) policy stated, as one of 

the responsibilities of the superintendent, "Complying with 

and enforcing requirements, regulations, and policies of the 

state law." This would include the requirement for state 

certification of school personnel. 

In addition to the legal requirements for the position 

of principal, he must have a personality for contacting the 

public in the conduct of his school activities. He is 

21Andrews, s;m,. ~., p. 193. 



normally the first and only school authority most parents 

meet. His position calls for him to be a public relations 

man, a pacifier, and go-between for the parent and the 

school. 

Duties and Responsibilities 
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The specific duties of the principal have been spelled 

out by Smith and Smittle and are as follows:22 

1. He shall exercise enthusiastic leadership in 
all areas of responsibility. 

2. He shall be responsible to the superintendent 
of schools for all organization, administration 
and supervision of work within his building. 

3. He shall be responsible for administrative 
details relating to janitors and their work 
and the maintenance of the school plant in 
cooperation with the head maintenance man. 

4. He shall keep the superintendent completely 
and continuously informed as to the condition 
of the school and its activities therein. 

5. Through democratic administration and high 
professional standards he shall work cooper­
atively with his teaching staff to the best 
interests of the children. 

6. He shall be responsible for the health and 
welfare of the children and teachers in his 
building. 

7. He shall be responsible for assisting in 
developing curricula, and planning and 
adapting the course of studies to the needs 
and best interests of the children. 

22smith & Smittle, Q.2 • .£1.t., p. 64 



8. He shall be responsible for maintaining good 
public relations with the community and fully 
utilizing the community resources to enrich 
the learning program. 

9. He shall be responsible for the assignment of 
the teaching staff within his building. 

10. He shall take an active interest in local, 
state and national professional organizations 
to promote professional improvement and render 
greater service. 

11. He shall see that each staff member has an 
equitable amount of class extra-curricular 
work. He should not overassign a willing 
teacher nor underassign an unwilling teacher. 

12. He shall be aware of the proficiencies of the 
various teachers in his building and submit 
written reports of his evaluations to the 
superintendent. 

13. He shall be responsible for the classification, 
promotion or retention of students within his 
building. 

14. He shall constantly appraise and evaluate the 
instructional program. 

15. He shall look upon supe~vision as a coopera­
tive process involving classroom teachers and 
administrators. 

16. He shall oversee the attendance, conduct, and 
health of the pupils. 

17. He shall be responsible for the ordering of 
supplies, textbooks, equipment, and all 
materials necessary to the operation of his 
school building through the office of the 
superintendent and the assistant superintend­
ent. 
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18. He shall be responsible for fire drills, air 
raid drills, school enterprises and activities, 
parent-teacher organizations, teachers meetings, 
school exhibits, cafeteria as it relates to 
students in his building, and evening school. 



19. He shall be responsible for organizing and 
supervising the playground, lunchroom, and 
noon hour activities of the students in his 
building. 

20. He shall perform such other duties as may be 
assigned by the superintendent of schools. 
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Suromary. While the above is a standard set of require­

ments compiled as a normal list, there are many variations 

due to the desires of the individual writing the policy, the 

particular school board, the locality of the school, and the 

individual principal. 

The Williston (North Dakota) policy includes a section 

which may be considered as typical of a northern policy. 

"During severe weather, principals shall permit 
puoils to enter the building before the customary 
time for admittance." 

Two of the policies (Williston, North Dakota and 

Sheridan, Wyoming) listed as a specific item a rule against 

allowing salesmen to occupy th~ time of the staff. 

The Sheridan (Wyoming) policy includes an extra item 

on activities which is repeated here since it was not included 

in Smith and Smittle's average but was found in similar form 

in several other policies. 

Activities: All extra curricular activities 
sponsored by any teacher or group of students 
must be approved by the Principal. The 
Principal is then responsible for seeing that 
such approved activities, at home or away, are 
adequately supervised and conducted in an 
orderly manner. He may assign school personnel 
to supervisory duty as they seem best fitted by 
training and experience. 
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One section dealing with the principals responsibility 

as a public relations man was generally spelled out in more 

definite terms than found in the recommended list. Some 

policies broke this down into three or four items while 

others expanded it into a detailed job description. 

Although the last item of the list, No. 20, should 

cover all omissions, the Eugene (Oregon) policy includes one 

more that is applicable to most schools and is quoted as 

listed in their policy. 

"Be responsible for all monies collected in the 
school and make monthly reports to the superin­
tendent concerning collections and disbursements 
for all funds for which he is responsible" 

Conclusion. The policies listing the duties and 

responsibilities of a principal follow a very close pattern. 

The individual writing the policy and the school board will 

naturally adopt a policy to fit their own character and area. 

Several policies were so closely related that it was 

quite obvious the authors followed the same guide when 

writing their policies. The free use of research studies, 

the National School Boards Association, the publications of 

other professional organizations, and the fluid population 

which makes our student body will each contribute to a 

uniform school system in divergent areas. 
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IV. THE TEACHER 

The position of teacher is included in this study as 

an important part of supervision. While they are not super­

visors under the general meaning of the term, they do control 

the classroom. All other positions have been created to 

support that one unit. 

Authority 

To learn how the teacher fits into the line of author-

ity in our school system, an examination was conducted of 

the sample policies to see what treatment was given to this 

position. 

Ellensburg. Washington 

Teachers shall be directly responsible to the 
principal of their respective buildings. They 
shall promptly and consistently carry out the 
instructions of their principal and superin­
tendent. 

Princeton. Indiana 

Teachers and maintenance men are directly 
responsible to the building principal. 

Stillwater. Oklahoma 

Teachers in a school report to and are responsible 
to the principal. All members of the educational 
staff are professional colleagues with specialized 
skill to contribute. 

Helena. Montana 

The relationship of thP, principal and the teacher 
should be one of complete cooperation, trust and 
respect. The principal should encourage an 



atmosphere wherein all will be working together 
to provide the highest quality of education for 
the boys and girls. Teachers should feel free 
at all times to come to the principal for advice 
and help. Supervision and evaluation of the 
teachers should be a mutual process. 

Sheridan. Wyoming 

Teachers are responsible for direct supervision 
of their classes and extra-curricular groups at 
all times. This responsibility can never be 
delegated or abrogated except with specific 
permission from the principal. 

Sayannah. Missouri 

Assignment of duties shall be made by the 
superintendent from recommendations made by 
the principal. 

Lafayette. Louisiana 

Teachers are immediately responsible to the 
principal of the building to which he or she is 
assigned. 

Arkansas City. Kansas 

Teachers are directly responsible in their work 
to the principal of the school to which they are 
assigned, and under the principal's direction. 
They carry out that part of their instructional 
program delegated to them, conforming at all 
times to the regulations of the school. 

Warren. Ohio 
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The teacher is directly responsible to the prin­
cipal of the respective school in which they teach. 

Summary. In all of the quoted cases, except Savannah 

(Missouri), there is a clear definite statement of the 

position of the teacher reporting directly to the principal. 

Savannah places the principal in a general supervisory 



position with co-ordinating and recommending powers and 

places a head teacher over an individual building. 

The school policies used in this study placed the 

teacher in a position of co-operation with other school 

personnel such as clerks and custodians, and suggested co­

operation with a system of request for special assistance 

handled through the principal's office. 
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The positions of head teachers and supervisors, when 

used, were selected from the teaching staff. When these 

positions were in use it was always a delegation of authority 

from the principal's office. 

Conclusion. The teacher is directly responsible to 

the principal (supervisor or head teacher) of the building 

to which he is assigned. The teacher is responsible for 

knowing the rules and regulations of the board of education 

applicable to his area of instruction and must conform to 

these regulations at all times. 

Qualifications 

It is generally accepted that teachers must meet 

specific qualifications before they can be employed in the 

public schools. To determine the degree of uniformity in 

requirements a search was made of the policies used in this 

study and those in the reference manual on written school 

policies. 



The ten policies quoted below are a sample of the 

requirements found. 

Eugene, Oregon 

All instructional personnel shall file valid 
teaching certificates with the superintendent 
of schools prior to the time they assume their 
duties. The certificate shall legally qualify 
the employee for his appointment. 

Princeton. Indiana 

It shall be the policy of the school board to 
employ on the instructional staff only persons 
who hold at least a bachelor's degree and an 
acceptable Indiana teaching license in the 
field he is to teach. 

Say9nnah. Missouri 

All teachers employed for regular assignments 
shall be certificated for their particular 
teaching or supervisory duties. 

Warren. Ohio 

To be eligible for an appointment, as a teacher 
or a substitute teacher, a person must possess a 
teacher's certificate valid in the state of Ohio. 
All appointees must file with the superintendent 
such certificate or a true copy thereof. 

Kemmerer, Wyoming 

They must be able to qualify for a Wyoming certi­
ficate for the teaching position they seek. 

Helena. Montana 

Every effort should be made to employ instruc­
tional personnel, and other help, who are highly 
qualified in the fields in which they will per­
form. Although a degree is not required by law 
for elementary teachers, the administration 
should seek to employ degree people. 
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Ellensburg, Washington 

All instructional personnel shall have teaching 
certificates in force, duly recorded with the 
County Superintendent of schools and in the 
Superintendent's office that legally qualify 
them for the work to which they are assigned. 

Arlsansas City. Kansas 

Principals, supervisors, special teachers, and 
classroom teachers should be eligible for cer­
tificates recognized by the Kansas State Depart­
ment of Education as qualifying them for the 
positions they hold. 

Roswell, New Mexico 

Certification, tenure, and retirement of teachers 
is governed, in the main, by existing state laws 
and regulations of the State Board of Education. 

Sheridan. Wyoming 

The minimum standard of professional training 
shall be such as to qualify the teacher for a 
Wyoming State certificate for their level and 
field of teaching. 
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Sumroary. Each of the policies studied placed the 

responsibility for certification with the state. In addition 

to the statement requiring a state certificate, several poli­

cies listed additional requirements in education. Helena 

(Montana) states that a degree is not required by law for 

elementary teachers but degree people are desired. Other 

policies listed, as a separate requirement, similar qualifi­

cations as well as experience for special positions. 

Conclusion. Each state is responsible for establishing 

qualifications and for issuing teaching certificates to those 



meeting the requirements. Schools may make additional 

requirements as a prerequisite for employment in their 

specific area. 

Duties and Responsibilities 
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The sample copies of school policies were reviewed for 

an average or representative list of duties and responsibil­

ities. Due to a very wide difference found in the policies, 

two, representing the general and the detailed lists, were 

selected and are quoted for comparison. 

Princeton. Indiana 

A fundamental obligation of each teacher is to 
adhere strictly to routine regulations of the 
schools as announced by the administrative 
staff. There may be some requirements that one 
does not like, but it is the teacher's duty to 
follow them until changed. The administration 
will welcome a friendly discussion with teachers 
having suggestions to make for the good of the 
school system. 

Warren. Ohio 

Teachers shall be in classrooms at least twenty 
minutes prior to the opening of school for child­
ren as established by the board of education. 
They shall remain in the building at least twenty 
minutes after the children are dismissed. 

Teachers shall attend all faculty meetings, 
parent-teacher meetings, school building and 
city-wide departmental meetings called by the 
principal, directors, supervisors, or superin­
tendent of schools before, during, or after school. 

In addition to a regular classroom assignment, 
a teacher is expected to handle details of 
records, attendance, and social activities for 
what is generally ref erred to as a homeroom 



group. A teacher is expected to help with other 
non-classroom or extra curricular activities. 
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Teachers and substitute teachers shall be required 
to keep an outline of class procedure by daily les­
son plans in books provided by the board of educa­
tion. 

Teachers are expected to become familiar with and 
abide by the professional code of ethics estab­
lished by the profession. 

Teachers shall devote themselves exclusively to 
their duties in the schools during school hours, 
and shall not employ their time outside of school 
hours in such a manner as to interfere with their 
usefulness in the school room or with their parti­
cipation in regularly scheduled meetings held in 
the interest of the school system. 

Each teacher shall follow a daily schedule 
approved by the principal and the superintendent 
of schools. 

Teachers shall keep their classes in session each 
day during school hours and shall not dismiss 
them for any time, however short, without the 
consent of the principal or the superintendent 
of schools. They shall dismiss their classes 
promptly at the time set. Any pupil may be 
retained after school is dismissed when necessary. 
Provision for safe conduct home must be made if 
elementary pupils are retained after the regu­
lar dismissal hour. 

Teachers shall not be absent from school without 
permission of the principal or superintendent, 
except in the case of personal illness, illness 
or death in the family. In case of absence, the 
shall be notified at the earliest possible time 
so that he may secure an adequate substitute 
teacher. 

Teachers are expected to be constant student of 
the science and art of education and to enter 
heartily into plans for their professional 
development, such as teachers' meetings, parti­
cipation in professional organizations, reading~ 
or general in-service education programs. 



Teachers shall be reasonably responsible for all 
school property entrusted to their charge and 
shall take every precaution to protect it from 
damage or destruction. They shall report to the 
principal any wanton injury which may be done 
to school property, of any kind or description, 
together with the name of the offender if known. 

Teachers are held responsible for the orderly 
deportment and advancement of their pupils and 
will be assisted in all proper, reasonable and 
leagal means to secure these ends. 

Teachers shall give every reasonable assistance 
to pupils in their studies. When a pupil, due 
to absence, inattention, or other cause has fallen 
behind in his studies, it shall be the duty of 
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the teacher to keep the parent or guardian informed 
of such notification, the same shall be ref erred 
to the principal or the superintendent or someone 
delegated to resolve the case. 

The teacher shall keep all records and make all 
reports as directed or required by these rules, 
by the principal, or by the superintendent. 

Teachers shall give careful attention to the 
health and comfort of the pupils while under 
their charge, and shall report to the principal 
if the room is not properly lighted, heated, or 
ventilated. Rooms are to be kept at 70 or 72 
degrees fahrenheit in steam heated buildings; 
70 to 74 degrees fahrenheit in warm air build­
ings. Variations shall be reported to the 
principal or custodian for adjustment. 

A teacher called away from the building during 
a halfday school session for an emergency, with 
the approval of the principal, shall be entitled 
to salary for such session. 

Teachers shall inquire into all cases of sick­
ness of pupils in their charge and report to the 
principal and school nurse any pupils having 
symptoms of an acute disease attended with fever, 
pain, or physical suffering. 

All student accidents must be reported immediately 
to the principal and the school nurse who will 



notify the parents. In all cases of student 
accidents, regardless of where the student is 
injured--in school or to an from school-- the 
teacher shall fill out the standard student 
accident report form in triplicate and send it 
to the principal's office. The principal, school 
nurse, director or pupil personnel services, and 
the parents shall be notified immediately. 

Teachers shall in-so-far as practicable, become 
acquainted with the parents or guardians of the 
pupils by home visits, parent conferences, etc. 

Except as noted elsewhere in these rules and 
regulations, teachers shall not give notice of 
lectures, exhibitions, religious or political 
meetings, or sell tickets for same; nor, except 
as directed by the superintendent of schools or 
the board of education, permit any portion of 
their school time to be occupied by book agents, 
lecturers, photographers or exhibitors. 

Substitute teachers shall file appropriate 
credentials and shall be recommended for appoint­
ment by the superintendent of schools and their 
appointment confirmed by the Board of Education. 

Substitute teachers while on duty shall be 
subject to the same rules and regulations as 
regular teachers. 

Teacher vacancies due to absence or illness shall 
be filled from a list of substitute teachers 
approved by the superintendent and confirmed by 
the board of education. 

The rate of pay for substitute teachers shall be 
indicated in the salary table and time schedule. 

Corporal punishment of pupils shall be adminis­
tered only as a last resort, and then only M'ien 
all other means of punishment have failed. It 
is to be administered only with the consent and 
in the presence of the principal or someone 
delegated by him and not in the presence of other 
children. 

Violent shaking and blows upon the head or face 
of pupils are positively forbidden. 
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Summary. About one half of the sample policies 

omitted the responsibilities of the teacher or included a 

general statement on the order of Princeton (Indiana), 

listed above. The other half included a list of duties 

similar to that of Warren, Ohio. 
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Some lists were rather lengthy and included detailed 

lists of administrative duties, activities of the position, 

and a code of conduct. The normal policy leaves the opera­

tion of the classroom to the teacher, under the direction of 

the principal, but outlines numerous other details of an 

administrative nature normally found in a job description. 

Conclusion. The teacher is responsible for a regular 

classroom assignment under the direction of the building 

principal. In addition to this requirement, there are 

numerous administrative assignments necessary for the smooth 

operation of an efficient school, which must be attended to. 

The teacher is expected to maintain community standing, 

professional growth, and a dedicated concern for the welfare 

of the students. 

V. ORGANIZATIONAL CHARTS 

The duties and responsibilities of each position of 

authority in our school systems have been discussed in the 

preceding pages in relation to its immediate superior with­

out regard to the overall structure of supervision. A study 
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of the charts used in this section will show the relation of 

each position to all others in that particular system and 

the degree of similarity between the different areas used as 

a sample in this study. The following charts were selected 

to cover as wide a range in school populations as possible 

from those available for study. 

CITY 

South Bend, Washington . . . 
Sheridan, Wyoming • . . • 

Ellensburg, Washington 

Stillwater, Oklahoma . . . . 
Beaver Falls, Pennsylvania 

Dubuque, Iowa 

Warren, Ohio 

Lafayette, Louisiana 

St Louis, Missouri 

State of Hawaii • . . . . 

SCHOOL POPULATION 

630 

2,833 

2,837 

3,778 

4,185 

5 '926 

12,464 

21,535 

110,369 

149,871 

Recommended Organizational Chart23 ... --

23Reeder, Q.U. ~., p. 60. 
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South ~' Washiniton 

People 

Board of Education 

Secreta 

Superintendent Transportation 

Cafeteria Custodians 

Principals 

Teachers 



Sheridan, Wyoming 

People 

Constitution [ ~ Authority 
Legislature / 
State Board 
of Education ~ 

--~~~~~~-i " School Board 
Policy 

I I 

Superintendent 
Executive 
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I I 

Tran Business Buildings 
& Grounds Consultants Health Special 

Ed 

I I I 

I I I 
1 I I 
I I I 

Bldg Principals - .!.. - - - - .J _ - - - .. J 

Teachers 

Lunchroom I fcustodians I 

Pupils 
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Ellensbura, Washington 

The Community State Legislature 

Board of Education~ 

r/ Secretary 

Superintendent of Schools 

Ass't Supt in Charge of Inst I 
I 

Principals - Supervisors 
Special Ed 
Adult Ed 

Secretary - Music 
Physical Ed 
Summer School 

Teachers r-
School Maint Cafeteria 

Nurse Director Director 

Trans Bookkeeper Civil Def 
Director Director 

!Drivers I 

! Mechanics I 



Stillwater, Qklahoma 

-----t Board of Education t----. Clerk 

Assistant Supt 
Ed Opportunity 

Superintendent of Schools 

Principals 

Special Services Personnel 

Curriculum 
& Methods 

Special Ed 

Health Service 

Materials 

Guidance 
Counseling 

Census 
Attendance 

In Service 
Education 

Budget 

Public Info 

School Plant 
Planning 

reasu e 

Business 
Management 

Purchasing 

Accounting 

Transportation 

Maintenance 

Custodial Serv 

Insurance 

Elections 

Miscellaneous 
Business Affairs 
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Beaver Falls, Pennsylyania 

]Board of Health ~ .... , Voters 
...... .... 

Committee Board of Education 

Account in 

Administration...____. Health 
Su erintendent 

Secondary 

Senior High Jr High 

Janitors Janitors 

Home & School 
Visitor 

Elem Schools 
Principal 

Teachers 

Janitors 
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Dubuque, Iowa 

Citizens of the Dubuque Dist 

--- Board of Education 

Superintendent 

Treasurer 

Director 
Instruct ion 

Supervisors 

Audio-Vi 

I. Music 

V. Music 

Nurse 

S ecial 

' ' 

Principal 

Elem-Jr-Sr 

Central 
Office 

School Engr 

'' ~ --- '~ ... ______ _ ' , i Cafeteria 

' ' 
Teachers 

',_, __ , l Custodians _ 
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Warren, Qbis2. 

Citizens of Warren 

~ 
Board of Education Advisory Groups 

Citizens Com 
P.T.A. Council 

Clerk-Treasurer Superintendent 
Prof Ed Assoc - .. -· Ath Commission 

Accounting Non-teaching Com 
Board Minutes 
Payroll 
Receipts and 

Distributions 

I I 
Asst. Superintendent Asst. Superintendent 

Curriculum & Inst Business Affairs 

I Dir of Pupil I I Dir of Pers I Pers Services 

I Principals 
I\ 

'1 P.T.A. Groups I Teachers 
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Lafayette, Louisiana 

School Board 

Superintendent 

I I 
Asst Superintendent - Asst Superintendent 

Curriculum Business Affairs 
Instruction -Teaching Personnel 
Textbooks H Auditor 

Supervisor - Purchasing Special Education 

Supervisor 
Secondary Education H Budget 

Educatio}--I Supervisor - Maintenance Elementary 

I Supervisor 
~ y Supervisor 

Guidance Services Lunchroom 

Supervisor I Supervisor 
Negro Education Census & Attendance 

Principals Supervisor 
Teachers Adult Education 

Textbooks 
Supervisor 

~ Transportation 
Health & Phy Ed 

Executive Secretary 
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.§t. L9uis, Missouri 

I People I 

L 
Board of Ed ~ 

f Attorney Auditor 

I Super of Schools I 

Deputy Super of Schools J 
Architect I 

Asst Superintendent Asst Superintendent 
for for 

Business Affairs Ed Activities 

Special Serv 

J I I I 
Principals Principals Principals 

Junior Elementary Secondary Special 
Colleges Schools Schools Schools 

I I I I 

I I Teachers Teachers Teachers Teachers 
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State 2.f Hawaii 

People of Hawaii 

Governor 

Commissioner 
of Education 

Supt of Schools 
Asst Supt 
of Schools 

I I I 
Asst Supt Asst Supt Asst Supt Asst Supt 

of of of of 
Guidance Personnel Bus Adm Spec Serv 

1 -I Dir of Elem Ed Dir of Special Ed I 

I 

1 Dir of Sec Ed Dir of Research I 
I 

I 
I Pro2ram Spec Dir of Adult Ed I 

I 

---I Dir of Guidance Ser I 
I I I I 

Supervising Dist Supt Dist Supt Dist Supt 
Prin Oahu Hawaii Maui Kawai 

-; Sec Pr in I I 
I Prog Sped Prog Spec I 

-; Sec Pr in 
Princioal 

H El~m Pr in 
Teach~r 

H Elem Pr in 

LJ Elem Prin Teacher 



,-
1 
I 
I 
L 

I 
t-
i 
I 

I 
I 

I 
I-

I 
I 
I 

I 

I 

. 

I 
r 
I 
I 
I 
I 
I 
I 
I 
I 
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Recommended ~ ~ q_. Reeder 

People 

------------- ------------ , 
I Board of Ed I 

Attornev Auditor 
- - - - - - - - - - - -I Suoerintendent r- -y -- - - - - - -

Secretary 
------- - - - Deputv Suoer ---------

Assistant Superintendent of Schools 

Asst for Business Affairs Educational Activities 
Curriculum, teaching, pers 

Acct Oper-Maint Supplies admin, guidance, public rel, 
vocational education, adult 
education, sec education. 

Principals 
Elem - Special - Sec 

Teachers & Jr Colleges 

I I 

- - - Teachers - - - -- Teachers - - - -- Teachers ---I 

I I 
Pupils Pupils Pupils 

Special Services 

I 

-' 
-, 

I 

~ 

I 
I 

I 
1 

-I 

I 

I 

I 
I 
I 

L -- - Supervisors of Instruction, Director of Research, i- ~ -
_I 

- Curriculum, Guidance, Health, p. E. ' Attendance, t-

and others. 
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Sumroary. There is very little difference between the 

organizational charts down through the superintendent of 

schools. All but two indicate a direct line of authority 

from the people through the board of education to the super­

intendent. Two of the charts do not go above the local 

board. Two others (Sheridan, Wyoming and Ellensburg, 

Washington) indicate the state level of education as well as 

local authority. 

All of the charts show the superintendent as the only 

school official responsible directly to the board of educa­

tion. 

With the exception of South Bend, Washington (school 

population 630) the superintendents delegate part of their 

duties to one or more assistants. These assistants take 

several positions depending on the particular school system. 

As the school grows it is obvious that more specialized 

positions will become necessary. Only those positions that 

effect the line of authority from the school board to the 

teaching staff are considered in this study. 

The line of authority extends from the superintendent 

directly to the principals in six of the eleven charts 

included in this study, and the state of Hawaii. Three 

charts and the recommended organization by Ward G. Reeder24 

24Ibid. 
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places the principal under an assistant superintendent in 

charge of instruction. The size of the school evidently 

does not affect this relation since South Bend, Washington 

(630), Stillwater, Oklahoma (3,778), and the State of Hawaii 

(149,871) use the direct line of control from the superin­

tendent to the principal. 

The teacher is under the direct control of the prin­

cipal in all of the organizational charts. 

Conclusion. All schools follow the same general 

pattern of authority from the school board to the classroom 

with the exception of the superintendent's office. The 

organization of the superintendent's office may vary accord­

ing to the individual and the size of the school. As the 

size of the school increases, more positions are filled with 

specialized assistants. In some cases the responsibility 

for the operation of the classroom is through an assistant 

for education to the principal, while in the majority of the 

schools this responsibility is direct from the superintendent 

to the principal. 



CHAPTER IV 

CONCLUSIONS AND RECOMMENDATIONS 

The following conclusions and recommendations are 

based on the findings taken from the twenty one school 

policies used as a sample in this study and the references 

quoted in the bibliography. 

I. CONCLUSIONS 

The local communities are charged with the responsi­

bility for establishing and controlling the school system 

of our American educational program under the general rules 

and regulations established by their respective states. The 

most common method of local control is by a board of educa­

tion made up of a number of local citizens elected or 

appointed within their community. These individuals are 

responsible for creating the framework within which the 

professional employees can perform their duties under posi­

tive direction. 

The persons serving as directors of the local school 

system are normally selected from among the legal voters of 

that area. The manner of selection as well as the qualifi­

cations for a position on the school board will vary 

according to the laws established for the state in which 

each serves. 
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The first meeting of each year, after selection, is 

used for organizational purposes. At this time the board 

selects its officers from among its own members. The organ­

ization of the board will vary from state to state as well 

as between communities. The size of the community and the 

school will vary the amount of business transacted by the 

board and therefore effect its organization to some extent. 

Normally there will be one person selected to serve as a 

chairman or president with an assistant. A treasurer and 

secretary are positions normally elected and may be either 

combined in one position or two single positions and in 

either case may have an additional clerk. The position of 

clerk was found to be a paid position hired by the board in 

many instances and without voice as a board member. 

The amount of compensation offered for service as a 

board member, in those states where compensation and reim­

bursements are authorized, is very small and is seldom 

claimed. The difference between appointed and elected 

members of boards varied very little in number receiving 

compensation; however, the appointed members tend to receive 

a higher rate of compensation than elected members. 

The laws of the various states are normally quiet 

with regard to the education of board members, but each 

candidate is required to meet the test of public approval. 

As a rule the members will have a higher education than the 



general public which they serve. The education level will 

be somewhat higher in the larger districts than in rural or 

small urban areas. 
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The occupation of the individuals on the school board 

varies with the predominant occupation of the area. There 

is a larger number of businessmen and housewives serving in 

the larger districts than in the smaller areas where the 

members are almost always male and technical or professional 

by trade. 

The size of the school board and the term of office 

are established by the state. In a majority of the states 

there is a general practice to require from three to seven 

members with an uneven number recommended as serving the 

best purpose of the group. 

These members will serve for a specified period of 

time as established by the state, but generally there are no 

restrictions on the number of terms any board member may 

serve. This does not hold true in those states where the 

appointment method is used. In some cases board members 

serve at the pleasure of the appointing official, and this 

could be construed to mean as long as the appointing official 

holds office. A few board members are appointed and hold 

office for life. Continuity in the board leadership is 

assured by staggering the terms of office and in this way con­

trol ling the number of persons to be elected at any one time. 
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The chief function of the school board is to organize 

the local school system and to establish a general program 

of education. These local citizens are normally unfamiliar 

with the intricate operations of the modern school; therefore, 

they are wise to hire a specialist to supervise the school 

in their name. This superintendent is selected by the board, 

with great care, to take charge of the school and be respon­

sible for its operation in their name. 

The superintendent must be a person of great ability 

in each of the many facets of school administration. He has 

a general supervisory function over the complete operation 

of the school and is the one person directly responsible to 

the board of education for the economical and satisfactory 

operation of a productive school plant. 

In a very large system it is impossible for one person 

to maintain satisfactory supervision over the complete system. 

When this is found to be true the superintendent will hire 

one or more assistants to decrease his field of responsibility 

and increase his general supervision. There is evidently no 

set rule for the breakdown within the superintendent's 

office. It varies considerably between each office and only 

in the recommended organization chart on page 67 is there an 

attempt to establish a pattern. It is evident that each 

superintendent organizes his off ice according to apparent 

interests, the specialties of his assistants, and the 
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peculiarities and needs of his school district. The superin­

tendent is responsible for translating the general laws and 

policies established by the state and local school board into 

specific rules and regulations for subordinate positions. He 

must be responsible for safeguarding and regulating the 

expenditures of public funds, and provide for an educational 

program to satisfy the requirements of the community. 

The one assistant to the superintendent found in all 

districts is the building principal or his counterpart. 

This is a position created by the state and filled by the 

board of education upon the recommendation of the superin­

tendent. The principal is responsible for the total educa­

tion of the children in his building and is directly respon­

sible to the superintendent's office. He has an overall 

responsibility to the community for the educational program 

within the limits of his building and the leadership of his 

teaching staff. He must be a general supervisor well versed 

in the methods of classroom management and have the ability 

to create and evaluate an instructional program. 

In very small schools the principal may be found 

teaching a number of classes as his time permits. In these 

smaller than average schools he will probably act as a 

counselor, curriculum planner, director of extracurricular 

activities, and perform all other functions usually assigned 

to specialists in the larger schools. As the need becomes 
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greater, the principal will delegate responsibility to 

subordinate officers. Much of the curriculum planning will 

be delegated to the teaching staff and their department heads. 

The principal will have under his supervision a group 

of professionally trained teachers qualified for their 

specific areas according to the individual state requirements. 

The selection of these teachers is normally made by the prin­

cipal in the larger school districts and by the superinten­

dent of schools in the smaller schools. The teacher is the 

basic element in the educational program and is responsible 

for the operation of the classroom under the direct respon­

sibility of the building principal. The teacher is directly 

responsible for the care, discipline, and education of his 

pupils. All other offices of administration are created and 

maintained for the express purpose of creating the best 

atmosphere possible for any teaching situation. 

In addition to the classroom responsibilities, most 

school officials outline the social responsibilities and 

administrative duties of the teacher in a school handbook. 

This handbook regulates the teacher's activities within the 

school and reflects the controls deemed necessary by the 

individual building principal. 
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II. RECOMMENDATIONS 

This study was based on the written school policies 

of school districts throughout the United States. On this 

basis, it seems appropriate to acknowledge the necessity for 

such a policy and to put this in the form of a strong recom­

mendation for the new administrator. The policy may take 

many forms, but only two received special comment from school 

superintendents. One was a combined policy used by the 

school board and placed in a loose-leaf folder. This type 

of policy can be changed easily and kept up to date. Another 

type of policy in use in the larger schools was a departmental 

policy. This policy is placed in several volumes and has the 

advantage of reduced cost. Each department maintains only 

that volume applicable to its operation. 

The basic rules of supervision may be the same in all 

instances, but the details of school operation will vary 

greatly. It is recommended that the new administrator become 

well acquainted with the community, the school, his staff, 

and the desires of the local population before adopting a 

set of regulations for his new assignment. The individuality 

of each school makes it advisable to establish those rules 

and regulations acceptable and necessary for each situation 

in each school. It is advisable to use a guide in formu­

lating any set of rules. There are many good references 



guiding policy makers. One of the most recent works, used 

in this study, is the Reference Manual on Written School 

Board Policies compiled by the National School Boards 

Association and National Education Association Joint 

Committee. 
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Mrs. Mary C. Pierce 
Superintendent of Schools 
Adams County 
210 West Broadway 
Ritzville, Washington 

Dear Mrs. Pierce 

Box 934 
South Bend, Washington 
27 March 1963 
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As a part of the requirement for my master's degree in 
administration and supervision, I am making a study of the 
uniformity of school policies and the division of responsi­
bility on the different levels of supervision throughout the 
United States with emphasis on the State of Washington. 

I would appreciate your help by completing the enclosed 
card and returning it to me at your convenience. 

If you have any ideas or strong convictions on this 
subject I would appreciate having them added to the remarks 
section of the card. 

Enclosure 

Thank you 

/S/Ralph L. von Kaenel 
/T/Ralph L. von Kaenel 



Enclosure to Appendix A 

1. Number of school districts in your county: 

2. Number of districts using a written school 
board policy. 

3. In your opinion, is a written policy necessary? 

Remarks: 
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The above is a copy of the United States Postal Card 

which was enclosed with each letter going to a county super­

intendent in the State of Washington. 
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Mr. Julius S. Hurst 
Superintendent of Schools 
Selmar County 
Selmar, Tennessee 

Dear Sir, 

Box 934 
South Bend, Washington 
November 30, 1962 
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As a part of the requirement for my master's degree in 
administration and supervision, I am making a study of the 
uniformity of school policies and the division of responsi­
bility on the different levels of supervision throughout the 
United States. 

I would appreciate your help by completing the enclosed 
card and returning it to me at your convenience. 

If you have any ideas or strong convictions on this 
subject that I could use I would appreciate having them 
added to the remarks section of the card. 

Enclosure 

Thank you 

/S/Ralph L. von Kaenel 
/T/Ralph L. von Kaenel 



Enclosure to Appendix B 

1. Number of school districts in your county: 

2. Number of districts using a written school 
board policy: 

3. In your opinion, is a written policy necessary? 

Remarks: 
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The above is a copy of the United States Postal Card 

which was enclosed with each letter going to a county super­

intendent outside the State of Washington. 
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Dr. Jerry J. Vineyard 
Superintendent of Schools 
Arkansas City, Kansas 

Dear Sir, 

Box 934 
South Bend, Washington 
January 18, 1963 
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As a part of the requirement for my master's degree in 
administration and supervision, I am making a study of the 
uniformity of school policies and the division of responsi­
bility on the different levels of supervision throughout the 
United States. 

I am seeking your help by asking for a copy of your 
school board policy and a copy of your organizational chart. 
It would be impossible (financially) for me to send postage 
with each letter of request hoping for an answer; therefore, 
I will ask you to send me whatever you can. If you are 
interested in this subject I will be glad to mail you a 
mimeo.graphed summary when it is completed. 

In addition to the above information I would appreciate 
having the enclosed card completed to give me a better back­
ground for my problem. 

Enclosure 

Sincerely 

/S/Ralph L. von Kaenel 
/T/Ralph L. von Kaenel 



Enclosure to Appendix C 

1. Do you have a written school board policy? 

2. If the answer to #1 is yes, who (position) wrote 
your policy? 

3. In your opinion, is a written policy necessary? 

Remarks: (any opinions or strong conviction you may 
have on this subject) 
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The above is a copy of the United States Postal Card 

which was enclosed with each letter going to a superintendent 

of schools. 
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Table l· 
The following taole ~ndicates the number of letters 

mailea to county superintendents and the responses received. 

Per Cent 
Area Letters Mailed Responses of Responses 

Washington 38 33 87 

u. s. 50 45 90 

Total 88 78 89 

Table 11· 
1he following table shows the number of districts 

representing the responses from table I, those using a 

written school policy, and the number of county superinten-

dents responding to the question, "In your opinion is a 

written policy necessary?" 

Area 
Dist using Are policies 

Co. Dist Re12 12Qli~ies N~~e§sar~ 
Yes NQ. 

Wash. 33 332 202 (61%) 27 6 

u. s. 45 446 207 (46%) 29 16 

Total 78 778 409 (53%) 56 22 
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Table ill· 

The following table indicates the number of county 

superintendents who stated that school policies were not 

necessary in table II, but who modified that statement by 

indicating they were desirable. 

Not Per Cent 
Area Counties necessary Desirable desirable 

Washington 33 6 6 100 

u. s. 45 16 9 56 

Total 78 22 15 70 

Table .!Y. 

The following is a breakdown of the responses to letters 

sent to superintendents of schools throughout the United States. 

Letters Mailed Responses 

100 69% 

Schools 
With Policies 

87% 

Without 
Policies 

13%'" 

*Of the nine (13%) schools without policies, four stated that 
they were desirable. 



Table y_. 

The following list indicates the responsibility for 

compiling and maintaining a written school board policy as 

found in the responses listed in chart IV above. 

School Board . • • . . . . . . . . 4 

Superintendent 9 

School Board and Superintendent • . • • 17 

School Board, Superintendent, and Principal 12 

Superintendent and Committee . . . 10 

Board, Administration, and Laymen . . • 1 

Joint Committees 

Total 

7 

. 60 
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