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INTRODUCTION

The forraing of Unified School District 224. has brought togother

four different school systeas. Theae schools have been bound together

by lav;, but many differences can be found in the operation of the

different school buildings. These buildinjis seeiu to have aaintained

their old policies and traditions, and this has resiilted in the lack of

any type of luiiforaity in the duties of the veo'ious school employees.

Perhaps the most noticable difference has been in tiie role of the

classroom teacher. Wiiii each building operating on a different set

of regulsitions, there has been a great deal of confusion in the ainds

of aany teachers.

At 'the saiae ti:ae many of the regulations are outdated, and the

teachers do not ioaow if the old policies still apply. This has not

only caused confusion as to the exact duties of the teachers, but has

often resulted in conflict among the teachers. A well-planned hand-

book v.'ili facilitate the situation to a great extent. It will

facilitate efficient administration, do much to avert misunderstand-

ings, provide information for many different needs, and heighten

morale on the part of all employees.

An adequate handbook vdll contain the present school policy

infhich teachers and other employees could \ise as a reference vihen they

have questions concerning their responsibilities in the operation of

the school system. It is recoiaiJiended that the handbook be changed

from year to year \ihenever the adoption of new policies make it

necessary. At the same time the haridbook should not become a thing of

constant change.



TiiE PUi^J^OSS OF THE REPORT

The purpose of the report is to create a hundtooz; that would

serve the follovmifj p-oi'poses. yir-^v, it will ,;ervu t.s a guide for

present and future teachers of Unified School District 224.; second,

the handbook v.dll brins closer ^xaity among the teachers and other

employees of the district; and third, the handbook will establish a

uniform policy throughout tiie various buildings of the school systen,

OBJECTIVES

1. To construct a handbook "that would clarify the duties of all

school employees.

2. To provide a guide for tlie orientation of nev; personnel.

3. To nalce it possible for teachers to make decisions -.Ndth a

feeling of confidence based on board policy.

4. To improve eiiployee employer relationship.

PROCEDURE

The method of procedure used in writing this report was first,

a survey of the available literature about the subject; second, an

analysis of this literature; and third, the construction of a handbook

that would clarify the duties of tlie employees of Unified School

District 224.

Letters v/ere sent to various school systei.is throughout the

state of Kansas. The purpose ^vas to acq-.jare handbooks that were
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preaeiitlj beinti u;:;ed to -^ive the vrriter ideas upon wixich to construct

a hcindbook. At the saiue time permission and help wjis sought of the

superintendent and the board nieiubers in the construction ox the hand-

book*

The next step v.-as to seek the help of the teachers and building

principals so that soiiie oiistakes could be avoided. At the same tiae,

tlie aim was to involve the teachers to prevent their feeling that the

mmdbook v;as being forced upon them.

Magazines, pamphlets, and books found in the Kansas State

University Library were a great help to the -writer. Perhaps of even

greater help was the Education Index, for it made possible the location

of the various articles.

DEFIiailOi; OF TKfii'lS

The term "Unified School District 224." refers to the public

schools in Clyde and Clifton, Kansas.

REVIEW OF LITiiRA.I'uEE

In the very beginning various school administration books,

school handbooks, state manuals, and magazine articles were consulted

for information on hovif to prepare handbooks. It soon became obvious

that the most helpful information would be found in magazine articles.

At the same time it ?;as found that there were many different approaches

to the organization of a policy handbook, but moat v.riters included

such subjects as organization and administration, instructional services
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business servicer, public relatione; , pupil perL;oni-:iel policies, for

certified and noncertificatod einployeea, end the by-laws of the bo3.rd

of education.

Most vnriters seemed to agree that the ba.sic objective of a hand-

book for teachers iu to present achool policies, rei^xilations and

procedures to the teaching staff. One v,Titer i^ointed out that a harid-

book could be used as a guide in tiie orientation of nev/ teachers,

substitute teachers and nev/ adiniiiistrators. Another felt that the

handbook could sei've &s a imiforra reference on school procedure:, to

seciire more uniforra i*esults in clerical and adjcrdnlstrative duties."^

The following stsiteiuents are ideas taken froir; various authors

of the available literature.

1. Handbooks vihetlrier they're concerned vdth all phases of the
school day or v/ith specific areas end departments, can ansT;er
questions about school prot,r£ias arid activities before they're
asked. Clearly viritten explanations of policies and descriptions
of procedui^es help to avoid many iaisunderstandinjis and eliminate
repetitious expler.ations of operational practices.

2. The handbook is of little value unless used by the faculty.
In all too Esjiy instances the handbook gathers dust on office book
shelves. Adioinistrators axid conriittee nerabers responsible for the
developoent of this publication should be alert to identify factors
'.vhich ijapede the usefiilness of the faculty aanual and to initiate
corrective s-easi^res.-^

1

^Frederick C. Kintzer, "California Junior College Facviity Hand-
books,'' O^^ilor ,Co3J.jjge Jom^a^ 31:159, KoveCiber, 1961.

o
''Elizabeth K. Lejnson, "How To Prepare A School Ltinch Handbook,"

The Nation's ^^choolSy 71:70, April, 1963.

•^Kintzer, _02. cit . . p. 160.



3. A handbook of peraonnel policies reirdndc all oegnierits of
the educational organization—teachers, ijecretaries, niirseti,

custodians, principals, superiiitendents, school board r-iembers,

everybody—that they are resix<nsible for the acconplishiaent of

their respective duties.^

4. Policy handbooks and resulting administrative handbooks
provide excellent orientation material for nev/ board merabers.

They provide stability for a district using the contributions
of a series of board oeiabers over the years to reflect the

general thinking of the coEuaunity .
^

5. The handbook shoxiLd be in accord vdth ejid compleiaent

state laws and the rules exid regulations of the state board
of education.

°

6. It seeias apparent that Viell-developed admirdstrative band-
books can be of significant value in helpinji a school systen have
reasonable uniforndty in policies and practices. Oftentiiies a
question arises v;hich con be settled easily by reference to the
policies already established.'''

THE Biil^DIiOOK

Constru-cting a. handbook . There are many different approaches to

the organizs.tion of a school handbook. In the very beginning before

any vsiriting is done, tiie superintendent and his advisory stai'f should

determine how the handbook will be divided into sections and topics.

The important thing at this point is to thiri throiAgh the process so

^Natt B. Burbank, "Put Then In Writing," Kentucky School
Journal, 43:18, April, 1965-

^George R. Sxallivan, "V/ritten Board Policies: Froa Dream To
Reality," American School Bo^ard JourpBl, 149;16, Aug-ust, 1964.

'^Lav.-rence E. Turner, "Hovv To Develop A Handbook," Aasrican
School Board Joxirpslf 126 ;25, April, 1955.

^Qroy P/agner, "V&at School::. Are Doing," Education, S4:316,
January, 1964*
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as to provide loi;;ical sequsnce and complete coverage of all inportant

a.reas. Perhaps at this point " a definite indiviaxxal should be

designated to develop the handbook initially, and to keep it ciurrent

after the initi;.il developraent."*^ Once the sequence has been deter:ained

the writer shoiold prepare the first draft of the handbook for

submission to the superintendent.

The next step would be to subaiit a tentative draft of the hand-

book to the board of education for preliminary, tentative screenin^i.

This weeds out unacceptable portions and keeps the board fully informed

on the progress of the project. Often, time is saved by tliis particular

checking step. Adverse board opinion on any particular part of the

handbook thus is discovered in the early stages of vn^iting when changes

can be made easily.

Once the material has been thoroughly organized into as simple

a foria as possible, it is presented to the board of education for

final action. Here the writer has a responsibility to aake a

recommendation concerning each proposed change. The board will probably

accept some and reject otiiers. This constitutes the final and official

determination of the content of the handbook.

Perhaps the final step '.voiLLd be for the superintendent to assure

effective utilization of the handbook by providing every teacher with

an up-to-date copyj making frequent references to the handbook in

"^LawTence E. Turner^ "Hot; To Develop A Handbook," /.xp-erioan
School Sc;ard Journcil, 126:24;> jlpril,, 1^*53

.
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faculty EieetinjiGj usin£; the handbook as a basic tool in orientation of

ne-.v teaciiersj aiid encoi^uging faculty Kembers to cvalxiate the

publication and to contribute to ths next edition.

9

VvMch employees should Jbe Invqlved? Perhaps the best approach

would be to involve all school people in the '.Triting of the school

handbook, Thiu would give each employee the chance to contribute, to

a greater or lesser extent, to the success of the project. Eis help v/ill

be related directly to the kind of a job he holds. Teacher ideas •.vill

be of value in the writing of the instructional sections, custodians

in maintenance and operations, and so on. The raain idea is to involve

employees in policy maicing which concerns thea, but be careful not to

bring the process to a halt by over-involving thea. For exaraple,

representatives of teachers, adninistrators, and service personnel

need not create policies but can react to policies created by others

and still express their desires without the deadening effect of lengthy

comioittee discussions.

By involving practically every member of the school systeju, it

is likely that many new and good ideas will be brought to light, soae

of \=jhich laight otherwise have been oEiitted. Every worker has the

opportunity to bscoae fully informed about school policies, some of

which he either does not know or does not remember, and the finished

product will be better understood and accepted by all concerned if

"Frederick C. Kintzer, "California Junior College Facxilty
Handbook," Junior Collej^e Jquivxal, 32il59, November, I96I.
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they have had an opportunity to talLe part in the production of it,

Kr:nt to. include in a. handbook. One o£ the earliest decisions

that must b© raade in preparing a school handbook is to detei*mine T.hat

is to be included. To be most useful the book shoiild include all

phases of school district operation. Aiaong these are or^ariization and

adninistration, instructional services, business services, public

relations, pupil policies, and policies for certificated and non-

certificated eaployees. "Soiae 'policies' v;ill be the mere reco{inition

of tho law or regulation of the state commissioner of education which

the board is required to follovf. "-^ State regulations are placed in the

handbook for easy reference. All handbooks should contain a statement

of the basic philosophy of tlie board of education and the school

district. It Viould also be Vid.se to incliode a table of contents and a

complete index.

Kintzer ste.tes that those responsible for the preparation of

a school hjuadbook shovild give prime consideration to these questions:

1. Of what value is the discussion of a particular topic to
members of the regular teaching faculty?

2. How, in spite of the necessity to quote policy and
regulations, C£ua a rule be stated succinctly, yet interestingly?

3. How can a regulation be presented in aore understandable
terms particulejrly to the newcomerV-^

l^George E. Sullivan, "Written Board Policies," ^-aerican School
Board JoTjmal, 14.9:1$, August,. 19c/..

-^?rederick C. Kintzer, "Faculty Kandbooks Restudied,"
Journal of £scondaiy Educaticii , ;tl;313, i^ovember, 1966.



9

Forr.g -b of the handbook. Handbooksi may vary in size and shape.

The most volvuiiinous handbook is not necessarily the most effective,

neitiier is the smallest the least successful. Perhaps the effectiveness

of a handbook can only be jud^jed in terms of its value to the school

for which it is designed and tlie extent to which it is actually used

by the enployees. Regardless of its size and shape the overriding

goal of a handbook is its useability. The handbook ri;ust command the

interest of individ"aals to whom it is directed, and the material

shoxild be clearly vmderstandable . It should also contain an adequate

table of contents at the beginning and a good index at the end.l^

Whether a handbook should be printed or mimeographed is largely

a matter of budget. It would probably be best not to make the final

copy of the handbook the product of a spirit duplicator. Above all

else it should be readable. Individual items should be reasonably

brief, and be attractively presented. This means that tliere shoxild not

be too much on a page. Headings and subheadings should be used freely

and with generous spacing to avoid crov/ding items together.-'^

l^Frederick C. Kintzer, "Faculty Handbooks Restudied,"
Journal

^

of Secondary^ Education^ 41-:312, November, I966.

•^Edward V. Stanford, "The College Faculty Handbook,"
The Catholic E,ducation Review, 62:252, April, I96/+.
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FOiiEi'.OHD

The Boiird of Education of The Repfublican Valley Unified School

District believes that one of its important responsibilities is to

develop and establish long range policies to serve as guides toward the

operation and administration of the Unified School System and its program.

These policies should give the Board of Education, the admini,^tration

and staff, and the patrons of the district a laeems of coiiiaunication, a

guideline and a constant tool to use for futtire course of action and

planning.

This handbook will aid new board menibers and school employees

in informing theaselves of their powers and duties. School eaployees

laay proceed in the dischcirge of their duties \vith assurance that they

act in accordance with the v/ishes of the governing body.

These policies are subject to constant re-examination and

revision. Wnen the best interests of the school system are deemed

better served by some policy change, that change vrill be made.

DUTIES OF THE SUPEHINTSITOE^IT

1. The superintendent shall be the chief executive officer of

the board. He shall exercise general supervision over an the schools

of the district and all school employees shall be directly responsible

to hJjn.

2. The superintendent shall attend all board meetings except

when Ills ov.za salary or re-employment is being considered. He shall

keep the board advised of all conditions xmder his suoervision.
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3. The superintendent shall ncJce reconmendationa i'or appoint-

Bent, pronotion, demotion and dismissal of all school employees. Yihen

nominations presented to tho board by the s-'perintendent are not

satisfactory to the Board of Education, he shall bo directed by the

board to males additional noEiinations as soon as is feasible.

4.. The superintendent shall laake such assignments as he feels

necessary to secure ihe highest efficiency of the entire staff.

5. The superintendent niay suspend enployees for just cause and

said svispension should be reported to the board immediately. Ho

enployee shall be reco2iinended for dismissal until the superintendent is

convinced the efficiency of the employee in question cannot be inproved.

Employees may be dismissed by the board for: ineffiency, inmorality,

insubordination, violation of board regulations or other just causes.

6. It shall be the duty of the superintendent to ceet with the

principals in order to discuss the effectiveness of teachers.

7. The superintendent shall be responsible for determining the

adequacy of the cui-riculuai. He may assign faculty committees to assist

in such studies and should malce recommendations to the board concerning

the improvement of the curriculiim.

8. The superintendent shall perform such duties as the board

may require, and in the absence of specific board rules he shall assume

any authority or perform any duty that he shall deem necessary in the

emergency. All actions by the superintendent shall be subject to board

review.

9. The superintendent shall be responsible for the operation
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and maintenance of all school buildings. In casea o£ renodoling or new

building planning tiae superintendent is charged with the responsibility

of studying the needs of the school and making recoriimendations to the

board for adequately meeting those needs.

10. The superintendent shall have authority to pxirchase supplies

and eq,uipment under the regulations of the board.

11. The superintendent shall transmit all communications from

the Board of Education to the administrative
_, instructional and custodial

s"baff , and he shall also transmit communications from them to the Board

of Education.

12. He shall make rules and regulations regarding routine

matters vdiich have not been specifically provided for by the board. He

shall also propose new policies for consideration by the board as the

need arises.

13. He shall prepare a budget annually for the consideration of

the board at their July meeting. Final approval of the budget shall be

made at the August meeting. All legal requirements as to limits and

publications notices shall be met. He shall administer the budget as

enacted by the board at all times in accordance with the legal require-

ments and adopted policies of the board.

14.. It shall be the duty of the superintendent to interpret the

philosophy, alms, and objectives of the teaching programs of the school

to the co.'uiiunity.

15. The superintendent shall recomriend to the Board of Education

a salary schedule for their consideration.
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16. The superintendent shall attend state, nationtil and rej^ional

conferences as directed "by the Board of Education as part of his official

duties.

17. He shall have power to suspend fron the privileges of the

schools any pupil guilty of gross misconduct or continual insubordina-t-

ion to school organization and regulations. The superintendent may

delegate tiiis power to the building principal, along '.vith the right to

Gxpell a student.

13. The suijerintendent shall Imve authority to require reports

from all employees as he may desire from time to time.

19. He shall be responsible for the collection, receipt and

disbursement of all activity fui^ids. He shall delegate this responsi-

bility to the building principals, v.ho in turn shall be required to

submit reports to the superintendent as required.

DUTIES OF PEIiCCIPALS

1. Principals shall be directly responsible to the super-

intendent of schools,

2. They shall be responsible for the administration of their

respective buildings and the enforcement of rules and regifLations.

They shall have autliority over the staff of their building in carrying

out this end.

3. Principals shall be fully responsible for decisions made in

their respective buildings. They should be faiailiar with the rules,

policies and regiilations of the Board of Education. They shall also
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have their teachers inforjaed of these rules, policies cuad re^^ulations

and their actions should be in accord with said policies.

U. The principal shall be responsible for tlrie supervision of

teachers and other eiaployees linder his jurisdiction. Ke shall also be

responsible for instructing teachers as to the proper method of keeping

class records and registers. Ihe principal shall periodically inspect

such records and shall go over then at the close of the school year to

ins\n?e their conpletion.

5. Principals shall meet with the superintendent for confer-

ences as often as he may require, keep adequate records, delegate

authority, and supervise academic and nonacadeiaic activities under

their jiirisdiction. Principals shall also be active in currioulun

stiidies, and use tact in dealing v/ith parents and the public in general.

6. Principals are responsible for enrolling pupils. They

should check carefully the residence of pupils and in any case of

bo\mdary dispute they should isiinediately contact the superintendent.

7. It is the duty of building principals to be present at least

forty-five minutes before the opening of school and remain at least

thirty minutes following the close of the last regularly scheduled

class.

8. Principals are responsible fox* informing students of «n

rules that pertain to thea. These rules should be in v/riting and aTi

students and teachers should have a copy. Vlhenever new rules are

fuiopted, they should irjaediately be put into vrriting, and distributed

to teachers and students.



17

9. The principal shall have tlae authority to ezcuce any pupil

upon request by parents, if he deems such absence advisable, to le-v/e

the school preiaises before the regular scheduled disraissiJ. time.

Principals shall not disraiss the student body before the rci^oilarly

sclieduled time witliout approval of the superintendent.

10. The principals \ivlll work v/ith the superintendent in

napping out bus routes. Tiiey vdll supervise the loadinii and imloading

of buses and enforce safety regulations.

11. The building principal shall be responsible for the lunch

hour. He may adopt a plan of selling Ivmch tickets to meet the

individual needs of his building.

12. Building principals should regularly visit classrooras and

report observations to the superintendent. They should also confer

v.lth tlie counselor, teachers, and parents viiienever necessary in /natters

of pupil progress and pupil adjustment.

13. Principals should report to the superintendent for his

approval any recommended deviation from adopted procedures.

DUTIES OF TEACHERS

1. Teachers shall be directly responsible to the principal of

their respective buildings. They sliall promptly and consistently carry

out the instructions of their principal and the superintendent.

2, All eleaentary teacliers £:hall plan their time schedule and go

over it \lth their principal prior to the beginning of school. There

will naturally be variations in the schedule as the teaciier sees need

for it, but it should be basically adhered to.
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3. Each teaclior is responsible for the discipline in his class-

room and pupils enrolled in his cltsss. Teachers should feel free to

consult their principal and if the need arises, may send pupils to the

principal's office for the adaiinistering of discipline. Ko teacher has

the authority to suspend or expell a pupil froa school. Teachers shall

Eialce an imnediate report of any vmusual disorder in tlieir classroom,

4-. Teachers shall he responsible for classifying and grading of

pupils as well as determining whether or not they should be promoted

at the end of the school year. Cases of retention should be considered

early and should be discussed with the principal. Teachers should

recognise that it is good public relations that parents be consvilted

and well informed at an early date in cases where retention is

advisable.

5. Teachers shall not dismiss pupils earlier than the regularly

scheduled tine x^ithout parraission of the principal or superintendent.

6. A teacher must hold a valid Kansas certificate to be

eligible for eiaployiaent. The teacher shall continue to hold during the

entire teria of his or her eaployaient a certificate entitling the

teacher to teach under the laws of the State of Kansas in the position

to v^'hich the teacher is assigned. This certificate shall be registered

with the superintendent prior to employiaent. Failure to secure or to

hold such a certificate at any tiiae during the school tera shall render

the teacher's contract void and of no effect.

7. Teachers shall be e:iployod in accordance v/ith the Continuing

Contract Law.
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S. The Board of Educavion r.iciy at any time disrd.ss any teacher

for incoiiipetency, cruelty, neglij^ence or imcorality and in tti&t event

the teacher shall not be entitled to coii;pensation *>fter diumissal,

except the diffarence between the amount received based upon tv.elve

monthly installments and tiie amount he or ahe -.vould have received

from pajTaents based ujion nine equal monthly installments.

9, A teacher occasionally has an opi^ortunity offered for

I^rofessional advancement that may cause him to ask for a release from

his contract. The Board of Education shall consider each such case on

its individuttl Jierit. If a siutable replacement can be found and the

change made vdthout impairing the educational program of the school,

teachers v.-ill be released from the obligation of their contract.

10, Teachers shall attend all school staff meetings called by

the superintendent of schools prior to the opening of school, but no

such meetings shall be called earlier than one v;eek in advance of the

opening date of the school term,

11, Teachers shall report to their respective buildings for

duty as assigned by their principal. All teachers shoiild be on the

premises at least thirty minutes before the beginning of school. They

should also remain at least tv/enty-five minutes follovilng the

conclusion of the regular school day. This also applies to all rov-

ing teachers and aides.

12, All regular teachers, roving teachers, and teacher's aides

are expected to be prepared to begin classroom instruction on the first

day of school, TMs may mean that some teachers may have to donate

some time in advance of the opening date of the school term.
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13- Teachers v*ho knov in advojice that they will be unable to ho

present to cc^rry out their assiiinments shoxild notify their principal

before leaving the biiilding the evening prior to their abaence.

Tentative arrangements for a substitute csn then be made. If a teacher

suddenly finds it inpoaaible to be present at school he should call his

principal-

ly. Teachers shoiild be familiar vdth and adhere to the Code of

Ethics of the Kansas State Teachers Association and the National

Education Association. Teachers are expected to be members of their

professional organizations. All teachers of the Republican Valley

Schools are expected to attend the annual K. S. T. A. conventions

whenever possible.

15. All teachers shall attend in-service training ineetings for

professional growth. They shall be e>:pected to serve en coimrdttees and

participate in curriculum studies as requested by their principal or the

superintendent

.

16. i^'o teacher may tutor for pay any pupil enrolled in the

school system except Vviien such case shall have been presented to and

approved by the superintendent.

17. Although it is the duty of the superintendent to interpret

the philosophy, aims and objectives of the teaching prograiTiS of the

schools to the coimnimity, teacliers are a most vital part of the school

public relations program. Teachers shoiild also knov/ the pliilosophy,

aims and objectives and explain them vdienever necessary. Teacher

participation in coiffnunity activities is a prerecuisite to good
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school-cororauiiity relations and teachers are ei\covT&.g&d to particijjate

in whole L^ome civic activities.

13. Each teaclier v.ho has signed a contract for the succeeding

school year may reciuisition supplies at the end of the ciirrent school

year. These supplies may be reci,uisitioned in accordance v/ith the

instructions of the bxiilding principal.

19- Each teacher shall fill out an inventory sheet at the end

of the school year listing ell items in his classroom.

20. The mandatory retirement age for all teachers is 70 years

of age. Social Security and teacher retirement payraents are avuilable

for all teachers at the age of 65. Re-emplo^T-ient of teachers Ty'ho have

reached the retirement age of 65 will be considered yearly by the Board

of Education.

21. Teachers iivho become pregnant during the tern of their con-

tract nay teach vintii such time as is deened advisable 'ay the teacher

and the administration.

22. Sick leave Ydth pay shall be granted to teachers \inder the

follov.ing circunstsoices : Illness to the employee, serious illness or

death to the employee's mother, father, sister, brother, or any person

naicing his home vdth the employee.

23. All nev; teachers must submit a certificate of health

signed by a licensed physician on a foi'm j>rescribed by the Kansas

State Beard of Health. This certification shall include a statement

that there is no evidence of physical or mental condition that '.vould

conflict v/ith the health, sax'ety or v/slfare of the pupils, and that
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net^ative tuberciilin slcin test.

24. Additional certification of health ahull be refiViired at

least once every three (3) years. If, at any time, there is reasonable

cause to believe that an employee is siiffering from illness detrimentiil

to the health of the pupils, the school board mny require, prior to the

tliree year period, a new certification of health.

25. Tile expense of obtaining certification of health will be

borne by the school employee,

26. Enforcement of rviles and regulations is a joint responsi-

bility among all teachers and between teachers and principal. For this

reason teachers should devote theciselves to their duties and strive to

cooperate with their fellow teachers in the enforcement of the rules

and regulations in the school building and on the grounds,

27. Teachers should avoid talking about felloxT- teachers and

administrators behind their back. Teachers having difficulties should

ineet ftlth the building principal and try to reach a satisfactory

agreement.

28. In the presence of students teachers shoxild always address

each other as Liiss, ilrs. or Ivlr., as the case nay be. Teachers should

expect the students to address ttiem in the same manner. Make no

exceptions. Any deviation on the part of any teacher causes dis-

courtesy and disrespect in other elassrooas. Teachers should also re-

frain from using nicknames when addressing students.

29. Luring school hours teachers shall aevote their time
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exclusively to school duties. Personal plajas, reports, ana studies

shall not be prepared or done during the houi"s v.hen teachers are in

cliarge of pupils xinloss the teacher is directed to inake certain reports

by the building principal.

30. Teachers are not to send pupils on errajids v/ithout first

getting xiie permission of the building principal,

31. Teachers should not reraove school property froa the build-

ing for personal use. At the same time school property should not be

loaned to other organizations vdthout the penaission of the superintend-

ent,

32. Teachers shall be responsible in their departments for the

proper care of all books, apparatus, bulletins, supplies, and fxirniture

oivned by the school district,

33. All orders froia teachers to custodians shall be uade through

the principal -Kith the exception of unsatisfactory' room temperature or

emergency,

34. Teachers shall not at any time engage in discussion of

controversial school issues in the presence of students, Hatters in

which teachers are in disagreement should be discussed in private.

35. A teacher in the system whose v/ork is not satisfactory

shall be notified that he jnay not be retained unless his teaching is

improved. This v/ill be done by the building principal at the earliest

possible date in order that the teacher vail have tirie opportunity to

improve.

36. Each teacher is expected to be well-groomed and neat at

all times.
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SALARY SGliEDULE

YFARvS >:ON-DKaKEE EACIlliiLOR 8

__..5500
.

^

1?

_J600

WA,S71sRS 8

5800

li

iooo 5900
1 3500 3630 JJ700 5900 6000 6100
2 ' 5600 >700 3800 6100 6200 6300
'> 5fi00 ^900 6000 6300 6/00 6^00
U 6000 6100 6200 6500 6600 6700
5 6:^:00 6300 6/^00 6700 6800 6900
6

7
6^00 6600

6800
6900
7100

7000
72fJ0

7100

7300
8 7000 7300 am 7500
9 7500 7600

7800
7700

10 7700 7900
11 8000 8100
\?. 8300

1. This schedule vd.ll apply to both men and vromen.

2. The non-degree teacher maxiffiun is ^5000,

3. Advancement to schedtile level is limited to §800 per year.

4., Teachers vdll receive full credit for the first three years

of experience in schools outside of Republican Valley Unified District

22^. Experience over three years will be limited to one-triird.

5. Each teacher shall be required to acqioire a ainiiaum of six

hours of credit in his major field, or in another field approved by the

administration, every five years.

6. Teachers vihose positions require ten or eleven months full

time responsibilities shall receive ;;i>300.00 or i'600,00 additional.

7. Ten days sick leave shall be granted each teacher each year;

this to accumulate to thirty days.

8. Roving and special teachers should be on the salary schediile.

9. School employees may not carry over six college hoiirs

during any contract period.
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10. All credit hour^ applicable to aove to next classification

must be obtair.ed after degree is granted.

11. Since it is a recognized fact that all teachers do not

progress at the same rate; nor to the stiine degree, the schedule should

provide flexibility so that a teacher who makes extremely rapid ^;rowth

and significant contributions to the educational progran and coraaunity,

coiild obtain more than one step on the salarji- schedule ir. one year.

Conversely, there is the possibility that sone teachers will not

make satisfactory growth in the skills necessary for effective teaching.

This teacher inay be held at the same step on the salary schedule more

than one year. Every effort should be made in supervision to assist

this teacher -nho is not making satisfactory-^ progress. Any teacher held

on the saiae step of the salaiy schedule vvill be notified of the areas

of improvement necessary'' for him to progress. Any teacher held more

than one consecutive year on the sariie step for the above reason should

be replaced.

For either acceleration, or holding at a particular step on the

salai^"" schedule, action by the Board of Education vail be necessary

and vdll be based upon the agreement of the superintendent and the

building principal in tshich the teacher is teaching.

No teacher shall be dismissed without the privilege of a hear-

ing of his or her case before the Board of Education.

12. The Board of Education reserves the right to exceed the

salaiy schedule vihe:^. in its opiniorj the interests of the school system

can best be served. TJhen;, or if, econo^iic conditions warrant, the
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board reserveG tho right to reconsider the cchedule.

13. Special oi* extra duties; shall receive extra remuneration to

be added to the mjocimum.

a. High school coacbcs will receive extra pay an follows:
Head coach of football or basketball , . , , i^Ai-Xj.OO

Assietant coach of football or basketball. . :;.200.00

Track coach arid one assistant (each) .... :;200.00

b. Grade school coaches: sj.250.00 per sport, or ^750.00
if same person coaches all sports.

lA; Kevf teachers hired by the system are to be degree teachers.

15. Any relative of a board meaber who meets cuelifications

may be considered as e^ eligible candidate for employment in the

district, but he must have the unaniBious approval of all board members.

16. Teachers and admirJ-strators are paid on a t'.velve month

period, September through August.

17. Witliholding tax and social secvirity are deducted according

to tax guides provided by the revenue service.

18. The teacher retirement deduction is ^200.00 of the first

§;5jOOO,00 made or A% of those under C'5,000.00. Deductions will be made

at ^'25.00 per month for the first eight months of those making more

than $5,000.00.

19. In the event tho adopted schedule cannot be financed due

to the limitations imposed hy the Foundation Finance Lav;, and salary

adjustments need to be made, tiie Board of Education reserves the right

to make such adjustments as necessary to comply \vlth the legal

restriction.
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DUTIiS OF CUSTODIES

1. Custodians shall work with the superintendent and building

principals on general maintenance and upkeep. Luring the school term

tlie custodian shall be undei* the direct supervision of the builaing

principal. During the suMner vacation he shall v;ork under the super-

vision of the building princiijal when on duty and under the supervision

of the superintendent when the principal is absent on vacation.

2. For each fiscal year of continuous service, custodians shall

receive two v/eeks vacation with pay. Vacation times should be arranged

Tdth the superintendent and should be completed by the end of the third

v/eek of August.

3. In addition to the annual vacation custodians shall have

Thanksgiving, Fourth of July, Christinas, New Years Day, Good Friday, and

Meraorial Day free fron school duties with the exception that they are

responsible for maintaining adequate heat for their building.

4-. The custodian shall reaain in the school building and be

available at all tidies xdaile school is in session. If he wishes to

leave, he shall check out with the principal.

5. Sick leave for the custodian shall be as on his contract.

6. The custodian shall be on duty at all times when the build-

ing is in use outside the regular school day,

7. Supplies shall be ordered by the custodian v/ith the approval

of the principal and ordered through the superintendent's office.

8. iUJ. custodians shall have telephones in their residences.
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9. Custodians shall requisition suprjlies well in advancfc of

tlieir need. In April a projected list of supplies and material shall

be submitted to the principal.

10. Custodians shall make periodic checks on the equipment

under their supervision. They shall see that all firo equipment is in

coiapliance with state fire laws.

11. It is the duty of the custodian to keep the buildings and

premises clean and free from hazards at all times. Breakdowns and

hazards should be reported to the building principal imrcediately.

12. Each custodian will have a work schedule. This schedule will

be made by the building principal and custodian before the start of the

school year in order to help the custodian with his work.

13. Sujmner maintenance work is arranged and planned by the

superintendent, building principal, and custodian. This v/ork is out-

lined in late spring so that work can begin iEiaediately after

the school term.

14.. The custodian is expected to attend institutes dui'ing the

summer in order to keep abreast of new methods, eqxiipment, and supplies.

The district will reimburse the custodian for his actual expenses while

attending an institute.

15. The custodian is many times the first person a visitor sees

^en entering a school. The impression the visitor has about oiir

schools many times comes from this first impression. Custodians need

not v/ear a unifom but should appear neat and clean when working with

pupils, teachers or 'iae public.



29

DUTIES OF BUS DRIVLRS

1. The superintendent of schools and the building princijfjals

shall develop rules and regulations for the conduct of pupils while

riding the buses and shall have tiie auUiority to deny free transport-

ation to any pupil who shall refuse to abide by the rules and

re^julations. The bus driver shall have the authority to control the

condu-ct of pupils while riding on the bus.

2. Pupils riding the school buses are deemed to be under the

control of school ox^ficials in exactly the same manner as pupils in a

classroon. Bus drivers in charge of transportation ec^tdpment shall not

permit a pupil to leave a bus until he has arrived at his destination

except on written instructions from the building principal,

3. Bus drivers are expected to be well groomed at all tiaes.

U- Bus drivers shall be required to take and pass a yearly

physical examination. The requirements for this examination shall be

in accordance vd-th those set out by the State Department of Education.

Failure to pass this examination ivill automatically void the driver's

contract.

5. The retirement age for bus drivers is 65, vri-th emploj^cient

subsequent to this age subject to board approval.

6. Vihen not in use all school buses shall be parked off the city

streets even if it is necessary to park then on school property.

7. Bus drivers are expected to observe all safety measures and

precautious

.
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8. Qua.lii*ied substitute drivers will be paid 4;4„00 per trip, or

C'3,00 por day. They shall receive 4-1.50 per hour for activity trips

v.ith a Duucinivan of $10.00.

9. Bus drivers should report any difficulties concerning

student behavior to tlie building principal.

10. Bvis drivers are expected to maintain good discipdine at all

times.

11. Bus drivers are expected to report road hazards to the

building principal imaediately. Any situations creating hazards to the

bus and students shall be reported.

12. Bus drivers are to clean the inside of the bus daily.

They are also expected to keep the exterior of the bus clean.

13. Bus drivers are to report any needed repairs at once to the

superintendent, and arrange for the repairs iiniaediately.

lA. They are to aaintain the "Daily Bus Driver Report," and

hand it in each Monday morning.

15. Bus drivers are to observe all nales and regnilations as set

by the State of Kansas.

16. Bus drivers are to attend the annual bus driver's clinic.

Actual expense incxirred vdll be reimbursed by the disti'ict.

17. Bus drivers are to assume any extra driving assignment as

outlined by the building principal or superintendent. For these duties

the driver will be reimbursed at tlie rate of ;ii.l.50 per hour.
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DUTIES OF SHE COU.Ni>iIiOR

1. xhc counselor shall examine pupil eni-olln-ient cards and

advise v.dtii pupila relative to tlas progr^uas they hav& selected.

2. He shall study the progress reports of all pupils vxid confer

with pupils whoso work is not satisractory.

3. The counselor shall confer vdth the principal in the assign-

ment of pupils to classes.

A. He shall adninister the testing program under the direction

of the building principal.

5. He shall confer with pupils and v/ith resource personnel.

6. The coxmselor shall investigate reasons for dropouts and

unsatisfactory progress and schedxxLe conferences v/ith parents.

7. Ke shall advise pupils on their vocational plans.

8. The counselor shall confer vri.th the building principals and

the- superintendent on plans to adjust the program to meet tiie needs of

the students.

9. The counselor shall analyze the needs of exceptional pupils

and subaiit recommendations to the principal.

10. He shall assist v/ith classrooa supervision, specifically in

pupil teacher adjustment problems.

11. The counselor shall be considered instrumental in keeping

haraonious relations among the students and the administration, faculty,

and personnel.
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DUTIES OF iiECRET^IRIES

1. All school sec.-otarieij ahall consider themrielves a vital

part of the educational ^-rofession.

2. The secretary to the superintendent and to the building

principal shall accept as her firjit duty her loyal support to the

administration and the Board of Education and shall discuss no official

or unofficial school business with anyone outside this category,

DUTIES OF COOKS

1. Cooks shall v.'ork with the superintendent and the building

principal and be under direct supervision of the bioilding principal,

2. All contracts shall be for a nine mouths period and paid

on a nine Eionths pay schedule,

3. Cooks shall be on sick leave schedule.

4-. Cooks shall be responsible for the care and maintenance of

all equipnient used in the lunch progra^i.

5» They shall keep records and reports as required and shall

sake all reports to tlie building principal.

6. Bien a cook is ill, she shall call the building principal,

who shall contact or approve a replaceraent,

SUBSTITUTE TEACHERS

1. Persons desiring to do substitute or siipplsaentary teach-

ing ii:ust register vri.th the superir. . ,.nt and present a valid Kansas

xeaciiing certificate for registration-
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2. Substitute teachers shtuLl assvime all assigned duties of the

instructor for whom they are teaching. This shall include playground,

hall, noon hour und all other duties.

3. Salaries for substitute teachers shall be s?l$»00 for a Tull

day and vi'7.50 for one-half day.

SCHOOL-TIIffi ACCIDMT INGURAUCE

1. The Board of Education shall anr.ually at the July meeting

determine tadiether or not a voliinte.ry schooltL-ne accident insurance

progran is to be offered for the coming school year.

2. If the Board of Education deems such a prograia advisable

they shall then naoe the Cocipany to provide the insurance. This prograia

is to be voluntary and the Board of Education guarantees no set number

of insured. The superintendent shall be responsible for adninistering

the prograia.

3. Teachers shall distribute literature and collect sealed

envelopes but shall in no way act as an agent or receive any special

re^iuneration for their ser^/ices.

4. Cliiim sheets shall be available in the office of each build-

ing principal. Any accidents should be reported immediately to the

building principal,

5. The local agent representing the ins\arance corapany will

obtain frora the bxiilding principal all applications for insurance that

are returned to the school. The iocsil agent will present to the school

adainistration a list of pupils who arc: insured under this program. No
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a^eut v;ill be allowed to ttUc with pir; .'Is in an effort to expla.ln or

sell tho o-ccident insiirar.co.

IM/iUI'ilZATION

Ic ParDnts of children ei-.terin^ school for tho firpt tinie in

Kunsus shall present to tlit pupil's tuacher a sifc^j^ed Certificate of

Inmamisation or ix signed Le^^al Alternatives to Certification of

Inimtmiaation.

2. Immuniz&tion Certificates and Legal ;jLterru.'.tives to

Certification of Immunization are available at the schools and at the

office of the superintendent.

3. All records of Inmunization or Alternatives shall be re-

tained by the school and kept on file in accordance vitti the state law.

GEtlEEAL IKFORi'IATION

1. Before any student can compete in interschoiastic sports he

must have presented to the instructor a si^^ied statement from a doctor

that he is physically fit to take part in such a progi-am. Ee must also

have a statement signed by a parent or guardian releasing the Board of

Education from any responsibility for any injury -that mij^ht occur,

2. There shall be no senior sneak trips in any schools of

Unified School District 22^.

3. Parochial school students may ride the buses of the Unified

District providing tiiey meet the bos on the regular bus route.

4-. If at all pcssiblo this district will not play Tuesday night
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basketball giunes eiccept to comply vrLiii l:. .-; rulinfit;.

5. ir a ytudent lives oue-rour-Lh mile; or leas from the dub

route, he muat walk to laeet the bus. If he livcy aore than one-xourth

cdle froin tlie route and if the Isne is safe for a bus and if a suitable

aiid safe turn around la provided then the bus vd.ll drive up the lejie.

6. The uae of -the building is granted to all for civic use vdth

a ^'5.00 jajiitor's fee if deemed necef.o&ry by the superintendent.

7. All students of thi^ district may ride the school buse:> to

and from school events.

3. Diiring extreme cold weather Jeans and slacks may be v;om to

school and classes by girls in the first four grades. Other girls inay

also v.ear jeaiis and slacks to school, "cut they must wear dresses

in order that they ctoi remove their jeans or slacks once school is

ready to start.

9. Pregnant students v.lll be handled Ydth discretion by the

budlding principals and superintendent with the approval of the Board

of Education.

10. School equipment may be loaned only vdth ttie approval of

tlie superiiitendent.

. 11. Teachers are issued keys to the outside school house door.

It is not a good policy to lend these keys to a student. If a student

needs to get througli a locked door, it is best for the teacher to do

the unlocking end locking ratLier than lend keys.

l; „ ;7hen the v/eather is such that the buses cannot run, that

.
irJTormation is broadcast over radio station 1Q5CK at Concordia and ZSAL
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at Salina on tlic 7:00 o'crock news. Toadiers wil3, be called by the

priacipal as soon as possi le after getting t:.e notices out to the

radio stations. Teachers sl.oiild make siire that their princip«JL has

their telephone nucibar.

13. It is the opinion of the adiainistration that daily work is

a learning experience and diffic-alt to evaluate. Teachers should rely

on their ovci judgment in giving daily grades.

14. There shall be no solicitation of teachers or students on

personal matters on school premises by sales-nen or agents. All persons

vjho enter the school building viiile school is in session shall be re-

quired to report to the school office and state the nature of their

visit. The principal may authorize an agent to intervie.7 a teacher

provided such interview does not in' any way interfere vd.th the class

schediole and provided the interview relates only to probleas of school

interest.
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The revievi of literature that was available gave the writer £iOE:e

suggestions about problems and procedures in the development of a hand-

book. Research showed that inajiy school systems have developed excellent

adiiiinistrative handbooks which present a vdde variety of school policies,

standards, and regulations. Research also showed that handbooks should

be in accord with state laws, be developed for a particulsr school

systen, be the result of group planning and thinking, and be kept CTorrent.

It was found that foremost ariong the reasons for putting policies

doT.-n on paper is the resulting clarification of rights and resi;on3i~

bilities of all parties concerned. The school board is remanded of its

philosophy and siethods of operation. Teachers, administrators, non-

certificated people, and all other school eniployees can instfa-ntly find

any or all of the rules under iwhich they work.

At the sarce time reasonable but ui:iinforiried citizens are a hazard

to the successfxil operatioii of the schools. If tiiey have no vvay of

knovjing what the rules and regulations are, they are all too likely to

create disturbances T±iich are lonvarranted and which could have been

avoided with a little forethought. Hostile clusters of citizens find it

difficult to attack teachers or school boards or the adsiinistration if

j>olicies cire clearly stated.

The handbooks that the iwriter reviewed were created and

constructed for schools of different sizes. These handbooks covered

many similsx probleas and tvere of great help to the writer in the

construction of this handbook.
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Most handbooks gave full coverage of needed ii-ifonria.tion but not

to the extent of being bixUiy. In addition to this iriost handbookii v/ere

encloaed in an attractive cover and published in a coiivenient forn.

The Yjriter recommends that the Republican Valley School System

should have a handbook in order to become a v;ell adiriini titered school

system. It is also recoEimended that all school people be incluaed in

the Tcritine or revising process. At the same time before any writing is

done, tiie superintendent and his advisory staff shoxild detenriine how the

handbook I'dll be divided into sections and topics. It is ix^portant at

this point to thirJc through the process so as to provice logical

sequence and coiiplete coverage.

In conclusion the vnriter felt that the handbook v.'ould not only

tend to unify the various buildin£:s in the school system, but it is-ould

show that the school system v.'as interested in obtairdng public support

and cooperation in the education of the youth throughout the school

district.
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i\B,S'iT<JLCT

Dixriiig tho pact two years ttiere has been a dire need of 3oae

method to disseminate infoi-mation to the teachers and other enploycee

of Unified Sclaool District 224. A hiindbook constructed vdth the co-

operation of ttie board members, teachers, and other eiaployees of the

school district seened to be tlie best method available.

Tiie handbook coiild contain a set of rules which teacriers &jad

otiier school employees could use as a reference when they have

questions confronting them. In tiiis way clearly written explanations

of policies and descriptions of procedures might help to avoid many

inisunderstandinfiS and eliminate repetitious explanations of operational

practices.

The major purpose of the handbook could be to serve as a guide

in the orientation of nev/ teachers, to serve as a source of irJ'ormatioa

for all employees of the school district, and to bring about closer

unity among tlie employees of the different buildings in the school

district.

Permission Vias obtained from t}:ie board and superintendent to

create and construct a handbook that v;ould meet the needs of the teachers

and other employees in obtaining correct information about the school

system and its rules and regulations.

At the starting point In seeking information on how to prepare

a handbook and vfhat material shoxLLd be conteined in one, several admin-

istration books, manuals, and magazine articles were revifcv<ed. Pland-

books were also obtained from other school systems in order to sec v/hat

other schools hc.d done in this dix'ection.
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Throut^hout tho gutherine of data prime consideration was given

to these questions: (1) Of vihat value is the discussion of a particular

topic to members ox ti:e regtilar school staff? (2) How, in spit© of the

necessity to quote policy and regulations, can a rule be stated

succinctly, yet interestiniily? (3) How can a regulation be presented

in more understandable terms particularly to the newcoiaer? (A) Is the

laaterial logically ox-ganized? (5) Ave topics easily located in the

handbook?

In revievdng the literatxire it -csas found that most authors

seemed to agree that the basic objective of a handboolc is to present

school policies, regulations and procedures to the school employees.

It seezis apparent that well-developed adnirJ-strative handbooks can be

of significant value in helping a school system have reasonable

unifonrdty in policies and practices. These handbooks are partictilarly

valuable for teachers nev/ to the school systea. They not only give

essential information related to policies and practices, but also

px'ovide insight into the quality and tone of the school coinnunity.

. At the san:e tir.e nost authors agree that the handbook should

be "Uae product of broad scale participation. Every employee shoi^Ld

contribute, to a greater or less extent, to. the success of the project.

His help will be related directly to the kind of a job he holds.

Teacher ideas v/ill be of value in the writing of the insti-uctional

sections, custodians in maintenance ejid operations, bus drivers \all

be concerned v.lth transpoi-tation, and so on.
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In tlie end vfhether a liandbook should be printed or aimeographed

is largely a matter of bvidget. But only viiile it is still in the

tentative or tritl stage shoiild it be the product of a spirit duplicator.

Above all else it should be readable. Individual items shoiild be

reasonably brief, and be attractively presented. This means that there

should not be too much on a page. It should have cin adequate table of

contents at the beginning and a good index at the end, and headings and

subheadings sho\ild be used freely and Vvith generous spacing to avoid

crowding iteras together.


