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Preface
To bec.?ome a capable and successful board member, an individual must be

willing to devote many hours to serving as a school trustee -L- attending board
meetings, school functions, conferences, workshops, and studying thoroughly
issues and problems demanding decisions. This manual gives a comprehensive
account of.these areas of board responsibility, and the specific "ho'w to's" of
procedure:, \

Any manual can be expanded, revised and updated as the ye s pass. Thear
first Boardsmanship was prepared by Stanford University with the ass'stance of a
team of educators. Boardsmanship has been reprinted with minor revisions sev-
eral times since 1955. This 1975 issue of Boardsmanship, which incorporates the
significant points of the previous editions, has been aimed at updating informa-
tion of importance to board members as well as clarifying the role of today's
board member participating in the educational scene.

Time to think is crucial in order for board members to take the initiative in
formulating educational programs which will meet the needs of the students in
their districts. It is paramoupt that board members not place themselves in the
position of having to react to situations and issues btit rather to devote adequate
time in preparatory study in order to prevent crises.

It is hoped that this manual will give the new board member a rinni-course in
California public school boardsmanship and will refresh Vnd update, the know-

. ledge of board members who have already served for a period of time. In order
for this book to be useful, it must fulfill the needs of individual board members.
If it is read for inspiration, for information, for guidance or for reminders in
meeting legal requirements, it will have met its objective.

Ix



Acknowledgements
Any guide must have input from persons knowledgeable in the field about

which the guide provides information. The 1975 California Boardsmanship ac-
knowledges input from Jane Legate, former California school board member,
from members of various CS BA committees, from members of CSBA staff and
from the publications of the Montana,. Wyoming and Michigan School Boards
Associations.

The San Diego County Department of Education was most helpful as well as
the business office of the Escondido Union .(elementary) School District in
clarifying certain legal points.

Special acknowledgement goes to Vivian N. Doering, member of CSBA's
Board Development and Management Committee, who undertook the monstrous
task of assimilating and rewriting the information for this updating of
Boardsmanship, and to Richard. Montgomery and Ginny Wedra, CSBA staff,
who edited it.

The information inothis manual is as current as possible and as comprehensive
as possible in one volume designed to cover the spectrum of board members
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Code of Ethics
A code of ethics is an expression of those personal ideals which should guide

an individual's daily activities.

In all my actions as a School 13bard Member, my first commitment is to the
. well-being of our youlb.- My primary responsibility isto each child, regardless
of race, creed, color, sex or national origin.

I also have other major commitments to:

The Community. I am responsible to all citizens of the'district and not solely
to those who elected me; nor to any organization of which I may be a
member.

Individuals. I have a direct concern for every individual in the community.
As an integral part of my duties., I represent the authority and responsibility of
government.. This represents the delegated authority of the majority and must
be exercised with as much care and concern for the least influential-as for the
Most influential member of the community..

Employees. The district is a major employer of the community. My actions as
a board member may affect the capability of district employees to practice
their trade or profession.

Laws, Policie. I must be aware of, and comply with, the constitutions of
State and Nation, the Education Code of the State of California,%ther laws
pertaining to public education, and the established poliCies of the district.

u Decision Making. It is my obligation, under the law, to participate in deci-
sions pertaining to education in the district. As an elected representative of
the people, I can neither relinquish nor delegate this responsibility 'to any
other individual or group.

Individual Feelings and Philosophy. Like every other individual, I. have
something to contribute to society.

Understanding and acting. the foregoing premises'," I shall:

consider my position as a board member as a public trust and not use it for
private advantage or personal gain.

be constantly aware that I havetio legal authority except when I amacting
as a member of the board. I shall present my concerns and concepts

_through the process of board debate and,'if in the minority on any deci-
sion, I shall abide by and support the majority decision. When I am in the
majority, I shall respect divergent opinions.

. encourage ideas and opinions from the citizens of the district and endeavor.
to incorporate their views in the deliberations :Aid decisions. of the board.

10
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devote sufficient time, thomtht,and study to proposed act!ions to be.able to
base my decisions upon all 'available facts and vote illy hlnest convictions
unswayed by partisan bias of any kind.
remember that the basic functidns of the board are to establish the polieies
by which the schools of the district are to be administered and to select the
superintendent and. staff who/will implement those policies,

prOmote and participate actively: in a concerted program of timely ex-
change of information with 'all citizens, parents, employees and students
of the district.
recognize that the deliberations of the board in executive session are not
mine to release or discuss. They May be released. or discussed in public
only with the approval Of the board:

avail myself .of opportunities for enlargement of my potential as a board
member through participation in educational conferences, workshops, and
training sessions made .available by local, state, and national agencies.



Meeting the Challenge
of Public* Service

Congratulations! You have been elected to serve on your local school board.
You are a member of a select group of people, chosen by the citizens of your
community to perform a vital task. You have been granted a position of "trustee-
ship" over the public schools. You have been given the privilege and opportun-
ity to serve the public in one of the most important offices in our society. You
have an obligation to fulfill this trust to the best of your ability.

The Root of Your Responsibility
According to the 10th amendment to the Constitution of the United States and

the Education Code of California, every person has the right to free and equal
educational opportunities. And according to the American tradition, specifically
in Article IX, Sections I and 5 of the California Education Code, it is the duty
and right of those locally in control to see that every person receives his constitu-
tional right offree and equal education. You are now a member of that team
which is locally in control. You have beetrientrusted with the power and authority
to make decisions which will crucially affect the lives of many people now
and for years to come.

Board Membership as a Personal Experience
Serving on a board is definitely time and energy consuming. And, as is t e

case in many efforts that are worthwhile, "no one is in it for the money." In
years past, such service was without compensation; however, recent legislation
has permitted board members the option of voting a stipend for attending board
meetings.

The experience of serving may be frustrating, disillusioning, and trying as
you encounter the many controversies surrounding education and the de.rnimds
that accompany public office.

12
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. But this can be one.of the most rewarding and educational experiences you-
Will ever have. You will learn everything yoU'always wanled,to know and more
abOut .educ;ational mandates, methodsof instruction and school' finance. And
when you see students benefiting frorri programs and practices that have cost you
"blood, sweat, and tear" you will have your real reward.

O

The. Roles You Have Accepted

You and your board are managers at the local level of one of the biggest
businesses in Califoraia.'More than one-third Of all expenditures'and more than
one-half of all government staffing at the state and local level in the United States
is devoted to education. in many communities the schools are the largest single
employer'', operate the largest budget, manage the greatest capital investment and
account for the largest portion of levied taxes. The schools also have the most
direct contact with the public and affect more people than any other enterprise,
public or private.

As a. manager you must wear many different hats:

As a trustee, you have been charged with seeing that the schools are well
managed, tax dollars are wisely spent, and the investment and interests- of the
pritilic are protected.

As an einployer, you are obligated to assure fair and equitable practices for
-all employees, seek their prbfessional advice and judgment, support and provide
for their needs, and promote good relationship's and a healthy morale among the
staff.

As an educational policy-maker, you have a moral commitment to provide
the best 'possible learning experience's for all students, to meet the unique and
separate needs of the individual, and to recognize and protect the rights and
responsibilities of these young citizens,

As an elected official, you have several responsibilities: ;-

a. You must assess the altitudes Of the public., whom you represent, there-
fore you must be accessible at public.?ieetings and functions.

13,



Meeting the Challenge of Public Service

b. You must base your decisions on the needs of all the people; Problems
cannot be decided on the basis of geographic divisions, sectional in-
terests, the demands'otspecial interest or ethnic groups, sexual discrimi-
nation, or for political expediency.

c. You must serve the public and your board by being willing to be a
spokesperson for the schools discussing school affairs frequently and intel-
ligently. The people of your school district regard you as "the Board of
Education" 24 hours a day, away from meetings as well as during meet-
ings. Your telephone will resound with their educational hopes and frus-
trations.

Immediate Actions You Can Take to Learn-Your New Job
Because there is almost an overwhelming amount to learn, "on the job train-'

ing", holds the key to effectiveness. Learning to be- a, good board member is a
continuous process; you will gradually become more familiar with laws, with :

sources of assistance, and you will get more effective at problem-solving and
decision-making. But there are certain actions, other than reading this manual,
you can do now to inform yourself:

1. With the permission of your future board, you shbuld attend any board meet-
ings (if any are scheduled) between the time you are elected and the time
your term begins.

2. You should get copies of minutes of the last few meetings, annual reports,
school budgets and surveys.

3: You should make tours ,of the school buildings in the district,to familiarize
yourself with the administration, the teaching and classified staffs, and
school, plants. Youc6uld 'ask to visit classes of varying grade and ability
levels to get a sense of the different needs and student/teacher relationships
found in the .elassroom.

4, Attend some of the. WorkshopS,:and training sessions provided by CSBA,
your' County Office of Education, and others.

5. Request help, if needed, from CSBA field staff, your superintendent, the
County Offic of Education, or others,

6. For future reference, carefully survey the list of documents appended to this
manual that CSBA publishes on specific problems.

,7. Then in your spare time (tongue-in-cheek), you can request an extensive
'bibliography from three sources other than CSBA:

The U.S. Office of Education
400 Maryland Ave., S.W.
Washington, D.C. 20202
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National School Boards Association
1233 Central Street
Evanston, Illinois

California State Department of Education
721 Capitol Mall
Sacramento, CA 95814

0

You Are A Member of a Team
John DOnne's poetic phrasing "No man is an island" could aptly be altered

for our context to "No person is a Board." It cannot be over-emphasized that your
board must work as a team. Any action by the board should be taken only after
proposals have been thoroughly considered by all, and a group decision has been
made..

School board meetings provide a forum for discussion and serious delibera-
tion. Discussion at these meetings must represent the best thinking of the group.
Decisions should be the result of input from all. Each board member has unique
interests, talents and backgrounds and has theref6re a unique contribution to
make.

But since each speaks, from different experiences, differences of opinion may
arise, Respect these viewpoints, realizing they result from the perceptions of
varying backgrounds. Meetings should not be allowed to deteriorate into heated
debates, or personal attacks. It is wise to adopt a policy governing conduct at
board meetings, ak'some boards have done: Strive to solve problems in a spirit of
harmony and cooperation in spite of the differences. Base your decision on your
own conviction after viewing all the facts, and then abide by and uphold the final
majority decision of the board. ,

Note that an individual board member has no legal authority except during an
official board meeting. California has been very specific in delegating control to
the board as a whole, and not individuals. Outside of official meetings a board
member has no authority over.school policies or employees, and no individual
may commit the group.

15



Meeting the ChallengeOf Public Service

Goals for Personal Growth and More Effective Boards
You may see the necessity for some changes in your own attitude, approach

and behavior:as. you become more aware of what it takes to have a board that is
:really effective. Being a board nitmber.is almost always a growth experience.
Here are some do's and don't's other members have become aware of..

For Board Unity
Subordinate personal interests
Accept and support majority decision of the board
Identify self with board policies and actions
Suspend judgment until the facts are available'
Be willing to accept ideas from others

For Leadership
. In-Trove your ability to speak effectively in public

Make use of pertinent experience
Be willing to take sides in controversies
Work tactfully with groups-and individuals
Be willing to take responsibility when necessary to identify problems

and determine solutions

For Executive Function
Understand the necessity of delegating administrative responsibilities to

your superintendent.
Encourage teamwork between the superintendent.and the board.

Often, .a glance at this list before a board meeting will help you make the.
psychological transition that is sometimes necessary from being an individual to

being a member of a team.
Ybur challenge as a board member is great, and for those who believe in the

significance of education to the-individual and to society, meeting the challenge,
will bring immeasurable rewards.

16



Exercising Authority Through
Legal Mandates

.The educational system in America is unique among the nations of the world.
In most countries education is national in scope and control, governed by prbfe-,
sional educators or federal officials. BUt in the United States, education is-
.primarily a function and responsibility of each "of the individual states and has 50
separate' and distinct state school systems.

The Legislature

In California, more than in any other state, the educational system is gov-
erned by legislative policy enunciated in very specific detail in' the Education

. Code. The California legislature has developed into one of the strongest in the
nation, largely self-sufficient and independent of executive branch domination. It
views itself with some justification as the programmatic, innovative branch of
gpvernment.

The Governor
Besides having a general veto right over all bills, it is in the budgetary, arena

17
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that the Governor exercises much power and authority. For the last halfcentury,
California has had an "executive budget" which allows the Governor, and, in
turn-, the Department of Finance, to carefully control the operation of slate gov-
ernment. An important power 'of-the governor,over education is the "line item
Veto" which exposes component parts of larger appropriations to the blue pencil.

The State :Constitution
The Constitution of the State of California charges thelegislature with the

obligation of providing a program of free public education, but the concept Of
local responsibility and support is implicit. In Article IX, Sections 1 and. 5, can
be found the charge: "A general diffusion of knowledge and intelligence being
essential to' the preservation of the rights and liberties of the people, the Legisla-
ture Shall encourage by suitable means the promotion of intellectual, scientific;
moral and agricultural improvement . . . The Legislatitre shall provide for a
system of conimon.schools by which a free school shall be kept up and Supported
in each district."

To carry out this mandate; school districts numbering more than 1,000 in the
state haVe been established to serve specifiedgeographical areas, with the citi-
zens within those communities retaining jurisdiction and direction over their
schools tfrrough elected representatives on local governing boards.

School boards, therefore, exist as an extension of the legislature to oversee'
the governing of the public schools at the local level. When you {Ire elected to
membership on the board of education of a school district:you not only serve as
a representative of the citizens in yoitr community but also as an official agent of
the state, discharging a state responsibility, sworn to Uphold the state laws on
education.

The Education Code
The scope. of your legal responsibility and authority is determined by the

legislature and specified in various:statuteS relating to education. These statutes
are compiled in 'the 'Education 'Code!

Permissive Code
California historically has operated under-a mandatory Education Code rather

than a permissive one, meaning that the decisions of the local board of education
and the operation of school districts were confined to those limitations and man-
dates specifically stated in statutes. However, with the passage of AB 27 this
principle' has changed. Section 7503'6f the Education Code reads:,

The governing board of any school district; including the governing
board of any community college district, may initiate and carry on any
educational program as defined in Section 7552 which. is not in conflict

18



Exercising Authority Through. Legal Mandates

with law and which is not in confl ict.with the purposes for which school
districts are established.

This section shall remain in effect until January 1, 1976, and on that
date is repealed.

And the Code continues with. Section 2., 7503.5. stating,

On and after January I, 1976, the governing board of any school dis-
trict, including the governing board of any community college district,
may initiate. and carry on any program, activity, or may otherwise actin
any manner which is not in conflict with or inconsistent with, or
preempted by, any law and which is not in conflict with the purposes fOr
which school districts are established.

Education.Code Index
Each year seV'ecal thousand education bills are introduced in the legislature.

Each year, as severa'hilkndred of those bills become law, the Education Code is
expanded to a cumbersoine, collection of laws stretching to several .volumes.
CSBA and the Association if,,,California School Administrators participate
jointly in publishing an Education Code Analysis and Index. In addition .to its use
as a legal reference, this publication i'S an excellent study guide for those legal
requirements specifically affecting boards' of education and their superinten-
dents.

Title 5 Administrative Regulations
'In addition to the Education Code, direction is also given to the local school

districts by policies adopted by the State Board of Education which are contained
in Title 5 of the Administrative Code. These include specific requirements which
must be fulfilled at the local level.

While board Members are not expected to learn all of the statutes and regula-
tions governing the- schools, you should become familiar with the Education-
COde and Title 5 Administrative Regulations. Experience helps a board member
to become familiar with many of the legal demands. The superintendent and his/
her administrative staff are expected to know and to follow the legal requirements,
keep the board informed, and make appropriate recommendations to the board
for actiOn. However, there will be numerous occasions when it will be necessary
or advisable to seek legal counsel for interpretation and advice on the applitation
of the law to your specific local problem.

Other Sources of Authority
There are a numberof other 'governmental agents and agencies which havihg,

been delegated rule-making powers by the legislature, have a direct relationship
with the local school district. Among these are:

19
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State Department of Education
State Department of Finance
Division of Architecture, Department of GeneralServices
County Superintendent of Schools
County Counsel
Couniy-.Board of 5upervisors
Departmeniof Transportation
California Highway Patrol
City Council (in cases of Charter City digtricts)
Attorney General and the Courts

Other statutes affecting the public schools may be found in:
Government Code
Penal Code
Motor Vehicle Code
Health and Safety Code
Labor Code
Welfare and Institutions Code

The powers actually granted or implied in acts passed by the legislature are
broad and provide freedom for boards to plan educational programs tailored to
the needs and resources of the community. When board decisions,arechallenged,
the *courts genfrally affirm the discretionary powers, unless there is strong evi-
dence that a policy has been unusually arbitrary or unreasonable.

The Federal Government
In the words of the. Tenth Amendment to the United States Constitution, the

responsibility for public education is given "to the States and to the people."
Given this democratic trust each'ach state has made its own provisions for education.
For the greater part of American history, the, federal government has assumed
very little responsibility in the field of education. However, because of great
population mobility and. the mass educational needs of modern society, the fed-
eral government has increased its role in the educational sistem of the nation.

With the advent of the Elementary and Secondary Education Act (ESEA)
passed by Congress several years ago, the federal government has claimed a
piece of the in the educational field by financially subsidizing such pro-
grams as Headstart, Bilingual Instniction, Compensatory Education, and Library
funding.

20



The Structure of California's
Public School System

The Public School Syitem in California, a system of common schools, free
and accessible to all, is technically defined as those grades from Kindergarten
through 14. Actually, the educational programs provided by the public schools.
cover a lifetime, spanning .preschool. age. through adult years. The operation of
The community colleges and their boards of trustees is separate and independent
from that of the public schools conducting the K-12 program and is discussed in
Chapter XI.

The state legislature has delegated the educational responsibility of the public
schools, K-12, to three major policy-making bodies: State Board of Education,
County Board of Education and the Local Board of Education. All three levels of
responsibility are important; each has a distinct function and contribution.

State Board of Education
The State Board of Education is composed of ten members appointed by.the

Governorwith the advice,and consent of two-thirds of the Senate as outlined in
Education Code, Section 101. The term of a state board member is four years.

The function of the state board is to establish statewide policies for the opera-
. tion of.the public schools as necessary to comply with the mandates of the law.
The beard has the following responsibilities: .-

1. to interpret statutes and adopt rules and regulations to implement thoSe laws

2.' to provide guidelines to assist local districts. in carrying out their respon-
sibilities

3. to evaluate the operation of school districts and educational programs.
4: to determine the appropriation of certain' funds received from state or federal

allocations

5. to set standards to be met by pupils or school personnel
. .

21



12 Boardsmanship

6. to determine curricula- and instructional materials to be used

7. to designate the organization of school districts in the state .

8. And to give direction to the State Department of Education through the State
Superintendent of Public Instruction.

State Superintendent of Public Instruction
The State Superintendent of Public Instruction is elected by the voters of the

state at a general election held in NoVernber to a four year term. He/she serves as
the administrative officer to the State Board of Education and is director of the-De-
partment of Education.. It is a nonpartisan position and does not require any
specific qualifications. Anyone who is a resident of the state and over the age of
18 may seek election.

The.state superintendent, as a constitutional officer and elected by the peo-
ple; retains a great deal of personal authority independent of the State Board;
nevertheless, good management practice dictates that as the chief executive of-
ficer of the board she/he fulfills her/his administrative responsibilities to them.

State Departrnent.of Education
The State Department of Education is the goVernmental agency responsible

"for administering the operation of. the, public ,schools at the state level. It is lo-
cated in Sacramento and its employees are responsible to the Superintendent of
Public Instruction. The Department provides 1 wide- variety of functions and

.serVices, covering all phases of school district operation. The Department col-
lects data, disseminates information, approves and supervises special programs,
evaluates the fiscal and educational management in the school districts, deVeloPs
state, guidelines, conducts education programs to train school district personnel
and generallY advises and assists the local districts in carrying out their functions.
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County Office of Education
Each of the 58 counties in the state has a county office of education, com-

monly known as the County Superintendent of Schoolti Office. Each county of-
fice has a-County Board of Education and a County Superintendent of Schools.

The office is administered by the County Superintendent of. Schools, who is
usually elected on a coUnly-wide basis. Financij1 support is generally received

4from-three sources: (1) the Cdunty General Funct. taxes leVied by the Board of
Supervisors on the basis'of a budget approved by the County Board of Education
for general and businesS accounting services anti the .Operation of certain special
schools (except fiscally independent county boards);.(2) the County Schools*Ser-.
vice Fund and state apportionments, for exceptional children in special schools
on an ADA basis; for certain direct Services t6 small school districts and coordi-,.
nation of instructional- services for all-districts; and (3) contracts with local school
districts for special services.

Services of the County Office of Education
The .services available from the county, office of education are many and

varied. Generally they fall into five categories: (I) direct services to small school
districts; (2) financial services; (3) liaison .and coordination services; (4) direct
instniftional programs; (5) contract services,.

1. Direct Services. The relationship of local districts to the county superinten-
dent-of schools office varies according to the size and type of school district
and the extent of the services offered and accepted: Elementary district's of
less than 901 ADA, high school districts of less than 301 ADA, and unified
districts of less than 1,501 ADA receive certain direct services from the
county office, such as the supervision of attendance, supervision of instruc-
tion, bookkeeping services, preparation of payroll, preparation of.school
district.budget, health services, and pupil personnel and guidance services.
These services are financed in part by a portion of state aid to these districts
which is allocated to the county office. Similar services may be planned or
contracted for by larger school districts.

2. Financial Services. The county office is required to be involved in various
aspects of all school districts financial operations including the calculation,
of revenue limits, approval of diStrict budgets, audit of district expenditures,
and the monitoring Olevery.district's financial condition.

3. Liaison. and COordination Service's. The superintendent .of schools office
performs the following functions for all school districts in'the county:
a. Acts as a liaison between local districts and the State Department of

Education by collecting and forwarding all reports required tiy the State
Department of Education and maintaining a register of credentialsfor
teachers employed by the county,
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b. Other services are coordination of courses of study, guidance'services,
health services, school library services, special education and attendance

4. Direct Instructional Programs. In certain areas of the instructional program
the county 'office of education can, have direct responsibility for educating
student'S within the county. Generally these are in the area'of some type of
special educational program. Examples of this type of program are instruc-
tion of physically handicapped, educationally handicapped, and mentally
retarded. Other direct programs include outdoor science conservation and
forestry, vocation education (regional occupational centers), juvenile in-
stitutions, early childhOod education, and county school library services.

5. Contract Services. School districts within a county may contract, for
many of the services provided for by the county office of education. Most of
the services listed under (3) are available to a school ,district on a contract
basis. In some countieS' data processing, television, and audio-visual ser-
vices are also available.

The County Board of EdUcation
The county board of education is compo'sed of five or seven members who,

with a few exceptions, are elected by trustee areas except in chartered. counties
whose charters provide for general elections.

County board members must have the same qualifications as district boai.cl
members for serving on the board and should represent the interests of the entire
county rather than special interest groups or a given. geographical area. Upon
election, they too should learn their job through a formal plan of induction simi-
lar to the one outlined for district board members and should keep themselves
informed about issues in public education.

The organization of the county board of education is similar to that of district
boards. All meetings must have a majority of board members,present to conduct
official business. Except for the discussion of matters allowed in the Brown Act,
all meetings must be open to the public. Special meetings require written notice
similar to that requi.red for special meetings of district boards. The need for an

-agenda and adequate board minutes-, as outlined in the section of this chapter for
local boards, applies to county boards of education as well.

The relationship between county boards of education and the county superin-
tendent of schools differs from the relationship between a district board and its
superintendent, since in most instances the county superintendent is elected, not
appointed by the county board. It is apparent, however, that good practice dic-
tates that the effectiveness of the county unit will increase in direct proportion to
the degree to which harmoniouS relationships exist between the county board and
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the-county superintendent. Their relationship should be'Similar to that recom-
mended for district governing boards and superintendents.

Primary Functions of the CoUnty Board of Education
The county board of education has two primary functions'. I . To act as a

policy making body for the county office, and 2. To adopt the annual budget.
The Education Code provides many other duties and responsibilities for the
county board of education, some of which are as follows: (I) adopt rules and
regulations governing the administration of the office of the county superinten-
dent of schools; (2) hold hearings and make final decisions of the expulsion of
pupils if a district decision is appealed; (3) hold hearings and make final deci-
sions on interdistrict attendance disputes if the dispute is appealed to the county
board;-(4) selection and approval of films and filmstrips before they are acquired'
fdr distribution to school districts; (5) approve annually a standard list of schopl
Supplies for the county; (6) approve the county superintendent's cooperating with
school districts in the development of courses of study; (7) may adopt a list of
books for supplementary use in elementary districtswithin the county; (8) ap-
prove the employment by.the county superintendent of schools .of qualified per.-
sonnel to provide for coordination of courses of study, guidance Changes, health
services and other special activities.

County Superintendent of Schools
The county superintendent of schools is elected, usually for a four-year term.

She/he is the executive officer of the county superintendent of schools Office.
She/he is required by law:to:

I Serve as secretary to the county .board of education anCl the count commit-.
tee on school district organization.

Make recomrnendations to the county board of supervisors regardihg peti-
tions for school district boundary 'changes made directly to the :.ounty
superintendent's office, rather than to the county committee on school
district organizatfon.
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3. Call an annual meeting Of representatives of the school boards of the county
for the purpose of-filling positions opened by expired terms o(members of
the county committee on school distfict organization.

County Office Boundaries
A primary funetion of the county office 'of eduCation is to act as the inter-

mediate unit between the State Department of Education and local school dis-
tricts. The state legislature, the governor's office find-many persons within edu-
Catkin in California have questioned the present structure of thecounty office of
education along existing county boundary lines..Several statewide studies have
been conducted on this subject over the past few, years and most of them have
concluded that due to such changes as better transportation, better communica-
tions, and the changing needs of students,,,the county office of education proba-
bly should have boundaries based on thd educational needs of the students to be
served and not necessarily on existing county

In the future it is possible that a smaller number of larger intermediate unfts
will evolve: Currently, through. joint powers agreements, two or more county .
offices of educatiOn have joined to0,ther to perform services of various types.
Such groupings have allowed existing county offices to function in some areas as
larger intermediate units.

Fiscal Independence'
When Article 2.5 of the Education Code was signed into law, it became

possible for a county board of education to become "fiscally independent::
Specifically, this meant that nearly all the duties and functions prescribed in law
RI be performed by the county board of supervisors 611 behalf of the county office
of education could be transferred to the county board of education, A major
function transferred is the.one allowine the county board, instekad.,of the county
supervisors, to approve the county office operating budget hence the. term
"fiscally independent." When fiscally independent, the county board, not the
county board of supervisors, earl; acquire, hold and convey real prOperty for the
purpose of housing the county office of education. In addition to the budgetary
responsibilities there are other housekeeping and district organizational functions
that are transferred to the county board of education when, it becomes fiscally .

independent.

Approximately one-third of the county boards ofeducation in the state are.
fiscally independent.

County Committees on School District Organization
DiviSion 5 of the Education Code outlines thblaw regarding county commit-

tees on school district organization. There are generally two patterns to these
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committees: I) those where a separate committee is elected by 'a majority of the
representatives of district governing boards, and 2) thoSe.where the county board
serves as a committee (See Education code SectiOns :314 63'.)

In 1949 the state board of education -nnd the county committees on school
'district organization assumed the duties of the State Commission on.School
trictsWhicl-thad been studying procedure's. and.nniking reconfEnendationsfor clis-

strict reorganization. The county committees have been responsible for-studying
the school 'district organization of the county and providing, data for recom-
mended changes to the State Board of Education which holds hearings through-
out the-state on the propoSed changes. Any committee recommendation approved .

by the State Board of Education must be placed before the electorate and be
approved by a majority of the votes cast, before it becomes effective.

In 1959 the legislature required each county- committee to provide for a mns-
. ter plan placing. all the territory of the county in unified school districts or to
provide intermediate steps of reorganization leading-toward such plan..Inter7
mediate steps of reorganiz:Iticn could be accomplished either by annexation to an
existing district' or by consolidation of two or more ,sehol districts of the same
educational level.

The 1959 legislation did not mandate unified- districts. but required'. that a
county -wide master plan be prepared and that elections necessary 'to implement
the master plan be held following approval by the State Boards of Education. The
Unruh Bill of the Sixties provided stringent requirements for ',Unification with
strong emphasis toward reducing the number of school districts within the state.

In .1964 the legislature established as, its policy that the unified school district
- is the form of district organization that provides a coordinated prograirrof educa-

tion that is best able to provide services efficiently and that'makes best possible
use of resources.

However, lack of responsiveness felt by people in large districts has caused a
reevaluation of the size of school districts. There has been increased community
involver-Tient in the schools with the establishment' of citizens advisory commit
tees, and people are demanding opportunity to help make decisions affecting the
local school districts. The larger districts are discovering that it is difficult to
include the Public' directly in its:administration of the schocils: There are plans
generated to decentralize the larger districts; but little success has evolved re-.
garding the plans.

Local boards of educatton do have a responsibility to examine the structure of
their districts periodically to determine whether the district is organized in the'
best way to provide the best educational services obtainable, 'or whether another
form of organization.would better meet the needs of the students and the com-
munity.



18 Boardsmanship

Local Board of Education
As outlined in Section 921 of the Education Code every school district shall

be under The control of a board of school trustees or a board of education. Unless
otherwise provided in Education Code Sedtions 923.5 and 924.5 and commenc-,
ing with 1120, a board shall consist of five members elected at large by the
qualified voters, of the district: Terms of the members shall be for four years and
staggered so that as nearly as possible one-half of the members shall be elected, in
each odd-numbered year. A unified district as formed under provisions of Chap-
ter 10 of Di.vision 5 of the Education Code may have a governing'boardof seven
members. Officers of the board include the president, vice-president who pre-
sides in the absence of the president, and the clerk of the board.

z

Qualifications of MemberS
Legal requirements for persons seeking to become board members are simple

to fulfill. A candidate must be 18 years of age and must meet the requirements of
a registered voter living within the district in which he hopes to serve as a bOard
member.

A person wishing to declare candidacy must file proper forms with the office
of the registrar of voters.

Term of Office
Recent California legislation has si ificantly altered terms of School board

members. The "lame duck" period that c erly existed, between the election
of new board members and incumbents an' the retirement of board members
who did not seek reelection, has been elimina -d. Legislation adopted in 1973
established the first Tuesday' in March on ,Wd-n mbered years as the date for
school board elections. In 1974, legislation elimina ed the "lame duck" period
by concluding all board terms on March 31, which wo ild normally have expired
on June 30, and provided that new board members, o incumbents, be seated
April I and immediately assume their duties as board rriern ers. Timing is differ-
ent for districts whose elections are consolidated with city e ections, and as de-
termined by their charter.

Filling Vacancies N
The method for filling vacancies pn shool boards is outlined in the Educa-

tion Code, Section 1 A school board has\the authority within 30 days after a
board member's' resignation to appoint a perrn to the vacancy or to call an
election to fill the post. The appointed individual\remains'a provisional appointee
for 30 days while his/her name is.posted and published in a newspaper of general.
circulation. Also noted is the date his/her term will expiLt.

Persons objecting to =the appointed nominee must file a petition with the
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county superintendent of schOols within 30 days after the announcement of the
nominee._The petition must be signed by a certain percent of the registered voters
iklio Aoted in the last governing board election. The percent will vary with the
size of the district. (See Education Code Sectioh 1 162C) The cost of the election
must also appear on the petition. The,district bears the cost of the election:

Upon receipt and validation of the petition, the county superintendent orders"
an election to be held to fill the vacancy. The election may be held on any day
and is one of the few exceptions to the requirement for holding loCal elections in
conjunction with state elections.

If for any reason vacancies should occur in a majority of theoffices on any
school district governing board, the president of the county board of education
having jurisdiction may appoint members of the county board of education to the
school district governing board until new members -of the 'governing board are
elected or appointed.

District Superintendent
A district superintendent may be employed, under Section 935 of the Educa-

tion Code, if a school district employs eight or more teachers. The superinten-
dent is the executive officer of the board and in most cases serves as secretary of
the board. In order to free the superintendent for -active participation in discus-

° sions, a clerical employee should take minutes of the board meetings and per-
form other clerical duties.

In addition to serving as 'chief executive officer, the 'superintendent has re-
sponsibility for the following tasks:

I. overseeing the accurate accounting of school funds and properties'
2. submitting the annual budget to trustees
3. entering into contracts for, and on behalf of, the district
4. assigning all employees of the district in positions requiring certification,

upon approval of the governing board

5. transferring teachers under district adopted policy within the district
6. determining the validity of certification qualifications
In addition, he/she is responsible for keeping board members informed of all

facts necessary for an understanding of the problems raised at board meetings.

Legal' Advisers
The legal adviser for school districts is the district attorney and /or the county

counsel of the county in which the district is situated. A board may retain private
counsel after conferring with county counsel. The responsibility of the Attorney
General is to render opinions upon request by state officers, members of the
legislature and/or the legal counsel of the district. A written confirmation of a
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legal opinion should always be obtained. Whether from the county counsel, the
district attorney or the Attorney General, such an opinion is only advisory to the
board and the final responsibility for action is with the board itself. However; a
board should be extremely careful before disregarding the advice.of its legal
counsel.

School District Classifications
School districts in California are classified according to grade levels and

territorial jurisdiction.' Elementary districts are, authorized to maintain grades
kindergarten through 8th, and they may operate preschool programs. High
school districts are usually organized to maintain grades 9-12 inclusive. They
may, under certain circumstances, operate grades 7 and 8. They may also con-
duct adult education 'program's.

In addition to elementary, high school and community college districts, th
are a number of unified school districts within the state which are authorized to
maintain all grades, kindergarten through 12, and operate all elementary a_; d
high schools within its boundaries under one board and one administration. They
may also oversee such auxiliary programs as preschool and adult education.

. It is interesting to note that there are five,"single district" counties within the
'state S Alpine, Del Norte, Mariposa, Plurrias, and San Francisco.

A definition of the various types of school districts is as follows:

Single Elementary
A single elementary district is one which operates a program for kinder -

garten through 8th grade, or grade 1 through 8 under one administration and
one board of .a specified geographical area.

Union Elementary
This district covers ,territory formerly included in two or more single

elementary districts and is administered by one administration and one board.

City Elementary
Every chartered city other than sixth-class cities, constitutes a sepprate.

elementary school district unless the charter provides otherwise. Provisions

30



The Structure of California's Public School System 21.

exist for unincorporated areas, nonchartered cities and sixth-class cities with
required assessed valuation and.ADA toform city districts upon approval of
the electorate.

Joint-Elementary or Joint Union Elementary
These districts are the same as single or union elementary districts except

that they include territory in more than one county.
.

City' High School
A territory governed by a city board of education only if specified in the

charter.

Union High School
a

''Territory governedby one board of education which includes the territory
of two or moreelementary districts, each administered by its own governing
board having no legal or organizational connection with the high school gov-
erning board. .

Joint\ Union High Schbol
Same as a union high school district except that the territory of the district-

lies in more than one county.

County High School'
Same as a union highs hool district except' that the county and school

district boundaries are toter iinous.
" Consolidated High School . . ..

. ,-.

Although the.Education Codk provides for the formatiorrof-consolidate\d
high school districts, the requirements are so restrictive that none have been

.formed to date. \`.
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Board Meetings

A good board meeting begins on time, ends on time and moves-efficiently
through the agenda with homework done in advance by all concerned. If meet-
ings consistently last longer than two or three hours, some changes are in order.

The President Presides
The board president, who is elected annually at the organizational meeting,

has the responsibility for presiding over meetings. Therefore, one of the major
qualifications of the boardpresident is that such a person possess skill and good
judgment in presiding. He/she should have knowledge of parliamentary procedure
but not be overly formal in its application. The president should insist that all who
have pertinent ideas be allowed to express them, but shotild be willing and able to
keep discussions to the point. He/she should vote on all issues and participate in
the discussion as he/she sees fit. The board president is elected at the annual
organization meeting held between April .1, and 15 of each year as specified in
Section 964 of the Education Code.
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The Agenda
The board president 'should devote some time to reviewing the agenda with

the superintendent prior to a- hoard meeting. The agenda is prepared by the
superintendent and her/his staff in consultation with the board 'president. Individual
board members shOuld inform the board president of items they wish to have
included. The agendas and supportingpapers, consisting of factual data'and re-

ports, should be distributed to hoard members at least two to three days in ad-

vance of the meeting to providegroper time for study.

The agenda for regular meetings must be posted at a place where parents and

teachers may view it at least 48 .hours prior to the time of the regular meeting
and., in.the case of Special, meetings, at least 24 hours prior. Agendas must con-

.
tain sufficient dthail for the public to ascertain the nature of the business to be
ctindtictecl (Education Code Section 966). Agendas should also be sent to the

press and other news Media.
.

Meetings Open to the Public Brown'Act
Because of the chapter in the Government Code. commonly referredto as the

Ralph M. Brown Act (Chapter 9. Division 2, Title 5) which wasenacted in 1953,

school board meetings must be open to the public. The intent of the Brown Act is

very clear When it states:
.Public commissions, boards, and councils and the other public agencies
in this state- exist to. aid in the conduct of the people's business. It is the

intent of the law that their actions be taken openly and that their deliber-

ations be conducted openly.

However California law provides for executive sessions which allows the

exclusion of the public in the following instances:

I. when the ..board is discussing personnel, litigation, disciplinary action
with any pupil of the district, or matters of national defense

when the board meets with its representative pursuant'to the Winton Act
regarding salaries, salary.schedules,'or compensation paid in the form of
fringe benefits in order to review its poSition and to instruct its representa-
tive. (Government Code Section 54957.6.)

3. when the board has discussions with' a state conciliator (mediator) who
has intervened as authorized by law (51 O.A.G. 201). These private ses-
sions may be held even though not specifically set forth by the Brown
Act, for the Attorney General has ruled that the public interest would not

he served if a Conciliator or a board were required to divulge information
discussed in confidence in an executive session.

Note that all official action of the board during regular or executive sessions

must be.' recorded in official board minutes which must be open to the public for
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inspection. When the board recesses to an executive session it must then recon-
vene for adjournment.

Board members should be aware that Government Code Section 54959 pro
vides that "each member of a legislative body who attends a meeting . . where
action is taken in violation of any provision of the Brown Act, with knowledge of
the fact that the meeting is. in violation thereof, is gbilty of a misdemeanor."

Also note that according to a recent case, a board member whose leakage of
information from an execuitive session is in violation of board policy may be
liable and charged with a misdemeanor.

f.
Iri the CSBA publication Brown Act Requirements. for School Board WM-

bers, detailed' information is presented on what constitutes a meeting, types of
meetings, justification for executive sessions, and and reqUirements for meeting T.

notices, Information is also given for proper recording of board meetings.":.;,.:"

Mechanics of Meetings
School board decisions are considered valid under the law only when a'

quorum '(majority of the board membership) is present. An affirmative vote of
the majority of the membership belonging to the board is required for successful,.
passage of a proposal by the board. Section 11.0 of the Education Code reads:

Whenever any of the offices on any school district governing board are
vacant, the remaining governing board -member or members, if any, and
any governing board member or members. elected or appointed to fill the
vacancies, who have qualified°, shall have all the powers and perform all
the duties of the governing board.

The time and place for official meetings should be decided upon by the board
at its organizational meeting held between April 1 and April 15. Regular meet-
ings should be held at least once a month. If a regulai meeting falls on a holiday,
the board must reschedule the meeting for the 'next business day.

An adjourned meeting, actually a continuation of a regular meeting, can be
scheduled by including in the minutes the time and place of the extra session.
Special meetings may be called at the request of the presiding officer or a major-

, ity of the board. The only business that may be conducted at a special meeting is
that which is posted in the notice of such a meeting,

When the Public Wants to Speak
The public can and should have ia voice in Board considerations, but accord-

ing to the Education Code 54957.9 no person or group has the right to obstruct
the deliberations of the board. Board members are urged to adopt formal written
policies in order to allow interested citizens the opportunity to speak within es-
tablished time constraints before boaMtion is taken. Many boards have a des-

.
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ignated plaCe on the agenda at which time persons in the audience may indicate
their desire to speak on _a particular item or to present petitions. Persons who
wish to have the board an on a particular item should be required to have the
item placed on the agenda prior to its distribution to board members..

Persons addressing the board should be required to state their name and ad-
dress to the president. Many district policies provide the board president the
perogative to. limit the time permitted any individual or faction to speak to an
issue. This may appear to be overly restrictive, but there must be some protection
against the occasional visitor who insists upon endlessly repeating a certain point
of view.

Special Committees vs. Standing Committees
Standing committees are of questionable value. There would be little need for

permanent subcommittees if,boards concerned themselves only with major pol-
icy functions. Details of factfinding, reporting, and administration should be
delegated to the superintendent and staff.

The dangers of having standing committees include the tendency. towards
specialization and interference in management functions. The advisory function
of the superintendent is usurped if the board does not consider itself a
"committee-of-the-whole.." Critical study and free discussion may become lim-
ited if a small committee of the total board membership makes recommenda-
tions. Misunderstandings may result from the belief that the board is committed
to accepting the subcommittee's recommendations.

Special committees, those which are appointed for a specific task and for a
limit'e'd time, may serve a useful function. An example is the screening commit-
tee, which screens the applications for the position of superintendent so that the
whole board may consider only the best-qtialified candidates. Some factfinding
tasks may lend themselves to special committees rather than to the superinten-
dent or the staff because some special ability of a member might be used by the
creation of such a committee. The trend, however, is away from permanent or
standing committees. Any committee action does not become official until the
board approves such measures at a,legal meeting.

Importance of Board Minutes .

It is imperative to keep adequate board meeting minutes as they have the
status of official legal documents:Courts frequently refer to them as policy on
which to decide disputes. Minutes of the prior meeting should be duplicated and
distributed to the members of the board with the agenda for the next meeting.
This practice provides members the Opportunity to study the minutes carefully
and to retain a copy for their personal files. It also makes it unnecessary to

consume board time with an actual reading of the minutes. The minutes may be
approved as circulated, or modified and then appipved.
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The minutes must include a record of each board action. Lengthy discussions
may be briefly summarized, but motions shoiild be carefully worded before they
are accepted and seconded and these motion's should appear in the minutes ex-
actly as the board acted upon them. If the length of complete resolutions or
documents makes them impractical for inclusion in the minutes, they should be
identified through references, and it should be indicated that they are attached. In
order to keep the minutes book from becoming too bulky, contracts, petitions,
and lengthy resolutions may be briefly described and identified and placed in
files for easy reference. A record of the names of those voting for and against
each question should appear in the minutes unless action is unanimous.

The official minutes should-be put in abound. journal. They should be in-
dexed and coded by means of marginal references or topical headings and possi:
bly by the numbering of each individual action according to the corresponding
agenda item. An index should be prepared on at least a fiscal-year basis and
bound with the official copy of the minutes for that period.

At the time of approval by board action, the official copy of the minutes
should be signed by the clerk or secretary.

Handling Complaints
No board of education or professional staff will ever be able to please

everyone in the district. There will always be some complaints and criticism.
Some will be justified; some will be based on a lack of,information or misinfor-
mation. In either case, criticism cannot be settled by being ignored. An accept-
able grievance procedure for handling complaints and criticism should be
adopted as official board policy.

The channel for complaints and criticism on which action is requested should
always be through the superintendent to (if necessary) the board. An individual
board member has no legal right to promise action or correction, and he has a
moral obligation to refrain from doing so. Rather than conduct one's own inyestiga-
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tion of a complaint, a board member should refer the matter to the superintendent
for staff investigation, and a report back-to the board.

A serious complaint or -criticism should be presented to the board as a writ-
ten, signed statement, or alternatively, the individual should be invited to appear
before the board and the matter should be made part of the agenda.

Individual board members should inform the superintendent of complaints
and criticism even though no action is requested. In turn, the board should be
kept informed by the superintendent of such criticisms so that no pressure could
erupt in the Community before,board members have knowledge of the facts in the
matter.
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Establishing Policy
A Primary Responsibility

By far one of the most important functions of the school board is the forma-
.tion of educational policy.

The decisions made by school boards set the course of education in a corn-.
munity immediately and for years to come. Ultimately, the quality of education.

'depends upon the iwisdom and care with which the decisions are made.

Pyrpose of Policies
Written policies are statements which set forth the purposes and prescribe in

general terms the organization and program of a school system. They create a
framework within which the superintendent and his/her staff can discharge their
assigned duties with positive directidn. They tell what is wanted. They may also
indiciite why and how much.

Policies should not deal with the detailed descriptions of the ways in which'
the purposes and objectives are to be accomplished. These specific directions
telling how, by whom, where, and when things are to be done are administra-
tive directives. They implement:policies.

.This distinction betweeli policies and administrative directives need not
imply that policies should deal only with abstract expressions of theory and
philosophy. Policies must not become lofty pronouncements of high sounding
purposes not connected to actual practice. At the same time they must not be-

_ come hopelessly Vivolved in a great mass of detailed directions and instructions.
Much of the confuSiori arising from efforts to determine whether something

should be a policy or an administrativediiective grows out of a lack, of under-
standing of the relationship between the school board and its chief administrative
officer, the superintendent of schools. By virtue of the powers with which it is
vested, the school board is the final authority in the setting of policies. A board is
functioning within its recognized- sphere of activity when it reviews the adminis-

38



. .30 -. Boardsrilinship,

trative directives that are consistent with its policies. But it can quickly find-itself
in a position of- meddling and interfering if it attempts to deal with details that are a.
part of the administrative operation of the Schools. Execution of school board ..
policies through the detailed steps and procedures of scho I administration is the
job of the school superintendent.

1

.. ,

The Superintendent/Board Relationship in Policy Making'
. . - .

The best operational situations within t I

e school district.occur when a spirit
. of teamwork and cooperation exist regardle-s of the:degree.to which some of the

functions overlap.. .

Griffiths' defines the situation as folld s:

This interrelation conies about becau 'le the board needs to know certain
facts which only the superintendent las, before policy can be made
Wisely. Likewise, in order to administer policy, the superintendent needs
to understand all ramifications of the pblicy, and he [she] can do so only
if he is in on the developnient of the policy from the outset. In 'actual
practice, in good school situations, it

II

as been found that the superinten-
dent normally supplies the.evidence ort which the board makes'the policy.
The board, In turn, is interested in the adniinistration of the policy and
checks on it by asking the superintendent to make periodic reports. In
this manner, the board exercises co trol over the administration of the
school. In other words, the board acts n matters relating to over-all policy
decisions, while the superintendent , dvises; after the board decides, the
superintendent executes. After he xecutes policy, the board in turn
evalUates."

r?

Why Have Written Policies?
First df all, the law requires, it;'po idles on different topics are required by ,

numerous sections of.the Education .Cede.

Other advantages are: ,--

1 . BETTER TEAMWORK more control for the board, more freedom for
the administrator; better cornmun cations with the staff.
FEWER DECISIONS becaus well:thought-out 'policies make most of
your decisions automatically for ou.

3. FLEXIBILITY because policies may be revised at any time need dictates
such action. ....

4. LESS PRESSURE FROM THE OMMUNITY becfause written policies
quickly answer complaint type prestions.

'Daniel E. Griffiths, liwnan Relations in /le minisiration. (N.Y.: Appleton-Century-Crofts, Inc.
1956), p. 327.
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/

5. BETTER PUBLIC RELATIONS -- because reporters understand and r
spect written policies.

6:. CONTINUITY OF OPERATIONS because written policies nstitute a
"memory system" assuring consistency.

1. BETTER BOARD MEMBERS because each meb4er understands his
proper role and the board's objectives.

8. PUBLIC CONFIDENCE because the community sees you are proceed-
ing in an orderly, business-like manner.

0. BETTER STAFF MORALE. provides uniform :and fair treatment.
10. EARLIER ADJOURNMENTS because 'written policies save yo 6 ubtoldthous- of time over the course of a year.

Philosophy Behind the Policy
Policies adopted by a board of education should reflect certain convictions

about desirable educational goals for the schools. These convictions form a
philosphy of education and provide a basis for evaluation. A philosophy of edu-
cation shbuld reflect the common goals of education as well as the individual
character of the community, its needs, conditions, and resources.

A rural community, a suburb, and an industrial city, will each have some
-different expectations for the schools and the philosophies of the school board in
each area will reveal these differences. The framing of-specific objectives should
follow a statement of fundamental beliefs. An example oCa Philosophy.of Educa-
tion which has been adopted by a school district in California is printed at the
conclusion of this book in Appendix A.

Each school board, in concert with its community, should develop its own
philosophy of education. In drafting this statement of philosophy the s6perinten-
dent and staff as well as informed citizens and community leaders should be
involved in the task: Periodic reviews of the basic philosophy should be the
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responsibility of the school board along with staff and community leaders. For
help with this often complicated task. special instruments have been designed.
For more inforMation contact CSBA..

Development-and Adoption of Policies-
Once a school hoard.has become convinced that written polic-ies are desirable

., and beneficial in the discharge of its responsibilities, it is ready to begin the
process orputting them into writing. Effectively written school board policies
shduld:

provide the general authority and support for all programs and activities con-
ducted by the school- district.

provide for relative emphasis andalloeation of resources and the quality of
cditcational offerings.

be brief, clear, concise, yet complete,

be-stable despitePersonnel.chanaes. .

contain a minimum of direct quotations from the law.

have adequate provision for review and amendment.

'Good policies . are guidelines that steer the educational ship of stitte
inAhe right general direction; achninistratiVe regulations and. procedures
.provide the f6rce and means which move the ship on its specific and
right course, Policies authorike what and why something is.,to be done.
They should be in the form of broad principles that define the intenof
the" board. Administrative regulations and procedures tell how, when,
where, and by whom something is done. They must reflect legal and
board policy requirements and at the Sathe time describe in specifics how
these mandates are to be carried out..-.*

Whatever procedure is adopted for developing policies, it should be written
down and adopted by the governing board. In this way, it assures itself and other
groups in the district that. policies Will always be developed and adopted in the
same ,manner and subject to the same requirements. This eliminates many of the
challengesto.new policies on procedural grounds and permits the board to-con-
centrate on the substantivb issues raised by the policy.

,
The specific procedure to be used for the development. and adoption of

policies is up to each individual district. It can consist of whatever steps the
governing board deems advisable. It must include formal adoption' by the board.

Sample policies on the development and adoption of policies can be obtained
by contacting CSBA.

.*From "Written Board and Superintendent Communications Boon or Boondoggle in Your Dis-
trict'r (1964) a paper by Paul L. Seramur. then Systems and Procedures Analyst, San Diego City

. Schools.'
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Where Do I Start or How Do I Contintle)c
Logically; thelirst move involves pulling toge /her records .and materials that

will help the board *of education find out where 0.
./ must begin work. Such steps

often include the following:

33

1; Review the minutes book. Records of plsitions taken, as stated in re\ slutions

and in reports of board discussions preFding action, will shed light on many

-items that should be covered by w0-.4tten policies. Just checking the fre-

quency %,vil,itich some,sabjects have been considered by the board may

needsuggest a for a rule or regulation, to be established.

2. Study what oth'er boards have done.* Sets.of statements developed by othr

school systems, if properly used, will be a valuable source of help as guides,

but not as models to be adopted.in total. A board will do the job of product

ing policies- that beSt meet local needs, if it writes its own.

3. Consult studies and Writings of others. Aids can be secured by looking into
materials produced, much of it recently, by specialists on the subject. Some

of the sources of infornia ion are guides and handbooks prepared by state-

departments of education, tate school boards, associations, and state as-
'sociations of school admistrators. Also, a number of recentbooks on
school administration discus'S school bOard policies. .

.

Check on established pracu es. Some of the bestschool board policies have
becoine imbedded firnilY in the operations of the board without ever being

recorded in the minutes or elsewhere. For example, the fact, that the board .

always follows the practice of purchasing 'wherever it'tan get the lowest

price for a given quality may not be written down anywhere. It has become

well established with only the lack of contrary action to indicate the fact.

Putting such "unwritten" policies into written statements will be an innpor- -

tant part of policy development. .
.,

5. Solicit suggestions from the ool staff. This may be undertaken, and with

profit, as an activ y..; ated to the initial steps4of policy development. In

fact, the tnton. Act encourages it.

6. s salt the Education Code. The Education Code mandates that. boards

establish policies in many areas. 'The CSBA/ACSA document "California
Education Code Analysis and Index" extracts those sections of the Code

that arse mandatory, permissive, implied, or prohibited. This could be of ..

assistance in policy requirements.

*NOTE: The California School Boar& Association has an extensive Reference Librafy of more than.

.
900 volumes and on request, will send sample copies be rules and regulations on a particular subject.
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Question Your Board's Policies Constantly*
When you arrive at the board room for a meeting, or for any board of educa-tio work session, you'll find it of greatest usefulness to bring with you a set of

s ecial questions. Use them, one at a time, at the appropriate time. When the,oar d gets into a long and tiresome discussion upon some point, bring out one of
these questions: "Do we have a policy on that pl'oblem? If not, why not?" And
at other occasions, when the hour grows late, board members become fidgety,
and the debate meaningless, put the other questions to work:

"Didn't we enact. a policy on this question last year?"
".Why don't we refer that group of protesting people to our policy Manual?"
"Isn't it time we update i that old policy? It. just doesn't make sense now."..
"When are we going to develop new policies pn that new situation?"

. When you use such questions you reveal yourself to be a policy consumer, a
Policy enforcer, policy questioner, policy starter, or policy innovator.
innovator.

Board and Community Relations
A board needs a policy to direct it communications with citizens. Very

often, the only time board members hear -from citizens is when those citizens are
upset about something. Then the telephone starts ringing and board meetings arepacked with spectators.

One way td. obtain systematized -feedback" of public opinion about theschools is through the use of a properly conducted opinion poll. A ykriety of
polls are available and boards should consider earefully which type Of poll willbring the information needed to help in guiding the educational program, orpolicy formation.

Another method of communicating with citizens is the development of citi-
zens advisory committees. These committees are helpful to boards not just at
school financial elections but in various aspects of the operation of the schools.Parents may be asked to serve on communication advisory councils in individual
schools. At thd district level, citizens, may serve on curricultim planning commit-
tees, policy advlsory committees, transpOrtation policy formation committees
and food service programs.

Before school boards endorse the utilization of citizen advisory groups, they
must be prepared to listen to them, to: seriously consider their recommendations
and suggestions. Advisory committees are not "window dressing." They can be
helpful in dispelling public apathy or misconceptions about school matters: They
can help gain. community acceptance for educational programs and projects.

The Schopl Board Member's Guide to Ben Brodinsky NSBA Publication
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Finweveir, it is r'at,upount that a distinction between the advice .obtained in
the de lopment of get end policy and the impleMentation of that advice be clear
at all tin es. Citizens al isory committees'are not involved with implementationtof policy.

Methods for
Board Communication:, \
with the Public

Since boards also need ,the understanding and support of the community, the
needs, conditions, and resources of the school must be clear to every citizen.
Policies and procedures shOuld explicitly support full cooperatiOn with the press,
'radio and television in disseminating news about the schools, including an ern:
Rbasis on open Meetings and an adequate briefing on the purposes of executive
sessions. Furthermore, policies ompress relations should be in writing and should
clearly designate Who is to be the spokesperson for the district and to handle press
inquiries. Usually this responsibility is delegated to the superintendent or to the
boaid piesident or both. Furl cooperation includes a willingness to give facts not
favorable to the schools as well as those that are favorable.

In addition to cooperation with the press, radio and television, a program
should provide for bulletins, to parents, explanatory pamphlets and brochures
(made attractive and readable), school programs and exhibits, speakers' bureaus,.
and should make a continuing effort to get the public into the school to,observe
the activities and 'the facilities.

Many community. organizations, in addition to parent-teacher organizations,
are greatly concerned with the' quality of education and are potential aides for
creating favorable community attitudes toward public education. A list Of most
of 'these is included in Appendix 13,.,
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Understanding School Finance
Another Primary Responsibility

,

Cats of primary concern in planning a school program. It is increasingly
difficult to find tax dollars to meet demands for increased salaries, fund programs
properlx with equipment and supplies, and keep the physicallants igood operat-
ing dal*: Moreover, a thorough knowledge of income and expenditures, the
district budget, is essential to a board member interested in obtaining the finest
educational. program with the dollars available to the district.

Sooner or later all educational objectives must be translated into their equival-
ent in dolldts and cents. It is the responsibility of'the board to plan and secure the
financial resources necessary to realize an educational program which fits the
needs of the district's students.

oard members must be aware that schools compete for the tax dollar at the
local, state and national level with other services of government. Therefore, they
should accept the responsibility for stating the needs of education, not only to the
local taxpayers but on appropriate occasions to the State Legislature and the United
States Congress as well.

The governing board is constantly faced with complex prdblems of business
management. Thorough briefings by the district businessmanager and the superin-
tendent will be helpful to board members in making wise fiscal decisions. Re-
geiirch shows that this phase of the school program general/1y occupies more of the
board's time. and attention than alyther.
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Glossarfi of, School. Finance Terms
When a board member is first confronted with the vocabulary needed 'in

express fiscal terms' and fill out the myriad of financial reports required by State
and Federal governments, he often finds a need for a specialized dictionary. The

following is a miniglossary,of financial terms to help new board members con-

fronted with alien terminology.

A.D.A. Average Daily Attendance. One "ADA" is
generated by the 'attendance of student for
a minimum of 240 minutes per day for 175 days
in a schoOl year. Absence for illness is not con

) sidered absence in computation.

Ad Valorem Property Tax A tax on real property expressed as a percent
rate per $100 of assessed valuation.

Apportionment, State Dividing and assigning state allocated money
to the various school districts. This is only done
by the State Department of Education according
to formulas approved by the Legislature.

Assessed Valuation

Assessed Valuation Per
A.D.A.

Basic Aid

Bonds, School

Bonded Debt Limit

A valuation set by a governmental unit' upon
real estate or other property as a. basis for
levying taxes.

The amount of assessed value per,child deter-
mined by dividing the total assessed valuation
by the total A.D.A.
The minimum guaranteed amount that any
district _receives annually for State Support
currently in the amount of $125 per A.D.A.
Bongs are certificates of indebtedness in writing.
They are confined by law in California to
twenty-five years longevity or less. Bonds are
somewhat to a school as a mortgage is to'a home.

The maximum amount of bonded debt for which
a4tpol district may legally obligate itself. The
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Budget

total amount or bonds issued cannot 'exceed a
stipulated percent of the value of the taxable
property of the district.

A plan of financial operation embodying an
estimate of proposed expenditures for a given
period or purpose and the proposed means of
financing them.

Capital Outlay Capital outlay expenditures -.are those which
result in the acquisition of fixed assets or addi-

, tions to fixed assets. "They ;are expenditures for
land or existing buildings, hinprovement of sites;
construction of buildings, additions to buildings, .

remodeling of buildings, or initial or additional
equipment. Salaries and other expenses of
school district employees, such as architects.
and engineers, who are hired or assigned to
capital improvement projects also are included.

Total Current Expense The current operating exOenditure of a school
of Education district including all expenditures .excluding

expenditures for food services, community
services sites, buildings and debt service.

District. Support or Aid The financial assistance for schools received
from local property taxes.

Double Entry A system of bookkeeping that requires an
amount credited for every corresponding
amount debited.

Encumbrances Obligations in the form of purchase orders,
contracts, salaries, and other commitments
chargeable to an appropriation for which part of-
that appropriation is in reserve.

Fiscal Year A period of one year the bginning and ending
dates of which are fixed by statute. In California
it is the period beginning July I and ending
June 30.

General Reserve The total savings that a district has accumulated.
It is not appropriated for any specific purpose
but is an account to provide cash for the suc-
teeding fiscal year before taxes and state funds
become available.
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Collier Factor A formula to bring either low or high county
assessments of real property to the state average
of assessed real property.

Computational Tax Rate The minimum tax rate a school district must
levy;which prbvides the districts share to the
state's guaranteed foundation program. SB 90

establishes these rates as $2.23 elementary,
$1.64 high school, and $3.87 unified.

Defined- Adult A special foundation program definition created
for the education of adult citizens. Age and
enrollment time are qualifiers.

Equalization Aid The amount of the State's contribution to the
state's guaranteed foundation program less the):
$125 basic aid grant per child.

Foundation Program A state guaranteed level of financial support per
1 ADA derived from specified Federal, State, and

local sources that is deemed sufficient to provide
a defensible education program in each school
district. The state's contribution to the founda-
tion program will vary.inversely to the assessed
valuation behind each student in the individual
district (see Equalization Aid). SB 90 raised
the foundation program guaranteed levels in
1973-74 to $765 per ADA elementary, $950
per ADA high school, and provided for. a
specified annual upward adjustment of these
levels. The expenditure oldistricis considerably
below,these levels is allowed to rise at an annual
rate of up to 15%.

General Purpose Tax Rate The district's tax rate up to the statutory limit for
general purpose use determined by the district's
budget and the level of the assessed valuation
of the district.

Impact Funds. Funds received by school districts due to
increased enrollment caused by Federal or State
activities on property that is not taxable. Ex-
amples would be Federally funded State Water
Projects;or Public. Law 874 (army bases, de-
fense plants, .etc.).

Inflation Factor Permitted annual increase in revenue limit
related to the increase in the cost' of living.
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Permissive Override Tax

Revenue Limit
(District)

Secured Tax Roles.

Unsecured Tax Roles

State School Fund

Undistributed Reserve

Voucher

A tax, levied at the discretion of the board of
trustees for a limited number of specific Pur-
poses authorized in the Education Code. Two
examples are a tax levied for community
services, and meals for needy children.

The maximum amount of dollars that a district
receives annually for general education purposes
from both state aid and local taxes, exclusive
of a limited number of special categories.

The stationary real property within a county,
i.e., land, buildings. (Accounts for approxi-
mately 90% of all property).

The moveable, personal real property within a
county, i.e., mobile homes, boats, furnitdre.
(Accounts for approXimately 10% of all
property,)

Amount appoilioned 'from the State General
Fund by the Legislature for school purposes.
An amount placed in the budget against which
interbudgetary transfers may be made to take
care of expenditures that develop in the budget
for whiCh previous funds have not been budgeted.

Any document that supports or verifies a certain
transaction.

School District Midget
School boards are required by law to approve school district financial reports.

These reports detail the income and expenditures of the district for ,the fiscal
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school year. They are prepared on forms prescribed by the State Superintendent
of Public Instruction.

In 1973 the school accounting system was completely revised. The new sys-
tem established procedures for the accounting of income and expenditures by
"object" rather than by "function.'' By so doing it has made possible "program
budgeting" within school districts. (see section on pygrarn budgeting.)

To meet state legal requirements two basic fiscal reports must be submitted
each year. The first is an annual financial report. The annual financial report is
the basic reporting document of the school district and has three distinct parts: 1)
income by source which itemizes beginning 'balance, income by source and in-
coming transfers; 2) expendituresby object which itemize' the various classifica-
tions of expense; other outgo and ending balance; and 3) expenditures by general
education, special education, and support -service'programs which summarize the
instructional and support program costs and other 'outgo.

The second fiscal report to be submitted at the end of each year is the cost
dab report. It is used to identify costs of special projects and other programs as
they may be needed. It itemizes the major objects of expenditure and support
charges to identify total costs of individual programs. This format of reporting
also can be used internally by school boards when they need program cost infor-
ination for management purposes,

Of the several required financial report forms, the one board members most
commonly refer to is the expenditures by objective section of the annual financial
report. Listed are a few of the more important clasSifications to be found under
this section:

Objectives of Expenditure Classifications
1000 Certificated Salaries

1100 Teacher's Salaries
1200 School Administrators' Salaries
1300 Supervisors' Salaries
1400 Librarians' Salaries
1500 Guidance Welfare, and Attendance Salaries
1600 Physical and Mental Hezilth Salaries
1700 Superintendents' Salaries

2000 Classified Salaries

3000 Employee Benefits
3100 State Teachers' Retirement System Annuity Fund
3200 Public Employees' Retirement Fund
3300 Old Age, Survivors, Disability and Health Insurance
3400 Health and Welfare Benefits
3500 State Unemployment Insurance

SO
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4000 Books, Supplies and Equipment Replacement
4100 Textbooks
4300 Instructional Supplies
4600 Pupil Transportation Supplies'
4700 Food Services

5000 Contracted Services and Other Operating Expenses
5200 Travel and Conference and Other Expense Reimbursed
5300 Dues and Memberships
5400 Insurance
5500 Utilities and Housekeeping Services
5600 Contracts, Rents and Leases

6000 Sites, Buildingg, Books and Media, and New EqUipment
6100 Sites and Impr6vement of Sites
6200' Buildings and Improvement of Buildings

6400 Equipment
6410 Audiovisual Equipment
6420 Library Equipment
6430 Food Service Equipment

7000 Other Outgo
7100 Debt Service

7110 Annual Repaynient on Account of Public School Building
Apportionment

7120 Annual Repayment on Account of State School Building
Apportionment

7130 Bond Redemption
7140 Bond Interest and Other Service Charges

7200 Outgoing Tuition
7300 Interfund Transfers
7900 Appropriation for Contingencies

Board members should have a basic understanding and working knowledge
of financial reporting forms; The superintendent can provide copies. In addition,
a recommended reference manilal is the State Department of Education publica-
tion entitled, "California School Accounting Manual, 'School Business Ad-
ministration Publication #8".

There are specific actions and deadline dates that must be net as the board
proceeds to consider and finally adopt the school budget. These dates are found
in the Education Code along with the necessary action which must be taken.
Chapter 12 consists of a legal calendar outlining dates that boards of education'
must meet. Action required by boards, in meeting these dates include filing .a
tentative budget with the county, superintendent of schools, receipt of the tenta-
tive budget from the county office, filing of the publication budget, adoption by
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certain districts of the budget, publication of budget, holding of a public hearing
on the budget, and final adoption and filing- of budget with proper authorities.

Financing Public Education in California
Public education in California is financed by a blend of revenue received

from the federal government, the state government, and from local tax sources.
Historically the major portion of support has been generated from local property
taxes augmented substantially by state revenues. Federal support has been rela-
tively minor thongh.rising substantially in recent yearS. During the 1972-73
fiscal year income by percentage from various sources was identified as 56.61%
from local revenue; 32.31% from state aid; 6.78% froin federal aid, and 4.30%
from other sources.

State Foundation Program
The state contribution to a local district's.standard educational program is

made according to state adopted formulas commonly referredto as-the founda-'
tion program. In 1972 and 1973 the state legislature passed and the governor
signed two bills, Senate Bill 90 and Assembly Bill 1267, that dramatically al-
tered this method of allocating state funds to local school districts.

This legislation established the concept of the revenue limit. A school dis-
trict, using the fiscal 1972-73 school year as the base year, added up all revenue
from specified local, state, and federal sources and that became: the district's
revenue base. In addition the legislation increased the allowable foundation pro-
gram levels per elementary student 'to $765. (The foundation program was in-
creased by $60 for 1974-75.) A figure of $9$0 was set per high school student..
(The unified amount per child is determined by the exact mix of elementary and
high school level students that are enrolled in the unified distilict.)

Districts with revenue below these amounts received an additional 15% in
crease in their revenue limit, but no more than the foundation levels for the
1973-74 school year. The 15% annual increase will continue until districts reach
the foundation program levels.

Districts at the foundation program levels receive an annual inflation adjust-
ment not to exceed 6% per annum. Districts above the foundation program level
must divide the state foundation level guarantee. per ADA by the diStrict's previ-
ous.years revenue limit per ADA. If the product is less than one it is multiplied .

times the 6% inflation factor resulting in the district receiving less than the 6%
factor.

SB 90 and AB .1267 also are property tax relief measures. Some of the addi-
tional state funds goes to school districts for increased program costs and the
balance is used to lower local district property taxes.
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School districts are prohibi ed from exceeding their revenue base limit unless
an increase in the limit is app oved by a majority of the electors of the district.

Permissive Override Taxes
There are a limited numb r of permissive override taxes that a school board

may levy. Funds generated t om these sources would,be in additidn to the re-
venue. base. They are: I) b nd and interest charge of component district (Ed.

.Code Section 1905); ,2) development centers (Ed. Code Section 6880.16); 3)
regional occupational centel and regional occupational program capital outlay
(Ed. Code Section 7456); 4) meals for needy children (Ed. Code Section 11872);
5) earthquake safety. (Ed. ode Section 15518); 6) leasing of school building
(Ed. 'Code Sections 15708 and 15709); 7) children centers (Ed. Code Section
16750); 8) public school bdilding loan repayment (Ed. Code Section ,19443); 9);
state school building loan r /payment (Ed. Code Se.ctio.n 19619); 10) state school
loan repayment for except /anal children (Ed. Code Section 19683.5).

Also, II) state schoOt loan -repayment for exceptional children (Ed. Code
Section 19687); 12) state /school loan repayment for exceptional children, (Ed.

-Code Section 19688); I3)1 state school loan repayment for compensatory educa-
tion purpose (Ed. Code SLction 19695); 14) community services (Ed. Code Sec-
tion 20801); 15) areawid aid4Ed. Code Section 20911); 16) bond interest and
redemption (Ed. Code Sction 22101); 17) special assessments under Improve-
ment Accof,.191I (Strews and Highway Code 5302.5)

Special Educat,on .

The state has an extensive financial support program for special. education
purposei:'The edudation of special students generally requires more money be-
hind each student. he major categories otspecial education include physically
handicapped, mentally retarded, severely mentally retarded, educationally hand-
icapped, migrants!, adults and transportation for these students.
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Federal Support
The most drainatic increase in recent yiars in support for education has been

from the federal government. The trend is likely to continue. The federal gov-
ernment provides assistance to, local school districts in many categories, but re-
cent attempts have been made to reduce these categories by lumping federal aid
into revenue sharing. Some orthe major categories of federal aid to local school
districts include:

.

Elementary and Secondary Education Act of 1965 (ESEA) Provides for
gratits to improve education of needy children, library resources, innovative
programs, and handicapped children.
Public Law 874 Federal support to replace local tax income lost due 'to
federal_ installations not taxable by local districts.

For'est Reserve Funds Aid to offset federal forest reserve land not taxable
by a local school district.

Manpower Development and Training Act of 1963 and Vocational Education
Act of 1963 These.two acts suppOrt retraining of certain students in basic
subject matter areas such as reading, writing, mathematics, and certain areas
of vocational education.

School Board Financial Management
Possibly the most time-consuming and certainly one of the most important

responsibilities that a school board has is managing the public. school dollars,.
There is evident need for education to cut waste and to utilize efficiently the
educational dollars spent. Beyond simply economy the people are demanding
superior services and classroom results. Instruction needs to be more indi-
vidualized, more responsive to the needs of the young.

Management techniques applied to schoOl budgeting and expenditures are
essential. Going beyond the mandated state requirements of preparing and adopt-
ing the annual budget, the very process of the budgets development and the
board's later expenditure review offer excellent management control techniqUes.

The board can use the budget as a planning tool to establish' district priorities
for the ensuing year. This should be done early in the school year before budget
preparation begins.

CSBA recommends as a management technique that the superintendent,
her/his staff, and the board hold an annual planning workshop early in the budget
making process. An early planning workshop will allow the management team to
consider such topics as district prioritieS relating to the school plant, maintenance
program, personnel, salaries, and other financial commitments. Deliberations
can take place quietly and in depth in a productive atmosphere. The board and
administration acting as a team can provide the school district with the kind of
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educational leadership that will result in the best possible educational .program
for the students of the' district,.

Once adopted, the operating budget provides'the basis for controlling the level
and type of spending in the school system during the year. The board must be
watchful -that the various items in the budget. are not 'exceeded. Stich 'budget
category reviews should take place on a regularly scheduled basis and more often,
on individual budget categories as needed.

Program Budgeting
The new school district accounting system makes program budgeting possi,,

ble. Program budgeting allows the school district to consider the way available
resources will be allocated ainong-prograMs. Program budgeting means listing
and summarizing what is needed to accomplish a program goal, making a deci-
sion on resources based on the goal, and then analyzing program expenditures,
and program results dining the school year.

Other advantages of program budgeting are that it permits very specific cost
analySis, of existing programs,, very specific cost projections of contemplated
programs, assists in the most effective use of available materials and personnel;
highlights areas of the educational program that are unusually weak or unusually
strong, and permits: rearrangement. of various.unit costs to reflect different pro-
gram projections.

To develop a program budget a board of education must start with the total
cost of a cla'ssroom including pro-rated costs of administration, custodial service,'
insurance costs and other relatecl_costs. Any outside costs such as special proj-
ects, or. other related expenditures arc also added into the total. The eventual
result is the establishment of a unit cost per classroom.

From the unit cost per chisstoom, projections then proceed to department
.costs, to total individual school costs, to total educatiOnal expensecosts. Added
arc capital outlay costs and finally the total school district costs-are determined.

Reources are allocated in the budget according to program needs. Expendi-.
tures by program arc then analyzed during the school year.

Financial Accountability
Accountability is one of the-Current terms that is being applied to a number of

areas of education. It is used in reference to pupil accountability to the learning
process, teacher accountability for job performance,curriculum accountability to
thecommunity, and in financial accountability to the board of trustees and the
community, t--
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PPBS (Planning, PrograMming, Budgeting System)
The ultimate of district accountability that involves not only, financial

accountability, butall other, areas of educational accountability is PPBS
ning,,Programmtng, Budgeting. System.).-PPBS requires the district to analyze
the situation and needs of school programs; set goals, prepare objectives, study

"alternate programs, review costs. benefits, and respurces,select the moSt suita-
ble program and carry it out, and then assess the results.

What:,ver the future for PPBS, school board members should-be aware attic,
fact that iome states have already legislated. into law a single unified system of
budgetary preparation and accounting based on the conceptof planning and pro-
gram budget systems. Others have appointed commissions to study and make
recommendations concerning_ such a system. PPBS has been'called commori
sense by design." Certainly it offers answers to such-questions as: "Where does
the money go? What have you to show in terms of results achieved ?"

Audit
An independent audit of all funds controlled by the board is required'by law',

and, if thorough, is the, best evaluation the.board has of the efficiency 'of the
business operatiOn. Audit firms'will usually indiate Ways to improve practices
when they check the procedures for safeguarding funds, but upon request they
may also be able to suggest what kind of 'questionsboards should ask regarding
their record systems, and how to get answers to these questions.

The audit should also include a 'thorough check of .systems controlling-the
flow of student' fUnds. The California StUte Depaqment of Education has pub-
lished a useful guide to the administration of these;funds entitled, '''AccOunting.
Procedures for Student Organization.

Liability of School Board Members
The law provides that no member of thdgoverning board of any school dis-,

trict shall be held personally liable for accidents to children engaged in schoOl
work or coming to and from 'school. It provides that the governing board is
liable, as such, iii the name of the school district for injuries or property daMage
arising out of negligence of the district or because of a dangerous or defective,
condition of property:

In certain situations a school board may be charged with misfeasance, mal-
feasance and nonfeasance. Each board member is, howeVer, responsible for his/
her own purely personal acts, and if a personal act of negligence is the proximate
cause of the injury, personal liability may result. It is recommended that a school .

.board consult with its insurance carrier in order to obtain rnaoxinlum insurance
protection.
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Under provisions of the Field Act (fitness of buildings for occupancy), the
members of any board which has not initiated a program as outlined in 1967
legislation to rehabilitate its pre -Field Act buildings are subject to-personal civil
tort liability, but this liability may be'subrogated kind' insured against. In this

connection there is a widely held view that the 1967 legislatidn makes board.

members subject to criminal liability if they have not initiated such a rehabilita-
tion program for their pre-Field Act buildings.

Insurance Requirements
Every school district must insure its property (Ed. Code Section .15802) un-

less exempted under the provisions of Section 15803. This is usually interpreted
to mean that fire Insurance must be carried. School districts are also requirecrto
carry surety bond protection for all employees who handle district funds, and
they are permitted to carry such protection for employees who handle school
property other, than money. School districts must also carry liability insurance
covering the liability of the district, the members of the board,'and its °Meets,
agents and employees. Other forms of property insurance, such as theft, glass
breakage, automobile, and boiler, may be carried. There is no requirement to bid
insurance since it is regarded as a "professional service" in the same light as an
architect or lawyer.

°District funds may he'spent to provide group life, accident, and health insur-
ance, as well as medical and hospital services for employees. A district may
carry insurance covering pupil accidents but it must not sell such coverage for a
private carrier to pupils or their.parents. Builders' risk insurance, usually re-
quired as part of the contractual relationship between a schodl district and a
general contractor-, may be paid for by the district, and the district is reimbursed
from the Public. School Building LOan :Fund if the building pro'gram is being
Carried out under the provisions of this fund. The governing board of a district
maintaining junior high or high schools-that offer athletic activities but do not
provide or make available medical and hospital services for student participants
must notify the parents or guardians of the students, in writing, of the absence of

such provisions.
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Serrano vs. Priest (95 Cal. 3d 584)
Changes are occurring in the method of funding.eaucation for children in the

State of California. A decision in the Serrano vs. Priest case delivered in April
1974 may have profound effect on the future of public school financing.

In August 1974, a superior court judge in Los Angeles ruled on the five-.
year-old class action suit that California's public school. financing system vio-
lates the state constitution by denying equal opportUnities to students from poorer
districts. The judgment was based on the heavy reliance of the level of the school
program on the local property tax. School districts with relatively high assessed
valuation on real property are able to generate considerably more income per
child for each dollar of tax levied than are school districts with lower assessed
valuation. It is a historic judgment pointing the way to future, sweeping changeS
in the method of financing public education in this state.

The 1974 judgment may be appealed in which case the suit could be held up
in the courts for a lengthy period of time.

School District Financial and Salary Publications
There are several financial and salary publications available that are valuable

resource documents to aid board members when dealing ith school finance and
employee salaries. Among these are:,

1. California School Districts Financial Analysis (CAR document, California
Agency for Research in Education)

2. District Paid Insurance Programs in California Scho I Districts (CARE)
3. Salaries Paid Superithendents and Assistant.Superint ndents (CARE)
4. Teacher Salaries and Salary Schedules (CARE)

5. Salaries for .Administiators and Special Services C-rtificated Personnel
. (CARE)

6. Salaries .fOr County' School Department Personnel (C RE)
Salary Schedules for Substitutes, .Interns,,Aclult-E-direation, Summer Session
(CARE)

8. California School Accounting Manual (State Department of Education)'
9. Governor's Annual Budget (State of California)
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Instruction and Curriculum
Meeting Student Needs.

The greatness of a democracy can be evaluated by the degree to which it
provides its people withireedom of choice. No significant value is really
tested until there is an opportunity to make a choice between or among
'alternatives. The search for .values is the heart of a democratic educa-
.tional system, and the school, the laboratory of the future.

If the prime purpose of education is to assist students to learn, then the gov-
erning board of a school district should give the highest priority to decisions
affecting the instructional program. Historically, this has not been the case. Due .

to complexity, due to lack of time, and due to a myriad of other reasons, the
instructional program area has not received the critical attention that it deserves.
New values, ideas, directions and resources must be developed in the next de-
.cade to meet the challenges of the future. How can the human mind be prepared
to cope with rapid change, to survive, and to find some degree of fulfillment and
happiness? These are basic questions with which responsible board members
must be concerned.

To assist in understanding the major elements of the 'instructional program,
Dr. Sidney Lester' has created a circle diagram. In Figure 1 there are four circles
identifying learning, teaching, instruction and curriculum; and the relationship
each bears to the other.

'Lester College of the Holy Names; Oakland, California
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CURRICULUM
(D).

Figure 1

The four major elements and their interrelationships should be clearly de-
lineated in the mind of each'board member if you are to deal realistically with the
instructional program. ,
a. LEARNING All knowledge, skills, attitudes and behavior are not learned

in the schools. The home, church, community and peer groups can and do
influence the student. This must be kept in mind when curriculum planning
and accountability models are being implemented.

,

b. TEACHING L Note that the circle of teaching is drawn within the circle of.
learning to show its relationship to the totality of the learning process.
Teaching may,employ the "teachable moment" (Or_tactics), and should be

N individualized when feasible.
N. INSTRUCTION There must be an awareness of what is happening in the

-.other three areas shown in Figure 2 Curriculum, Learning, Ad Teaching
i'"appropriate content'and methodology are to be emplipye . The instructor
must synthesize and actively seek feedback in order/ro an effectively for
the total instructional program (combination of strregy and tactics).
CURRICULUM 'This consists of the courses of study prepared by the
district professional staff. It is the body of knowledge developecrin each of
the subject discipline, and is usually contained in the,-cdurses of study.
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The governing board, in kinde-rgarten through .grade 12 school districts, is
charged by law With the'responsibilityof adopting the curriculum and courses of
study. Some community college boardS have required that courses of study be
prepared, but this is not mandatory.

More and more there is public demand. for accountability measuring the
student "output'. for the dollars expended.. This implieS that local boards should
coasider`Viinimum standards In the courses of study. A -word of .aution, how-
ever, is essential. There-are three domains that need to be taken into account in
setting objectives and in evaluating (1).the cognitive (factual information), (2)
the affective (behavior pattern of student)., and (3) the psycho-motor (learned
muscle activity). Unless there are explicit directions by boards, there may be
undue emphasis on the cognitive domain which is the easiest level of student
achievement to measure or evaluate.

Boards should also be familiar with the learning continuum. There are four
basic levels which tire sequential- in nature and which help. to determine the be-,
haviorpattern of individuals and at the same time Make eyaluationdifficult-The

'levels are:

1 -- Knowledge-and understanding.
2 Skill and Competence.
3 Attitude and interest.
4 Action pattern (observed behavior).

A key question that boards must continuously ask is "How do we effectively
measure all fotir levels in the learning continuum?:' The complexities plthe
mind make curriculum planning and instruction difficult demanding for the
professional and the school board member. It is axiomatic that the school board
should( spend considerable time to understand and improve the curriculum, in-

.struction, teaching, and the learning processes (see FigUre 1).

Legal Background and'Other Constraints
Utilizing the recommendations of the superintendent; the local board, kin-

dergarten 'through grade 12 decides the genertil scope of the curriculum, but
does so within certain boundaries set by the state Constitution, the Education
Code, the Code, and Title 5 (rules and regulations of the. State
Board of EduLation).7he county board of education also provides guidelines for
smaller districts. The community colleges have much mote freedom in establish-
ing the curriculum, but still follow the guidelines set forth in the Constitution, the
Education Code, and the Title -5 regulations of the Board of Governors of
California Community Colleges.

Although not a legal constraint, the entrance and transfer requirements of the
universities and college's do, to some degree, affect course offerings at the sec-
ondary and community college level.
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Written Policy

In carrying out its legislative function, the governing board should adopt
policies that relate to the many instructional program areas. As a minimum there
should also be policies on educational philosophy, goals, objectives and
priorities; involvement in the continuous development and improvement in the
instructional program; the teaching of controversial issues including academic
freedom; the selection of instructional materials; the review of instructional ma-
terials whose use has been questioned by any group or individual; and evaluation
of the total instructional program on a periodic basis.

The Instructional Program Budget

The allocation of resources (time, money, supplies, personnel and buildings)
is an importantfunction of the governing board. Provision should be made in the
budget for improving the educational program. In addition to the regular instruc-
tional program budget discussed under the finance section of this book, funding
should, be considered for instructional materials and supplies, library books and
services, consultant services when necessary, use of paraprofessionals, teacher
participation in curriculum revision by released time and/or compensation for
extra time spent, and incentives for instituting pilot studies that may lead.to the
improvement of instruction.

Accountability

Since 1968-69 the Legislature has enacted new laws which have brought
about more local control of the instructional program and at the same time a
greater degree of accountability. Student achievement and cost are being com-
pared and the public, the school boards, and the lawmakers are making new
demands upon the profession. A few examples of key legislative enactments will
highlight the trend toward decentralization, involvement, and accountabi ity.

Probably the most significant curriculum law in California in the past 50
years was the George Miller, Jr..Education,Act of 1968 (SB-I ). The introduction .
states the intent and is contained in the Education Code, Div,ision 7, Chapter 1,
Article I Section 7502 which reads: N.

The Legislature hereby recognizes that, because of the common needs
and interests of the'citizens of this state and the nation, there is a need to
establish a common state curricultan for the pubN schOols, but that,
because. of economic, geographic, phys, political and social diver-
sity, there is a need for the development of educational programs at the
local level, with the guidance of competent and experienced educators
and citizens: Therefore; it is the intent of the Legislature to set broad
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minimum standards and guidelines for educational programs, and to
encourage local districts to develop programs that will best fit the needs
and interests of the pupils.

This was a major step toward decentralization from the state level, to local
governing board.

In the same session, Assemblyman Leroy Greene introduced a major
statewide educational assessment bill, AB-1168; which subsequently became -
law. This bill allowed more local control in SB- I , but established a state testing
system to determine how well the statewide educational system (K-12) was pre-
paring students.

Assembly Concurrent Resolution 195 (ACR- 195) was adopted in 1969. It
established the Joint Legislative Committee on EducationaLGoals- and Evalua-
tion. The charge to the committee was to determine and recommend the best
means for identifying educational goals and objectives appropriate to the needs
of modern society, and the means for developing a comprehensive plan of as-
sessment and evaluation designed to measure the degree to which the public
school systedi is achieving such goals and objectives. A large percentage of
districts in the state have adopted new goals and subgoals. School boards have a
continuing responsibility to update and improve these goals (or values such as
creativity, patriotism, health and safety).

Clearly, the Legislature over a period of years has been moving schOol dis-
tricts toward an accountability system. Although there are many different mod-
els, there is basically a five-step process that educators are using more and more
in educational problem-solving. The State Department of Education has been
instrumental in implementing this decision-making tool through workshops,
through Operation PEP (Preparation of Education Planners), and through the
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procesS of setting up criteria for grants to local school districts, An accountability
model is now widespread in.California in educational planning. Figure 2 and the
explanation following it, may help you understand the process, and more eff c-
tiv.ely enter into constructive problem solving. A major element is the cons ant
recycling and that is why the circle is used to indicate that the process is a 1,
never-ending one.

5. Evaluate

4. Implement
one of

Alternatives

1. Needs
Assessment

Accountability Model

Figure 2

2. GOals and
Objectives

3. Alternatives

r-
Define

I Constraints I

L _ J

I. Needs Assessment Decentralized decision-making has also brought forth
a demand for involvement of all segments interested in the educative pro -
cess, School boards should involve the community, the professional staff,
the classified employees and the students in a needs, assessment so that the
board receives all viewpoints, and knows how divergent groups perceive
their needs and wants.

2. Goals and Priorities The various methods of establishing goals and
priorities should utilize the groups mentioned above.. The final decision,
how6ver, is still the responsibility of the governing board. Involvement of
all groups is essential to community acceptance. Board members must also

. he able to differentiate between .a goal and an objective. The Legislature in
the Education Code has defined these terms as follows:
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Section 7562. "Goal" means a statement of broad direction or intent
which is general and timeless and is not concerned with a [Particular
achievement within a specified time period.

Section 7563.-"Objective" mean's a devised accomplishment that can
be verified within a given time and under specifiable conditions which,
if attained, advances the system toward a corresponding goal.

The California School. Boards Association has provided leadership on goals
. and objectives for several years. The Association has published documents

on the subject, and on request will assist local boarcfs..to determine.a process
for setting goals, subgoals and priorities in the local district.

3. Alternatives Usually there are alternative actions or programs that may be
used to reach a specific objective or move toward a specific goal. Boards

. must also consider, however, the "constraints" involved. Such things as
cost, time, Personnel available, training and other factors should be re-
viewed.

4. Implement one of Alternatives = After an alternative has been decided
upon, in modified form or not, it should be implemented. Good planning
pays off, and careful implementation is critical to success:

5. Evaluate:, This step brings closure and permits accountability. How well
did the school or district meet the goals and objectives' that were mutually
agreed upon in Step 2? Did the, students achieve the objectives? If not, why?
Is more in:service training needed? Were the objectives too high? Too low?
Based upon the evaluatiOn,: a new needs assessment is made and the cycle
continues. .

EVALUATION OF THE PROGRAM
Boarcb members must evaluate the effectiveness of the instructional program

as well as the teaching methods, materials and equipment utilized in carrying out
the educational program. Various evaluation tools may be employed in determin-
ing the effectiveness of specific programs and aids.

Valid and complete information is essential if a bOard is to evaluate accu-
rately and fairly.

Evaluation on'a periodic basis is the key element of an accountability system.

For years educators haye indicatedthat the purpose of evaluation is to im-
prove instruction, It is much broader than that. Consider the definitions that
follow and apply them to the classroom, the school, the district, and the state.

"Evaluation" is the science of collecting. data and information and analyzing
it for decision making.

"Decision Making," is making a choice between or among two or more al-
ternatives.
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. Both long-range and short-range objectives should be set for the board,
superintendent, certificated staff, classified employees and students. Deadlines
oi,time lines can be developed for the accomplishment of these objectives and
when evaluation shows they are not being met, the board should ask "Why?"
Then attempts should be taken to establish a success pattern rather than applying.
punitive procedures.

Clearly-stated goals and objectives become more significant when districts
have limited resources. Only when these are identified and made explicit can a
board make value decisions and set priorities. Until a board begins to set
priorities and allocate resources to meet student- learning needs, it is not perform-
ing is true polio j'- making or legislative function.

Accreditation
Accreditation is a process ofself-study by a secondary school and of peer-

evaluation by a visiting team through which the quality of the school's educa-
tional program is given formal recognition.

In order to qualify for accreditation, a school must have clearly defined and
appropriate educational objectives; must have established conditions under
which their achievement can reasonably be expected; should appear, in fact, to
be accomplishing them substantially; and should be so organized, staffed and
supported that it can be expected to continue to do so.

The 'school must determine its ble and its responsibilities. Its primary re-
sponsibility is to its students. It must understand the needs, interests and abilities
of 'each student, and, insofar as possible, provide a program that will challenge
each on; to the limit of.his ability. In addition to curricular offerings, this pro-
gram wilt include guidance services and co-curricular activities. It will certainly
include, whether in formal instruction or otherwise, education in human values
that favors the development of responsible citizenship.

The school also has a responsibility to the larger community it serves. It must
not only reflect the values of this larger community, but also provide positive
leadership in helping to preserve and update thek values.

The school must continually appraise and define its goals in terms of the
changing needs of society. This should be done by all those concerned with the
school.
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Specifically, the school will have:

I. A written statement of philosophy and goals, su h statement(s) to be ap-
proved by the governing board of the school an put into effect by the
administration. The statement should be specific e ough to contain goals for
each of the areas of responsibility mentioned ab ve, as well as any other
goals the school wishes to include. Further, it sOuld be subject to constant
and systematic critical analysis by the comIntiAy, administration, staff,
students, and governingcboard. There should akolbe a systematic and con-
tinuous evaluation of progress toward these goals.

2. A clearly defined organizational structure Whereby these goals can be and
are being-carried out. This structure should Specify: the functions of the
administration, staff and students; the administrative relationships among
these groups; and, the limits of authority and responsibility: Equally impor-
tant, this structure should be demOnstrably workable so that the working
relationships and communication among all concerned are:effective.

_ 3. Student personnel services that identify the needs, interests and goals'of all
its students, and provide these students with adeqUate educational, career,
personal and social guidance.

4. A curricular program with written course descriptions that provides all its
students with a suitable course Of instruction, in light of the school's
philosophy and goals and the students' needs, abilities and interests.

This implies the existence of adequate instructional resources needed for the
curricular program and it assumes that there will be competent and eft-
thusiastic teaching.

The curriculum should be the object of continuous evaluation and develop-
ment by faculty, students and administration. This process should bear not
only on the nature, scope and effectiveness of individual courses,. but also
on their interrelationship in the curriculum as a whole, and on the relevance
of the curriculum to the stated goals of the school.

5. Appropriate co- curricular offerings that supplement the forMal instruction of
the schobl. These should be responsive to the students' needs and interests
and shOuld draw upon special skills and enthusiasms among students and
faculty alike.

6. A well-qualified staff that effectively carries out their responsibilities.

7. Financial support adequate to provide the necessary staff, physical facilities
and other' instructional resources.

The school's budget should reflect the priorities derived from its philosophy
and goals.
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Needs of Minoriiies'
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You would no. doubt be the first to say "all students have the right to a good
educatiOn." But often unrecognized barriers to learning exist which. diScriminate
.against children because of their face, ethnic background, or socio-economic
background. These children will not have full access to-the educational oppor-
tunities provided at public expense unless school boards assume active leadership
in removing the barriers.

Many of these children enter school unable to compete. or even cope in the
traditional classroom environment. For example, if children given instruction in
a language they cannot.understami and the textbooks in language they cannot
read; they are unable to benefit from the edUcational opportunities offered..
Therefore, bilingual instruction is needed until the.'y are able to function in English.

Language is not the only barrier. Children- from a variety of ethnic back-
grounds, from racial minority groups and low; socio-economic backgrounds are
at a loss in a school setting geared to middle-class Caucasian children.

Although the philosophy, objectives and educational commitment of a school
district in the area of minority education cannot be separated from the overall
educational system, there are some needs specific to ethnic and minority students
that can be met' by using available state and federal proIvams such as

bilingual/bicultural education, early childhood education, educationally disad:
vantaged 'youth program, and ESEA (federal) programs. Other specific needs of
minority children require. programs developed at thP.district level.

Vital to the success of ethnic and minority students is in-service training of
teachers and other pPrsonnel, including board members, in the hfr'story, culture
and current problems of minority and ethnic groups. The Education Code, Sec-
tions 1334-4 to 13344.4, Article 3.3, requires in-service training of teachers in
any school with a 25% or more minority population.

The students who constitute a measurable minority in a school district will
vary from district to district. It is thp responsibility of each local board to provide
appropriate educational opportunitieti for the specific minorities in that district.

Adult Education Classes
Under certain conditions the governing board of any school district may es-

tablish_ adult education classes. School districts may receive reimbursenient for
adult classes from the state only when the classes have been approved by the
-State Department of Education.. Elementary districts have- only limited authority
for the maintenance of adult classes.

Sex Discrimination.
andand eliminating sex discrimination are important. parts. of an

effective instructional program, It is your. board's responsibility to promote a
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positive -;elf-image for all students, and to provide .equal educational 'oppor-,
tunities for all students. Because of past discrimination against females in many
areas, this2responsibility may require some remedial action on the part of your
board. .Developing an awareness of sex discrimination should be a priority, as
should examining instructional materials for discrimination.

Sex diseriminatit'as--tcrthe attitudes and actions which relegate one sex
to a secondary anti inferior status in society. Sex role typingl a common occur-
rence. in the classroom is one form of discrimination because such typing

'.,insidiously assumes and asserts that one sex is incapable-or unworthy of doing
.what the other sex does:

In school -this role typing. occurs in the teacher's selective reinforcement of
student's personality' traits, abilities, and interests according to her/his sex, in t.he
directing of parts of the curriculum to one sex or another, and in the content of
instructional materials. Such role typing may have the immediate damaging ef-
fect of repressing the natural talents of the individuals, and may do long, tern)
damage to the individuals and society by limiting ambitibns.

Article 3, Chapter Division 8 of the Education Code is designed to prevent
discrimination and stereotyping of certain groups of people, in textbooks. Section
9240 (a) says that instructional Materials shall accurately portray the. contribu-
tions of both men and women in all types of role ,'including professional, voca-
tional and executive, Section 9243. says that no instructional materials shall
contain any matter reflecting adversely upon persons becaiise of their sex. Letzis-
lation in 1974 further specifies that instruction in Social Science courses include
significant contributions of women.

«. Compliance with these laws by the publishing companies. is long in coming.
Hopefully specific guidelines approved by the State Board of Education in Oc-
tober, ,1974 will provide sufficient eriteria for weeding our discriminatory mater-
ials.

Discriminaion in educational firogritnis oactivitieS on-the basis of sex will
soon be prohibited by the federal regulation Title IX of the Education Amend-
ments of 1972.

Because pre.sent conceptions of what constitutes proper roles" foi he sexes
are based on, what has been traditionally designatiql as male or female in be-.
havior, personality and occupational roles, awareness of discrimination is difficult
for many to attain.'Yet, such awareness is necessary for the board member, for
an effective instructional program must prepare students to cleat with a future
that will certainly require new modes of being for both SexesHow to attain an
awareness of damaging role typing and discrimination is an enigma facing malty
hoard members. --
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Articulation
A prime function of a governing board in the instructional area is to establish

policy which insures grade level and inter-school level articulation of the cur-
riculum.

Articulation describes the relationship between various subject areas at the
same grade level (horizontal articulation) or between tlie.Same subject area from
one level to another (vertical articulation).

Horizontal articulation is essential for developing curriculum that focuses
attention on what is being presented to the learner at a particular grade level.
Vertical articulation focuses attention on careful planning in a particular subject
matter field from one grade level to another.

.In order to effect complete articulation, board policy should require certifi-
cated staff to develop a prOcedure to assure that existing and proposed programs
take into consideration both horizontal and vertical articulation..

Additional Help for Boards
The CSBA Instructional.Services Committee periodically niails "Update," a

series of numbered letters about the instructional program, to alhbember boards.
The numbered letters contain the latest information and instructional program.
trends, as well as gilideline:i.atid sample policies for-local school board consider-
ation.

On.request of the local school board, CSBA will conduct mini -work hops for
member boards and proNiide- staff to assit in understanding and improifini the
instructional -program.
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Board-Superintendent
Relationships

The. strength of the'school program lies in the,superintendent's skill and the
trust and understanding that exists between the superintendent and the school
board. Harnionious relations are the result of a clear understanding concerning
the functions of the superintendent and the board. As the school board makes
policies and the superintendent implements them, communications between
these two mus4 be thorough',

Harmony establishes an atmosphere in which free discussions are encouraged
and the adoption of defensive positions, difficult to abandon, .is discouraged.
Honest differences of opinion, however, must be openly acknowledged and con-
stant efforts should be made to conduct' the business of the, district in ways that
will not emphasize those differen5es or lead to antagonism, hurt pride or
jealousies. Both the board and suprintendent need to be careful to giVe credit
where credit is due and, when necessary, to admit errors. If split decisions are
frequent and usually formed along identical membership lines, they should be
considered as danger signals.

Superintendent Responsibilities
The broad gene responsibilities of a superintendent can be summarized

thusly:

Assumes charge of the entire school system as the board's chief executive
officer; coordinates the work of all departments; executes the policies of the
board .and recommends policies 'for the board to consider in improving the
system and its educational service to the`pupils and the community.

Nominates all certificated and noncertificated employees; recommends for
discharge any employees rendering unsatisfactory service within the limits of
the law and board regulations; with his staff, assigns, directs and supervises .
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the work of all employees with due respect for any individual rights involved;
proposes adequate salary scales for different classes of employees.

With his/her staff, purchases approved textbooks and other instructional
guides and equipment; schedules classes for the various types of training;
assigns appropriate instructors for the various curriculum offerings; decides
the general methods of instruction to be used; provides for the continuous re-
vision of courses of study 'to meet changing conditions by appointing teacher
and possibly citizen course -of -study committees and' directing the work of any
curriculum experts the_sysfem may employ: .

. .

Presents a-proposed annual budget and interprets it for the board; administers
the yget after it is adopted and keeps expenditures within limits; provides
for all possible economies that do not endanger educational results; directs the
accounting of all school funds, and makes proper financial reports to the
board, .

.

Coordinates, the planning of all educational features of new buildings or alter-
ations of old buildings and counsels the architects in the general plans for
such building erection; assigns caretakers to all buildings and maintains gen-
eral supervision over their work', provides for needed experimentation in de-..
termining economical and otherWise efficient methods for building care and
upkeep. -, .

Administers- all schools and classes established by board action; directs the
instruction, guidance, and discipline °rail pupils; promotes organizations,
such as student councils for trainingpupils in democratic and socially ad-
}vsted liv'ing.

Coordinates a program fo reaching the citizens of the community with ade-
quate information about the activities of the schools, the reasons for the ac-
tivities, and the results obtained;. interprets the schools policies in talks before
civic groups when called upon as time permits; works with parents' organiza-
tions and other groups, interested especially in school welfare; fits himself/
herself with his/her faiiily into the civic, social and religious life of the
community in a constructive way.
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Many of the duties of the superintendent can, of course, be delegated to
members of the administrative staff or others. The superintendent, however, is
still theersorfaccountable to the board of education for carrying out its policies
or instructions whatever the degree of delegation the superintendent chooses. A
thorough delineation of the division of responSibilities between the board of edu-
cation and the suOrintendent is listed in the CSBA publication entitled
Board/Superintendent Responsibilities....

Suppott Your Superintendent
By the time an administrator has gained an understanding of the complexities

of a community and its schools, the board has made a substantial investment in
that administrator's experience. A well-functioning school system cannot.change
its superintendent without suffering at least some temporary loss of efficiency.

Since administrative skills are in great demand, other communities-t9n offer
both professional and financial inducements to lure a superinterideilt to a new
position. Should this happen the board needs to weigh all of the.costs of replace-
ment as well as the investment in experience when consid&ing the inducements
that can be offered to hold him.

Occasionally pressures develop within the school system or within the com-
munity that make it difficult for a superintendent to functioneffectively. The
results of a change preceded by strife and public criticism are damaging to a
district. .

Criticism may come from persons who are prejudiced, or only partly in-
formed, or selfishly motivated, Or it may come from parents who need a
scapegoat for the failures of their offspring, or from teachers reluctant to adopt
a woman'or man it has come to respect. Complaints and criticism should be care-
fully investigated to assure the superintendent of timely information with which
to guide actions. Superintendents should be protected from unjust criticism,
including the efforts of articulate minorities to bring about his/her immediate
removal.

Often four-year contracts are.offered to superintendents to provide for stabil-
ity and continuity of leadership. Just as important as the long-term contract is the
climate of mutual respect and trust that should exist between the board and the
superintendent. Confidence and gratitude should not be withheld from a satis-
factory superintendent, for these nornial by- product;, of a satisfactory relation-
ship are often more important than any *others, in keeping a good person on a
difficult job.

Evaluating Your Superintendent
After employing a superintendent, a Mud shares in the responsibility for that

person's success. To do, your share, you should make an effort to know more
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about your superintendent, whelp her/him work effectively and to maintain a
harmonious working atmosphere.

To develop and maintain this kind of relationship a periodic review of the
superintendent's responsibilities and a frank discussion of the superintendent's
performance is necessary. Such evaluation is not only good personnel practice
it's legally required under the Stull Bill. (Education Code Sections 13485-13489,
13403 et seg.)

The evaluation should be based upon the views and expectations of the board
as expressed in the goals and objectives of the school district and as set forth in
the superintendent's job description.

Purposes of an Evaluation
Evaluation is a valuable tool in establishing and carrying out the goals of any

operation. Among the purposes of evaluating the superintendent are the follow-
ing:

1. To establish and maintain good working relationships between the board a
superintendent.

2. To define the functions and responsibilities of the superintendent.
. 3. To improve performance by suggesting areas of responsibility and operating/

techniques that may be strengthened.

4. To give encouragement and commendation for work well done.
5. To record some evidence of performance and improvement.
6. To offer a guide for the superintendent's self-appraisal of his own charac-

"teristics and skills.

7. To provide an opportunity for the board and superintendent to confer at
periodic intervals on his/her performance.

8. To offer a procedure for comprehensiy. - and dispassionate appraisal in a
setting other than during times of criiis.

9. To establish reasonable standards for continued employment>
Guidelines for aiding ybur evaluation of the superintendent may be obtained

from CSBA or ACSA.

Dismissal of Superintendent
If the school board begins to seriously question the professional leadership

qualities of the superintendent, it is time for forthright talks between the board
and its chief executive officer. These talks should be the first step toward correc-
tive action as well as a better understanding of the nature of the problem. In some
instances, the board may find the performance of the ,superintendent Over the
period of his /her contract to be unsatisfactory. If this occurs, the superintendent4
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should be informed and his resignation should be requested. Before such a deci-
iion is made, legal counsel should be sought by the board in order to protect the
interest of both parties. It is required by law that six months notice be given to a
superintendent prior to the end of her/his contract if that person is not to be
rehired. If the gix-months notice is not given, the contract will be renewed auto-

_

matically for another year. Usually a superintendent, alerted to the dissatisfaction
of the board, will find another position and will resign before she/he is dismissed
or denied a contract extension. Refer to Education Code Section 938 for legal
details concerning contract termination.

Retirement of the Superintendent
A clearly stated policy on the age of retirement should be established well in

advance of the time it is tneeded. If departure- kom the policy is subsequently-
authorized, it should be clearly iclentifias an exception and strictly limited as
to time. The least disruption Of'a school and community occurs when a superin-
tendent resigns after training and Vorking with the 'successor. When this is not
possible, the board needs to be particularly specific in identifying the qualities
required in the successor.

Selection 'of a New Superintendent
. .

The selection of a superintendent is a matter of considerable importance. It is
imperative that the most cornPetent individual available be selected to administer
the schools and to give leadership in development and improvement of the educa-
tional program. Careful( preparation, definition of orderly and effective proce-
dures, conformity with ethical practices, judgment, and adequate financing are
critical in recruiting .and selecting a new executive officer. The decision will
obviously affect the entire educational program of the district.

Legislation enacted in 1970, specified in Education Code Section 13142,
provides that any governing board may waive any credential for the superinten-
dent. The employment of a superinr5ent means more than hiring the services
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of a profes'sionally qualified person.-It also means acquiring that person's philos-,
ophy, set of values, system of practices, and approach to public education.

School boards should be willing to invest much time and effort in the search
for an educational leader.

Board members faced with the selection of a new superintendent should re-
view the material outlined\in the publication The Superintendent/BOard Rela-
tionship," published jointly by the California School Boards Association and the
Association of California` School Administrators.

The Management Team and Participatory Management

Many schools today are developing what is called, "the management team"
approach to school administration.

The management team is composed of administrators who have been desig-
nated as management personnel by the superintendent and approved by the
board. In many districts, management team personnel involve all the adminis-
trators down to the school site principal.

Through an administrative procedure developed by the district board, man-
agement persopnel meet with the superintendent; and the policy positions that are
recommended to the board are the result of a group-decision process.

In addition, participatory management calls for the involvement of classroom
teachers, school psychologists, librarians, food services personnel and otherem-
ployees where areas of their expertise are under consideration for the possible
development of district policy.



69.

Providing for Good Staff
Relationships

The school board has the responsibility to establish the policies and marshal!
the resources necessary to attract acid maintain a competent staff.

Employment of Staff
. .The superintendent with assistance from other members of the administrative

staff recommencis candidates to the board for teaching and Other positions in the
school system. The board may'accept or reject any of the superintendent's rec-.
ommenciatiOns. If rejected, the board-shouldthen rettue-s-t-the.superintendentto
submit new recommendations. Rejection should not result in independent initia-
tive on the part of theboard or one of its members to propose candidates, or in
the appointment of a person who has not been given prior approval by the chief
executive. However., only the board has the legal authority to contract with em-
ployees.

In selecting new personnel, the board shoUld adopt as policy the job specifi-
cations for each position.

Education Code Standards for Staff
Although it is the responsibility of the local schotil board to hire qualified

personnel for the school district, the state law requires certain standards which'
must be met. Division 10 of the Education Code delineates all the provisions
applying to employees in "education positions" or "positions requiring certifi-
cation qualifications."

Administrators

. The school board has authority under Section 935 of the Education Code
to employ a district superintendent for one or more schools if the district
employs eight or more teachers. If the district has an ADA of 1,500 or more
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pupils, the board may employ such deputy, associate, and assistant district
superintendents as deemed necessary.

Minimum requirements for standard administration credentials are out-
lined in Education Code Section 13197.2. The credential permits the holder

to serve in the capacity of associate, assistant, and/or deputy superintendent
or in any equivalent or intermediate level administrative position including
principal of a school. The 1970 credentialing law enables school boards to
waive the credential requirement for its chief administrative officer. Educa-

tion Code Section 13142 notes the waiver and states, "Any individual serv-
ing as the chief administrative officer of a school district who does not hold a
credential may be required by the local governing board to pursue a program
of inservice training."

Administrative officers such as business manager, supervisors of build-
ings and grounds, and directors of facilities may be either certificated or
noncertificated employees.

Administrators are not covered by tenure law unless they had gained
tenure in the district as a teacher prior to becoming an administrator. Ad-
ministrative positions are generally on a contract basis.

Teachers' and Other Certificated Employees

All teachers must hold valid credentials as outlined in the Education
Code. Application for credential's may be made to the State Department of
Education with a subsequent evaluation of the type of credential to be issued.

Teachers are employed by the school board and must be notified prior to
March 15 if, for some reason, they are not to be employed for the following
school year. If by June 10 the board serves upon a permanent employee both
a copy of the Education Code Section 13260 and a request for notice of
his/her intention to remain or not to remain in the employment of the school
.district for the following year, the employee must notify the board by July 1
of his/her intention.
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Teachers may be clatisified into one of four categories: permanent, pro-
-bationary, substitute, or temporary.

Permanent teachers are those who are employed in a district having an
ADA of 250 or more, who have been employed for three consecutive school
years in a probationary position and have been reelected for the succeeding
year. In districts of less than 250 ADA an employee, after having been em-
ployed by the district for three complete consecutive schodl years in a posi-
tion requiring certification qualificatidns, and rehired to a position requiring
certification for the following year, may be classified as a permanent emp-
loyee of the district. If the classification is not made, the employee shall not
attain permanent status. (Education Code Section 13307) In districts with
60,000 or More ADA, tenure can be granted after an employee has served
two consecutive years.

Classified Employees

A very important segment of the school staff is composed of personnel
who keep the school in operation through handling clerical, custodial and
Maintenance duties. Board members will be wise to discuss school plant op-

erations with such personnel in addition to visiting classrooms to observe
teaching Personnel..Job descriptions for classified personnel should- be
adopted by the board and filed in the district office in order that a .clear
understanding exists between the parties pertaining to positions and work
requirements.

Board members should familiarize themselves with sections of the Educa-
tion Code which require a classification of positions and employees in the
classified service, require employrrient contracts, specify work week, over-
time and salary practices, prescribe leave and absence policies, and fix cer-
tain other fringe benefits for employees in classified service.

Probationary teachers are those who have a contract for the school year and
are not classified as either permaneht, substitute or temporary.

Substitute teachers are persons actually employed to fill positions of regularly
employed teachers absent from service,

Temporary employees are employed to serve from day to day during the first
three school months of any school term to teach temporary classes not to exist
after the first three school months of any school term or to perform any other
duties which do not last longer than the. first three school months of any school
term. If the classes or duties continue beyond the first three school months, the
certificated employee, 'unless 'a permanent employee, shall be classified as a
probationary employee.

Provisions for sick leave and other fringe benefits are outlined in the Educa-
tion Code, beginning with Section 13468,1 and in-policies delineated by indi-
vidual school districts.
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Merit System
The most rapidly growing single system of employment for classified em-

ployees in California is the merit system. Essentially the merit system is a civil
service type prograni authorized under the Education Code beginning with Sec-
tion 13595. Local districts having over 3,000 ADA must adopt the merit system
if a majority of the classified employees vote in favor of having such a plan.
Approximately 100 school districts in California presently operate under the
merit system.

'The code provides that a personnel commission be.establiShed to implement
the merit system. The merit system provides for a high degree of organizational
independence for the personnel commission and its staff. The personnel director
reports to the commission, is selected by the commission and is intended to be
independent and free from the jurisdiction of the superintendent and board. A
wise superintendent and an astute board will; however, strive to.keep the lines of
communication open/ at all times with the personnel commission and will work
toward harmonious relationships, calling at times for joint meetings to review
common problems and concerns.

The word "merit" applies to the process of selection and promotion of the
employee rather than to the salary and wage aspects. Provisions of the merit
system require'the personnel commission to conduct salary surveys and to rec-
ommend salary schedules which will provide for like pay for like work. It also
implies that school district employee wages must be competitive with like posi-
tions in the surrounding community.

. .

The personnel commission for the merit system is unique in that only one
member of the commission is appointed by the governing board of the school
district with two members being appointed by state officials. The commission
establishes its own budget independent of, and without control from, the board of
education. The commission must hold a public hearing of its budget and provide
the board of education with opportunity to comment on the budget. However, the
only review or control over the personnel commission budget is that e:,ercised by
the county superintendent of schools. The superintendent can either approve on
reject the budget. She/he cannot modify it. If rejected, it remains the same as the
previous year.

There is one basic theory which should be kept in mind whenever a school
board member is considering the authority of the commission as contrasted to the
authority olthe board of education, Namely, the power to establish procedures'to
be followed in the classified service is vested in the commission but the power of
substantive action and execution is vested in the board of education. The person-
nel commission is vested only with those powers specifically assignell to it in the.
merit system section of the code and all other powers pertaining to the operation
of the local school district are the perogatives of the school board.
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Salaries/Fringe Benefits
Basic to the development of all personnel policies is the provision of an

adequate salary schedule. Such a schedule should be developed and reviewed
periodically by teachers, the school administration and the board of education.
The same holds true for the classified personnel salary schedule.

'The salary schedule for teachers should provide a beginning salary that will
allow even the new and inexperienced teachers to live comfortably and should

.provide for a maximum salary that is high enough to encourage competent
teachers tb remain with the school System on a true career basis. Salaries should

the level of educational program (elementary,' junior high or senior high) to
rwhich the teacher is assigned.

Board policy should recognize rights of tenure, sick leave, bereaveMent
leave, and retirement benefits which California statutes grant to certificated and
claSsified personnel. Improvement of these benefits should be considered by the
board when district finances make it possible. Additional information can be
found in the Education Code beginning with Section 13468:

Conditions of employment for classified personnel are covered by Sections
13580 to 13768 of the Education Code and should be carefully studied by school
boards.

Employer-Employee Relations The Winton Act*
Employer-employee relations in local publia school.districts iriCaliforni a are

governed by the ,`Gordon H. Winton, Jr., School Employer-Employee Relations
Act or the Winton Act " This law contained in Sections 13080-13098 of the
California Education Code, was first enacted in 1965 and extensively amended in
1970 by the California Legislature.

*Thomas A. Shannon, Schools Attorney
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In brief Outline form, the "Winton Act" may be summarized as follows:

1. Applicability. Applies both to certificated and classified employees of public
"schools.

2:- Purpose. To promote improvement of personnel management and
employer-employee relations and establish a statutory basis for public
school employee-representation.

3. Right of Individual School Employee to Join Organization or Represent
Self A school employee has right to form, join and participate in activities
of employee organizations of own choosing or to refuse to join or Orticipate
in activities of such organizations.

4. Interference with Right of School Employee to Join Orgatazation or Rep-
resent Self Prohibited. Both school board and employee orgarizations are
Prohibited from interfering.with, intimidating, restraining, coercing or dis-
criminating against public school employees because of their exercise of
right to join or refuse to join employee organizations.

5. Scope ofRepresentation. For both certificated and classified employees and
employee organizations, it includes all matters relating to employment con-
ditions and .employer-employee relations, including, but not limited to,
wages, houi-s and Other terms and conditions of employment. In addition,
for certificated employee organizations only, scope includes procedures

---relatingto,definItionso feducaIiOnalobjeetives, detei-mination of course
content and curricula, textbdok selection, and other aspects of instructional
program to exrent such ratters are under legal control.of school board:

6. .Type of Representation. A school board may represent itself or designate
any person to represent it. Certificated and classified employee organiza-
tions may select own representatives in any way they see fit to "meet and
confer" with school board representative; however, where more than one
certificated employee organization exists, school board representative must
"meet and confer!' with certificated employee organizations exclusively
through "Certificated Employee Council," which represents all certificated
employee organizations.-Composition of "Council" is set forth i "Winton
Act."

7. "Meet and Confer" Proceis Defined. Upon request; school boar represen-
tative must "meet and confer" on all matters within scope of representation.
In such process, both school board and employee organization representa-
tives have mutual obligation to exchange freely information, opinions and
proposalsandlo make and consider recommendations in a conscientious
effort to reach agreement.

8. Written "Agreements." The "Winton Act" does NOT contemplate bilat-
eral collective-bargaining type agreements; rather, any courses of action
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agreed-upon in "meet and confer" process are implemented by the school
board unilaterally enacting a resolution, regulation or policy adopting such`
courses of action. Also, it should be noted that school boards and employee
organization representatives are NOT required by law to reach agreement;
rather, they Ware required only to make a "conscientious effort' to reach
agreement.

9. Inability to Reach Agreement in "Meet and Confer- Process. If there is
"persistent disagreement" between school.board and employee organiza-!
tion representatives,- the issue is considered either (a) under a procedure .to
resolve the "persistent disagreement" which was developed jointly by the
school board and employee organization representatives, or (b) by a tripar-
tite panel with one member selected by each, party and third° member
selected by both parties. Any findings or recommendations made to resolve
"persistent disagreement" are strictly advisor)% only and do not bind the
parties.

0. Grievance Procedure, Adoption of a "grievance procedure," which pro-
videsorderly process by which employees:may test validity of application
againSt them of existing school board policy, is not required under law;
however, a school board has general legal authority to adopt such process
provided final decision in any dispute remains with school board.-

,

I I . Wage Proposals Are Public Records. Employee organizations must make
initial proposals at public school board meetings and all proposals thereafter
are public records.

12. Executive Session Preparation for Meet and Confer" Process. School
board may meet in closed "executive session" to instruct its representative
on its position relating to employee salaries and fringe benefits. (California
Government Code Section 54967.6).

13. Community College Academic Senate. Winton- Act" does not restrict;
limit or prdhibit community college academic senate in making recommen-
dations tOCommunity College Board of Trilstegs or college adminiStKation
on "academic and professional matters."

14. No Right to Strikg. California caselaw holds that concerted strikes, work
stoppages or slowdowns by public schoolemployees are illegal and may be
enjoined by Order bf the Superior Court, upon proper application by. school
board. .

15. Primacy of School Board. The.`.` Winton Act" specifically <contemplates that
the school board has the legal, right and duty to make the "final decision
with regard to all matters" under consideration in the "meet and confer"
process. Moreovev, nothing in the "Winton Act". limits 'or restricts the dis-
cretionary authority of a school board undet law to take any legislative ac-

!,
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tion it deems propriate and necessary Lis the governing board of a public
school district.

The spirit and intent of the Winton Act properly require emplOyerSlp expend
every reasonable effort to bring teachers into the decision-making process with-
91 1t, surrendering the final legally-mandated, decision-making authority of the
school board. Board members should take advantage of workshops conducted by..
CSBA on the topics of meet and confer/negotiations; persistent disagreement,
and .grievance processing. Reading materials are also available frhm CSBA on
these topics as well as consultative assistance upon reques.t.

NI/

Promoting Good Will
The school board can do much to promote good will and understanding bet-.

ween the board and the staff of the district. Teachers and classified 'personnel .
should beinvited to attend board meetings and should become familiar with
board operations. Some districts .schedule "rap" sessions With employees to .;

develop,a bdtter understanding of the problems faced by staff personnel. These
`'.sniall group meetings between the board and staff are excellent opportunities to

. discuss educational aims and purposes as well as ideas.foFfuture policy changes
in curriculum and operations.

A demonstrated interest in the financial. and professional security of school
employees is important. Of prime importance is the board's'persOnal interest in
their worth and welfare. The feeling of being appreciated, of being respected as a

worthy partner in the work of the school 'and the community, is a reward which
any school board can. afford:to give to its employees. Research in human rela-'
tiOnS shbws such reinforcement to be essential to prodUctiVity andhigh morale in
any organization,
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Affirmative-Action Policy
State law prohibits_discrimination or the denial ofan opportnnityto serve the

schools on account of marital status, residence, political affiliation, religion; sex,
or race. Such law coincides with CSBA Affirmative Action Policy which states,
"It shall be the policy of CSBA to support the providing of equal opportunity in
eniployMent for all:persons and to prohibit discrimination based upon race, sex.,
color, religion, age. physii:al handicap:ancestry, or national origin.in every as-
pect of personnel policy and practice in employment, development, advance-
ment, and treatment of employees, . . In addition; CSBA -recognizes. kat it is
not enough to proclaim that public employers do not discriminate in employ-
ment. but that one Must also-strive actively to build a community in which oppor-.
tunity is equalized, and that the employer'must make additional efforts to reel

. employ. and promote members or groups. formerly excluded; therefore, CSBA
policy continues '". . . and to promote the total realization "ofequar employment .

opportunity through a continui.4.eaffirmative action program."

Inservice Training
The continued profesSional development of the staff is essential. Your

superintendent and staff should outline a program which may inc'.ude workshops,
planning sessions: special assignments, individual. and group tesearp and em-..
ployment of Professional consultants in curriculum and methodology to Conduct
inservice training. Board poliCy, should recognize and encourage the inservice
growth of the staff, by official recognition, promotion .and the provision of an
adequate salary schedule. Funds should be delegated in the budget' for programs
which will assist employees in understanding and handling their duties more
proficiently.

School'districts need to develop formal training programs for their various
,employees and encourage them to develop skills which will enable them to reach
.their potential. Education Code Sections 13453 and 1.3454 authOrize governing
boards to grant leave Of absence with or without pay in order for certificated
personnel to do graduate work, travel or embark on other programs. which will
improve their skills in working With students. Boards are expected to be able to
demonstrate -that,.leaves so authorized are in the public interest or in the perfor-.
mance of a 'district service "for the benefit of the.sehool and pupils," and not
solely for the benefit of the individual involved': Clauses frequently are inserted , .

in contracts for developmental leaves requiring refundslia stipulated service to
the district is not performed.

Evaluation. The Stull Bill
Basedon the public'sdemancl for accountability in the public school system,

boards have the right and the responsibility to see that both the educational pro-
gram and the district staff are adequately evaluated on a periodic basis.
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The Stull Bill (Education COde Sections 13485-13489, 13403, et Seg.) has
made an impact on evaluation procedures, particularly those affecting teachers.
Specific evaluation and assessment guidelihes for teachers and other certificated
employees adopted by the school boar'd must include:

1. the establishment of standards of expected student progress in each area of
study

2. techniques for the assessment of that progress

assessment of certificated Personnel competence as it relates to established
standards .

4. assessment of otherduties normally required to be performed by certificated
employees in addition to their regular assignments.

5, the establishMent of procedures and techniques for ascertaining that the cer-
tificated employee is maintaining proPer control and is preserving a suitable-
learning environment.

The evaluation niust be in writing and 'transmitted to the certificated .em-
ployee 60 days before the end of the school year in which evaluation takes place.
probationary Certificated employees shall be evaluated at least once each year
and tenured certificated employees at least once every three years.

The requirements of the bill pertain with eqUal force to school administrators
at all levels, up_to and including thesuperintendent; The evaluationand assess-

'ment guidelines applicable to school administrators may assume important legal
significance in future cases involving their transfers and demotions. G

The Stull Bill stresses that evaluation and assessment guidelines for certifi-
cated personnel must include adequate provision for followup counseling. If fol
lowup counseling is to be accomplished adequately, the evaluation process must

begin at the start of each school term. The importance of promptness in initiating
the evaluation process early in the school term is particularly crucial in the case
of probationary teachers because they must be notified no later than March 15, if
their services are not required for the ensuing year,

expected that effective implementation of. the Stull Bill will result in
better evaluation of the professional performance of teachers and other certifi-
cated employees. It will also result in less cumbersome methods for removing
deficient instructional personnel from the schools without placing such personnel
in peril due to unfair or inadequate procedures for arriving at the truth.

Dismissal . Certificated Personnel
A permanent teacher may be dismisSed for cause, because of a decrease in

pupil, enrollment, or because the particular service for which the employee was
engaged is abandoned. Boards seeking to dismiss permanent :teacliers should
obtain legal counsel. Cause's which provide grounds for dismissal include
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moral or unprofessional conduct; commission, aiding or advocating the commis-
sion of acts of criminal syndicalism; dishonesty; incompetency; evident unfitness
for service; physical or mental condition unfitting him to instruct or associate.
with children; persistent violation of or refusal to Obey the 'school laws of the
state.or reasonable regulations; conviction of a felony- or any crime involving,
moral turpitude, and knowing membership in the Communist Party. .

The governing board may, upon majority vote, give notice to the permanent
employee of its intention to dismiss him at the expiration of 30 days upon the
filing of written charges stating -that there exists cause for.dismissal..Any written
statement of charges of unprofessional conduct or incompetency shall specify
instances of behavior and the acts or; missions- constituting the charge so that the
teacher will be able to prepare his defense.

If the employee does not demand a hearing by filing a written request for a
hearing with the governing board, he/she may be dismissed at the expiration of
the 30-day period. In the event a hearing is requested by. the employee, the hearing
shall be commenced within 60 days from the date of the employee's demand for
a hearing.
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School Facilities

Some of the most time-consuming responsibilities of school boards are-those
relating to the management of school plants and the need for providing adequate
classroom Space to house student populations. Enrollment generally is dropping
in most school districts and many school boards are faced with the losS of ADA
and the prospect .of closing some schools. The problems of school plant Man-
agement and planning are also acute in cornmunitis' with schools that are earth-/quake hazards and must be replaced.

Planning for new school plants; additions to existing plants, and replace-
ments are technical problems to solve. A school board has the responsibility for
the development of a !mister plab so that the needs of the/school district for a
predictable period in the future can be considered; Piecemeal construction with-
out adequate planning may result in some per anent but ill-advised commit':
ments for the future.

School boards in larger school districts should have divisions of school plant
planning or departmentsof research. which .keep them informed of needs and
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constantly advise them of trends and developments. Long range planning for site
acqUisition and land .use is desirable. Maintenance departments in the larger disH,
trios should be closely associated with the planning department so that planned
programs of preventive .maintenance can he followed to reduce the need for
costly major rehabilitation.

Bonds.

The traditional method of obtaining money to construct school\facilities is
bonding, Included under the term facilities can be the acquiring of school sites
and buildings, making alterations or additions to school buildings, 'restoring
school buildings damaged by calamity, furnishing and equipping schodl

making permanent improvements to grounds, and refunding outstanding
bonds.

An election is required to obtain, approval from the electorate to sell bonds in
the .amount required. A two-thifds vote of approval is necessary, as stated in .

Article XIII Section'40 of the California Constitution.

"No.... board of education, or school district, shall incur any indebted-
ness or liability in any manner or for any purpose-exceeding in any year
the income and revenue provided for such year, without the assent of
two-thirds of the qualified electors thereof . . ."

..The amount of the bond Ales of any school district cannot exceed the bond-
ing capacity of the district which is set at 5% of the assessed valuation for a high
schoo1.district, 5% of the assessed valuation for an elementary district, and 10%
of the assessed valuation for a unified school district.

Boncis are paid out of tax_revenues. collected by a property tax set for that
purpose. Section 21701 of the Education Code provides that the governing board
of a school dislrict may call a bond election whenever it is deemed advisable.
Upon receipt of a petition signed by a majority of the qualified electors of a
school district, the governing board is required to call a bond election.

0

State Loans
California school districts which have bonded themSelves to the legal limit

without oeing able to provide enough classrooms may qualify for state aid in
building additional schools. A district may borrow funds from the state to finance
school construction through theSchool Building Aid Law as set forth "in Division
14 of the Education Code.

Under the standard loan,Krogram, a school distrtctis required to first bond to
capacity in order to becoidec'eligible for a state loan. An election must be held
With a two-thirds vote of approval. Certain restrictions are placed upon the state
money rega 'ling square footage and cost allowances and the purposes forwhich
the money may be used. 89
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Field Act (Fitness of Buildings for Occupancy)
In 1933 the legislature established earthquake standards for the design and

structure,of new school buildings. Each school district governing board is to have
adopted a plan for the orderly repair, reconstruction, or replacement of existing
schoOl buildings not meeting earthquake standards. The repairing or replacing is
to be completed by 1975. An existing building, beiow earthquake standards, may
be used past 1975 only if a,contract has-been awarded for the repair' or replace-
ment otthe building. That extension terminates upon the completion of the con-,
tract or July, 1977, whichever comes first.

In 1972 a constitutional amendment was passed permitting bond money.to be
raised,to repair; reconstruct, or replace public school buildings determined to be
struCtur.ally unsafe for school use on a simple majority vote of the electorate. The
two-thirds vote requirement for other bonds remains unchanged.

Sites
Sites must be secured with the knowledge that they will be utilized for school

purpo.- Is over a long period of time. Therefore, adequate forecasts of future
deyeiopments within the district are necessary. The board has the authority to
purchase school sites, but title to the property may not be acquired by. the board
until the State Department of Education has pronounced on the adequacy of the
site. If the Department of Education judges the site tai be inadequate., the district
may not acquire title. However, if school district funds alone are to be used for
site acquisition and construction, the board may acquire title after a thirty-day
waiting period. C/y unified school districts need not request a recommendation
from the State Department of Education. However, all school districts -must
request a recd. emendation if the proposed site is withintwo miles of an airport.

The erning board, before acquiring title to property for a new school site
or for an addition to a present school site,must give the planning commission
having jurisdiction notice in .writing of the proposed acquisition. The commis-
sion will investigate the property. and report to the board within 30 days. If the
reps rt.does not favor the acquisition of the property, the board shall not acquire
title to the property until 30 days after the commission's report is received. The
planning commission may appeal the board's decision through the courts only on
the grounds that the decision is capricious Or arbitrary.

Pay As You Go Financing (Tax Overrides)
.tax override money can be used to finance school facilities. An election must

be held and a *majority vote is required to approve an override tax rate for a fixed
number of years. Since only a limited amount of money can be generated each
Year. by this method, only small construction projects could be undertaken.
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Lease Purchase
Lease purchase of facilities by a governmental organization came into exis-

tence in the State of California in 1950 when the State Supreme Court ruled that a
lease purchase contract does not Violate the debt limit provision of the California
Constitution, statin!!:

"It issvident that the contract did not create any liability at the time it
wus executed, except a contingent futUre liability . . and a sum payable
upon a Contingency is not a debt.until the contingency happens.''

School districts are authorized to enter lease and: lease purchase agreements
for permanent facilities. "{:he maximum term of such lease is 40 years. An elec-
tion must he held at the time of the primary Or 1!eneral election to authorize the
district to enter such an agreement.

Districts may enter certain lease and lease purchaseagreenients for facilities
without Sr vote of the electorate. the most significant authorization is Education
Code Section 15352 which authorizes the lease of temporary or portable build:
ings forGa.maximum period,of 7 years, provided that such buildings must meet
the Field Act tequirements &leased for more than 3 years.

The Education Code also authoriies districts to lease certain types of equip-
ment and supplies without a vote of the electorate. .

In 1974 a bill signed into law provided an alternative method of financing
public.schoOl facilities involving the establishment of a private nonprofit corpo-
ration to issue lease rental revenue bonds for constru:tion of a facility. The non-
profit corporation in turn. leases the facility back to the school district.

Such securities are exempt from the California State income tax and such
securities are.eligible.to secure bank deposits. The net effect is a reduction in the
cost to a district Of lease purchase agreeMents.

There is tilso a maximum limitatidn on the amount of money Whieh aclistrict
may commit to a long -teen lease purchase agreement.

Elections for lease purchase agreeMents may be .held at the time of a
statewide general or primary election or on an election date specified in Section
25u4 of the Education Code.

A district may consolidate several lease Purchase proposals on a single ballot
propOsition. The district may also decide not to lease one or more of the build-
ings included in the ballot proposition.

Lease of Facilities not Requiring Vote
A temporary use building r a building classified as a relocatable structure

may he leased by the district without requiring .a vote of the.electorate.

A "Temporary I.Ne Building".is defined as a building for which the intended
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use is. for a maximum of three years from the date of first oc. eupaney. Such

huilding need riot meet Field Act re4.41-eme-iits.

A Relocatahle Structure'. is defined as'a building that is capable of being
readily 'moved. Districts niay lease such buildings for a maximum of. 10 years.
Such structures must meet Field Act requirements.

A governing hoard May designate a building which is prirnarily used for other
than public school purposes as an -oft:rite location" for the purpose of conduet-
ing educational programs as prescribed by the governing hoard.

Leasing of Equipment
A district may lease- equipment, including school huss'es, other motor vehi-

cles, test materials and audiovisual equipment and all other items defined as
service systems ,n the California School Accotinting Manual.,

.Stile term of ,uch lease or lease purchase agreement, including renewals,
shall not exceed the.useful life of the item and in no event shall exceed 10 years.

Contracts may he renewed at the end of each term at irate of not more than 7
percent annually above the rate set in the existing agreement.

School Construction
A governing hoard has the authority to build school buildings at its discre-

thm, provided that the necessary funds are available, or it may be directed to do
so by a vote.of the qualified electors of the district. However, when construction
or rumodelinginvolves facilities which will he occupied by children, quite exact-
ing procedural requirements have been established which must he followed to
avoid any it). of hoard members. They include the following:

1, The job is subject to a plan check for structural and lire.salety and general
field stipervision by the State Division of Architecture and Construction.

2. The district must employ' a licensed architect or engineer,
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3. Non-city districts and districts using state or federal funds are required to
secure approval of plans from the office of School Planning.of the State
Departmentof Education.

4. Non -city districts are also required, to secure the approval of the County
Superintendent of Sehoo ls.

5.. All districts are required to have plans checked for structural safety and
approved by the DiviSion of Architecture. (Ed, Code Section 15454)-

6. All districts are required to employ an inspector who is responsible for con-,
tinuous inspection during construction.

Securing and ACcepting Bids
Prior to letting a contract for construction of"a school building, the governing

board must secure written approval of the plans from the State Division of Ar-
chitecture and from the State Department of EducatiOn. Non-city districts must
secure approval of the County .Superintendent as well. The.preparation of all
contract documents are the resp6nsibility Of the district architect and he/she
normally aids the district in the advertising, receiving and opening of bids for
school construction. It is the board's decision to accept or riot accept such bills and
to award 'the contract.

To be valid, contractural obligations must be executed by the governing
board, or, if execution is delegated to an agent, they must be ratified by the.
board. The governing board may not enter into 'contracts in, excesS of the bal-
ances. and money accruing to the district and usable during the school year for
which the contracts are made.

It is against the law (Ed., Code Section 1174.) for a board member to be
financially. interested in any contract made. by the board. This prohibition is qual
ified under certain circumstances such as the holding of less than 5cir of the stock
of a corporation, provided the interest is disclosed and recorded in the minutes.
In districts of fewer than 70 pupils in average daily attendance, a board member
may be compensated for necessary work or supplies provided in behalf of the
scho61 district (Ed. Code Section 1176.5). In case of doubt, check with the
district's legal adviser.

. The governing board of any school district must let any contracts involving
! an expenditure of more than four thousand dollars ($4,000) for work to be.d6ne
or more than eight thousand dollars ($8,000) for materials or supplies to be .

furnished, sold or leased to the district, to the lowest reponsible bidder who must
give such security as the board requires, or else reject all bids. Ed. C6de Section. o

15951 applies to all materials and supplies whether patented or otherwise.
. The purchase of books,, workbooks and educational filnis is not subject to

bidding procedures. A school district may also make purchases from other gov-
ernmental agencies without a call for bids. For purchases or contracts involving
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less& stuns; bids are not required. Experience has shoWn,'however, that substan -.
tial savings generally result from larger orders and competitive bidding.

Architect'S Responsibility
Whenemploying.an architect, the schoohboard should secure the person who

will, in its estimation, provide the most competent technical services in a fashion
that is harmonious with the needs and desires of the community. In helping the
architect get started, the school board has the responsibility to give her/him
specific instructions concerning both the educational specifications as well as the
financial limitations that will serve as a framework within which he/she must
work. The educational specifications must include consideration of the educational
program of the schobl, as well as consider the educational needs and desires
of the community.

The school hoard should delegate to thesvdministration the task of supervis-
ing the work of the architect, 'and after contracts for construction are made; the
board is required by law to employ an inspector or cle.rk to assist in the supervi-
sion of construction.

More Than Board Majority Vote Required.
Most of the motions dealing with the purchase, sell, and lease of property

require more than a Majority vote by the board of education. Appendix D lists
. some of those transactions requiring morc than a majority approval by the board.

0,1



California' .s Community Colleges

California's Community Colleges, among their_ vast variety of educational
services, have the responsibility for conducting programs for Grades 13 and.14.

Two-Year System Created
Two-year colleges were established in California in 1907 and have since

increased to 100 campuses in 70 'Community College Districts. Our, colleges
constitute a vital segment of higher educatiOn `in. the state, providing training in
three specific areas: ( I) standard collegiate courses for transfer to four-year in-
stitutions,. (2) 4, ocational-technical courses, and (3) general or liberal arts
courses. Studies in each field may lead to the associate of arts or associate in
sciences degree.

E

Community Colleges Emerge
: In .1970, the junior colleges in California were renamed Community Col-.

leges. Until [960, the two-year colleges were administered at the state level by
the State Board of Education However, the Donahoe Higher Education Act
placed. the state colleges under a board of trustees, and defined, the California
system of higher education as consisting of three segments: the University of
California, the.California state colleges, and all.Community Colleges. The junior ,
colleges then remained the only segment tied to the secondary education system
and the Board 'of Education

Board of Governors 'Created
In 1964, a Senate fact-finding committee decided to create a separate state

governing hoard for the Community Colleges. The Board ofGOvernors of the
California Community Colleges were created in 1967 by enactment of Chapter
1549.
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The concept of local autonomy is a Very important aspect of the Community
College system. At present, the state provides approximately 42%.of thefinanc-

. ing of the Community College system, but the Community College Districts
themselves are gOverned by local boards; Local eontrol,and support ensures that
the Community Colleges are responsive to the desires and needs of the residents
of the region. fr

Section '196 of the Education Code states the position of the Leiislature whop
it created the, Board of Governors of the California Community Colleges:

"It is the intent- of the Legislature that the Board of 'Governors of the
California Community Colleges shall provide leadership and direction in
the continuing development of,Community.Colleges as an integral and
effective .element in the structure of public higher education in the state.
The work of theBoard (3.9.c C.C.) shall at all times he directed to
maintaining and continuing o the maximum. degree permissable, local
autonomy and control in the administration of the Community Col-
leges."

The Board pf Governors of the California Community Colleges is composed
of 15 members appointed by the Governor and ratified by the Senate for four-;
year terms. The role of the. Board of Governors involves a delicate balance-be-
tween state leadership and local control.

Community College Chncellor's Office
The Community College Chancellor's Office, with 94 employees, is tem-

porarily located at 1530 Capitol Avenue, Sacramento, California.New,ottices
are being built at 1238 S' Street, Sacramento, California 95814. Dr. Sidney W.
Brossman.is the Chancellor for the California Community Colleges.

Powers of the Board. of.Governors
In 1969, the Legislature delineated the power of the 'Board of Governors

relative to the powers of local governing boahls. Section *200 of the Education
Code states: "By enacting this article, the Legislature declares-its intent tb speci-
fically delineate the pOwers, duties, ;-and functions of the Board of Governors of
the California Community Colleges; and .the powers, duties; and funetions of the
local district governing boards operating junior colleges." Section 200 of the
Education Code also says that the intention was to establish functions, not legal
provisions. The 1969 statutes also enumerated the several permitted functions of
the Board of Governors:

.

The California Community Colleges have been considered a system of Post7
secondary Education in California since the development of the "Master Plan:for

.Higher Education" in 1959-60. California's Community Colleges constitute the
largest segment of higher education in terms of students enrolled, approximately
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t
1 million, and campuses in existence, 100. It was the size and rapid growth of the

I
ommunity Colleges which gave impetus to the creation.of the Board of Gover-

nors.and the Chancellor's Office in 1967:

Adcreditation
Accreditation is a process,pf self-study by a college and of peer-evaluation by

a visiting team through which the quality of the college's educational program is
given formal _reCognition

The resulting nstitutional accreditation by the Commission assures the edu-
cational community and the general public that the institution has appropriate and
clearly defined educational objectives, has established conditions under which
their achievement can reasonably be expected, and appears to be accomplishing
them and is so organized, staffed and supported that it can be expected to con-
tinue to do so.

The guidelines for self -study ask the College to:

.describe clearly the functions it intends to perform and the educational goals
and objectives it seeks,

develop a description of institutional practices in the area of the criterion,
, -

produce evidence that the description is accurate,

assess the effectiveness of its practices,

describe the college's future plans and objectives in the area, and
tell what plans are underway for realizing the objectives of the College.

After such self-study: an evaluation team of peers (faculty members, ad=
ministrators, counselors, classified employees, Board members) visits the col-
lege for three full days of conferences, interviews, class visitations, and assess-
Inent of all facets of program and manageMent. Many colleges are involved with

ational associations accrediting specialized programs (nursing, engineering,
chnical programs, etc.). Such specialized accrediting can be coordinated with

the self-study and visitation, to reduce duplication of effort.
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Accreditation is without liMit of time unless terminated. However, institu-
tions are re-viewed periodically, normally five years after the initiaraccreditation,
and ten yearsthertafter. In the fifth year Of-the ten-year cycle, the institution
must prepare a comprehensive self-study report and submit it to.A.C.J.C. Should
an institution undergo a substantive change or if its educational effectiveness is
queStioned, A.C.J.C. may make a special review. IT an evaluation team indicates
areas Of concern, a special report and/or an interim may be requested,Pro-
longed -inabilit), for whatever reasons, to conduct its academic programs will
require a review of the institution and a reconsideration of its.accreditation.

Criteria For self-study and for evaluation are established in ti-ise areas:

.Functions and Objectives, Curriculam,qnstruction, Facility, (compe-
tence, dedication, morale. etc.).StuDent Personnel Services, Commun-
ity Services, Learning Resources. Staff Development. Physical Plant and
Equipment, District and College Governance:.

(These criteria are explained in.detail in the. Manual oVAccreditation for Junior
Colleges, adopted by the Ac.crediting..Comihission Icir Junior Colleges in June,
1973.)

, Accreditation by such self -study and peer evaluation is a useful tool for the
Governing Board of the College District. Through the appraising evaluations in
each area of the programs, management and services of the College, the Board
can assess and.evaluate the needs and the practices. The self-study provides
in depth perception, and the team evaluation provides outside peer appraisal.

/ .

pominunity College Finance

Early History
-California has provided state support for Community Colleges since the first

campus was established/in Fresno in 1910. In 1921, the Legislature authorized
'the establishment of se arate COmmunity.C011ege Districts and provided for an
allocation to these distr cis of a flat sum of $2,000 per year, plus $100 for each
unit of AN;'erage Daily lttendance (ADA), if an additional $100 were provided
from local funds.

. In 1'935, the Legis ature reduced the $100 per ADA to $90, and in 1937,
established a maximum district tax rate. of $0.35 for COmmunity College prog-
rams. State support remained at this level until 1946. Based on constitutional
amendments, the Legislature, in 1947, established new laws providing for state
support based upon a foundation program. The foundation program provided for
$200 per uhit of ADA, with the state to contribute the difference between the
proceeds of a local $0.20 tax kind the $200. This legislation provided the founda,
tion program concept under which the Community Colleges presently .operate
.including the following components: district aid, basic aid, and equalization aid.
There have been gradual increases in the foundation prograM and computational
tax. .
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In 1953, legislation was. adopted to provide for the separation or the ADA of
regular classes and classes foradults, and also to limit state aid for classes for
adults to .a maximum of S80 per ADA. In 1954, the Legislature established two
categories of students: (1.) those over '21 )ears -of -age enrolled in fewer than 10
class hours per week (defined adults), and' (2) all other students".

In theperiod 1962 through 1972. the Legislature made various:changes in the
funding formula for California's Community Colle;ys. Basic aid was increased,

. the foundation program was periodically increased, and the computational. tax
limitation was raised.

In 'the 1972-73 session, the Legislature increased the Co nmunity College
foundation program to $663 and provided an additional SI6 p. r ADA for alloca-
tion to equalization aid districts. At this point,. th funds provi led by the State of.
California I'm Community Colleges was about /3 of the total financial support'
required. .

In the 1973 session of the Legislature, SB was passed by both Houses and
signed by the Governor. SB 6 was a substantiial departure from the traditional
funding pattern for CommUnity Colleges.

.

'TIMiMiIii

111111111
"Np I

New Finance -System Adopted

SB 6 provided an increase in state funds foi' Community Colleges for fiscal
1.973-74 of approximately $65 million, or 31Ci over 1972-73. Roughly, $13
million of this total-will he used toward property tax rollback.

SB 6 increased-to approximately 42(4 (-front the current 34(4), the proportion
of state share of support lot annual operation of theCommunity College.

SB 6 established the 1973-74 tonndatiOn program amount at $1 202, witha
$0.39 computational tax for "regUlar" orother than "adult" ADACand at $556,
With a$0.24 computational tax for "defined adults" ADA. It provided an aver-
ime increase of $107 per-ADA-for all resident students. This is a change from the--

present regular foundation progralll amount of $679, with a SO.25 computational'
tax.

SB 6 provides forautomatic annual adjustments in the-foundation program
,amount in 1974-75, and in subsequent Years, to he primarily funded by the state,
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and to reflect increases or decreases in.Community College operating costs based
on an index developed jointly by theBoard of Governors and the State Depart-
ment of Finance.

SB 6 provides a guaranteed revenue base beginning 1973-74, using 1972-73
as.the base year.

SB 6 provided for all/present 'permissive tax rates. presently being used for
operating purposes (not community serviees) to be combined with the existing
$0.35 general purpose tax rate, at the rate currently levied in the base year,
(1972-1973). SB 6 restricted the use of the "lease tax" for capital outlay pur-
poses and is restrictive of joint powers agreement.

The following permisSive taxes were included in the new general purpose
rate: adult education, education for mentally retarded, meals for needy students,
State Teachers Retirement Systern (STRS), social security/ (OASD1), Public Em-
ployees Retirement System. (PERS), perSonnel commisAon, health and welfare
districts, inter-district attendance (tuition portion only);

SB 6 provides that voted overrides used for operating purposes shall be in-
cluded at the tax rate currently levied. The authorized but unused portion of the
voted overrides were to be included in the. new general purpose rate, but are to be
reduced by the amount of.permissive taxes levied.

As per SB 6, permissive tax rates remaining outside the new general purpose
tax include the following: community services ($0-.05)-rfire and panic safety,
children centers, Field act, construction matching, househOld and personal ef-
fects exemption, property. use, bond interest and redemption, lease tax.

.- SB 6 eliminated state basic: aid of $125 per ADA for non-resident out-of-state
and foreign students. Non-resident tuition will be computed as the full amount of
the current cost of instruction.

Being caught up in the inflationary spiral with all .other elements of education
and industry, California's Community Colleges will find themselves involved in
an annual contest to compete for the educational dollar. It-is imperative that
Community College Trustees make every attempt Ao stretch the educational dol-
lar as far as possible to preclude the possibility of having to abandon our tuition-
free system of higher education for the more traditional model.

Evaluation and Tenure .(SB. 696)
On September I , 1972, statutes -.1971, .Chapter 1654 lbecame effective as

State Law governing the evaluation, employme it, discipline and dismissal of
certificated employees of Community College D stricts-in California. Popularly
referred to as the "Rodda Bill," it established egal as well as administrative
provisions for 'implementation in the four areas mentioned. -

The Rodda Bill defines three categories of certificated. employees that Dis-
trict Governing Boards will employ: '

I. The contract employee (may be first year or second year); full or part-time
employee = probationary?
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2I Regular employees (may be full or part-time) .= permanent.
3.6 Temporary = employed on daily or weekly, basis or as substitute.

.

Sound evaluation procedures for the first and second year contract employees
enable the Governing Board to make good decisions, based on positive informa-
tion, in the initial selection and appointment to the raculty. Evaluation during the
term of service of regular certificated employees Serve aS a vehicle to improve
the quality of instruction. Emphasis in evaluation is on employee improvement::'dProfessional evaluation. provisions must be adopted by the Board of Trusrees.
of each district. The Governing Board; after consulting with the faculty', must
establish specific procedures for evaluation of all contract arid regular em-
ployees. Those specific procedures shall.include:

I. Reasonable but specific performance standards
2. Provisions for evaluation on an individual basis

ii

3. Uniformity for all contract employees

4. Uniformity for all regular employees

5. Provisions for written' "evaluation statements" to be made for .any evalua-
tion conducted.'

Contract employees must be evaluated at least once in each academic year
while regular employees must be evaluated at least once in every two academic
years. Written evaluation statements," together with administrative recom-
mendations form the legal basis for non-reemployment, dismissal or other disci-
pline of certificated employees.

Reemploy Ment provisions apply only.'to contract employees (first and second
year).

. --.

Temporary employees have no reemployment rights unless the temporary
employee was employed 75% of the days during which school was in session in-a
given school year.

A first year contract employee is entitled to receive a written notice on or
before March 15 from his .district Governing Board of its decision:

1. To not employ her/him for a second year, or
2. To employ her/him for a second year as a contract eniployee, or
3. To employ her/him as a regular employee (granting of tenure).

The .first year contract employee has nO right.to a hearing on the Bt ard's
decision not to reemploy her/him and no-right to judicial review.

. '
'Thomas Shannon_Sehools Attorney, San Diego Community College District, "A Birds Ey eview" of State Law
governing the evaluation, employment, discipline and dismissal of certificated employees of Community CollegeDistricts.; tl)eccmher 31, 19711,
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The second vear contract employee is entitled to receive a written notice on
or before March 15 from his district Governing Board of its decision:

I. Not to employ her/him as a "regular (tenured) employee during the third
academic year; or.

2. To employ her/him, as a :regular employee for all subsequent years.
If the Board's decision is not tdreemploy her/him, the second year contract

employee has a right to a hearing conductedbY a hearim, officer of the State
Office of Administrative Procedure.

(Education Code Section 1344B)
(The decision not if, rehire must he based on "written evaluation statements"

and administrative recommendations.)

Regular employees 11;:tve a continuing right of employment terminated only
by dismissal for cause; resignation, retirement, or death.

All certificated employees must receive notice of intent to rehire or not to.
rehire by ,March IS of each academic year.

The Rodda Bill permits district Governing Boards and any certificated em-
ployees to ent'ir into employment contracts which pay contain such terms and
conditions as the parties agree and as are consistent With the Irw,

Community College
Occupational and Technical Education

. The Community College school board has as one of its major responsibilities
overseeing a dual curriculum designed to meet the diverse needs of several stu-
dent populations within its geographic area,

The' curriculum of the institution may he classified into loWef division
'academic ttr.ansfer") programs and certificate and 'associate degree ("termi-
nal') programs. Each is scheduled within'the framework of day and evening
offerings tostudentS classified as part or full-time enrollees.

Occupational and technical eduCation programs generally fall within the cer-
tificate and associate degree pattern. The purpose of these programs is to assist
student groups to accomplish individualized occupational and career preparation
objectives that they bring with them to'the school setting. -

Among. the student groups are recent high school graduates with a desire to
pursue advanced instruction toward an occupational or career objective identified
and begun in high school. Yet, another segment of these high school graduates
seek a Community College program as a start toward a specific Career aria
taking.a gene'raf secondary or college preparatory program.

The Community College also serves an adult population of great age span
with similar varieties of needs. Some.of these students enroll to prePare for a new
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career while others seek upgrading and advancement in their present occupiTtion,
or some form of retraining in a related career field.

In order for a Community College to adequately serve 'all of these divergent
student goals and objectives, it must recognize also that a portion of those enter-

. ing.oceupationaland technical programs will need varying degrees of supportive
remedial and developmental instruction. These individualized prescriptive kinds
of instructional adjuncts most oftin appear as supplementary courses or learning
laboratory offerings to assist in developing written and Oral communication
skills. elementary or basic computational skills, and personal /social develop-

.ment skills. ideally, these learning experiences are directly related to the other
specialized competencies needed to achieve the individual student's occupational
or career objective.

Vocational Education
A concept of a comprehensive. ediicational program proposed by former Com-
missioner Sidney Marland,

One definition is:

'Career education represents the total effort of public education and the
community to help all individuals become familiar 'with the values of a
work-oriented society, to integrate such values into their personal 'Value
structure, and to implement some set of work values into their lives in such a
Way that work becomes possible, meaningful, and satisfying to each indi-
vidual."

Kenneth B. Hoyt
Professor of Education
University of Maryland

Further terminology that is synonomritis with ''career education is defined as
follows:.

a. Occupational Education

Any training preparing students. for employment or for advancement in an
occupation. Usually synonymous with "vocational education."

b.- Technical Education

Training for entry or advancement in an occupation in which the principles.
and usage of mathematics andscience are important elements. Sometimes
used as an alternate term for "vocational education.

c, Vocational Education

Training for entry employment or advancement in an occupation, which
_training can he achieved withoutahe'baccalaureate degree. Hence, in public
educationHt_is. usually-lirrited to high schools or Community colleges.
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Legal Responsibility for Vocational Education
The-Education Code clearly indicates that the Community College has the re-
sponsibility to provide vocational education:

7504. Legislative policy; edneadonal opportunity The Legislature hereby
recognizes that it is the policy of the people of the State of California to
provide an educational opportunity to every individual totheend that every
student leaving school should be prepared to enter the world of work; and .
that every student who graduates from any state-supported educational in-
stitution should have sufficient marketable skill's for legitimate remunerative.
employment; and that every qualified and eligible adult citizen should he
afforded an educational opportunity to become. suitably emplbyed in some
remunerative field of employment. (Added by Stats. 1971, c. 713, pg.
1384)

Vocational Education in the College Program .

The commonly stated goals or purposes of the comprehensive Community Col-
lege are to provide:

Lower division programs leading to transfer to a four -year college.

Vocational educatidn courses and programs leading to employment or ad-.
vancement in an occupation. .

General education courses or programs as needed by the students and the
community. :

Community service programs for community enrichnient.

Vocational education is a significant part of the comprehensive college program
and should be identified as such in any-statement of college philosophy.

Vocational Education in the College Program
Vocational Education takes many forms, in the Community College:

a. Pre-employment Programs

Programs preparing for initial entry into a specific occupation. Most usually
found in the day program. May he organized to lead to the A.A. degree or
may be a "certificate" program and completed in one or more terms.

b. Extension Programs

Programs or courses designed to enhance. or improve the competence of
workers in the occupation in which they are currently employed. Most fre-
quently scheduled in the evening program.

c. Apprentice Training

Courses or programs designed exclusively for apprentices in the skilled
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trad6 and indentured, with the Division of Apprenticeship Standards (a state
agency)"with the state Shelley-Maloney Act.

d. .Retraining Courses .

Courses designed to provide new occupational skills to those persons dis-
placed from earlier employment. Most often operated in day hours and may
be supporte,d by federal !.manpower" funds. May or may not be. college
credit courses:

Adult Education Courses- .

Non-credit courses designed to meet the needs of residents for whom college
credit is unimportant. Most commonly in subject areas not typically consi-
dered of "collegiate" level or intensity.

Quality of Vocational. Education
Board members are.concerned with the quality standards of the vocational pro-
gram. Some guidelines- are available:

a. California State Plan for Vocational Education,

The legal agreement between the state:and federal gdvernment regarding
acceptance and use of federal vocational funds. Standards enunciated must
be met if a program is to qualify for federal support.

b. COPES Program

A voluntary program of peer evaluation in vocational education. Useful in
validating the performance of the vocational program of the college.
"Criteria" as well as -a COPES Guide are available from the Ghaneellor's
office..

Several sources of federal funding are available for qualifying programs:

a. V.E.A. (Vocational Education Amendments)

This fund has several parts. Some are available almost automatically; some
are by application and are awarded on the basis of merit: .

b Nurse Training Act

May provide support for Registered Nurse Training programs.

c. Allied Health Professions

May provide funds for a specified list of occupations.

d. Other sources may be available depending -on the determinations of
Washington.

Student Services
Community Colleges are committed to the concept that education exists for

the purpose of assisting studen iitnning and achieving their goals and objec-j.

.
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'tiVes. Student personnel services are necessary to assist students to meet their
objectives: A 1962 AAJC Monograph, authored by J. \N. Mc Daniels, identified
essential student personnel practices,' and a listing of these practices illustrates
the importance of a student personnel program:

Informing 'On-coming Students

Helping Students Make Appropriate Educational and Vocational Plans

Helping Stui lents Choo Se Best Levels in Courses

Registering Students

_Orienting liew Students

Helpine, Students to PerforM at .Optimal Levels in Courses

Helping Students Resolve Individual Problems of Housing, Finance, and
Health

Helping Students with Personal Problems

Helping Students .Select and Transfer to Next Direction

Testing and Test Interpretation

Counseling

Record Keeping

Conducting Institutional Research on Student-Characteristics

Evaluating Personnel Practices and Instruments

Encouraging Student Activity.

Naturally, how California Community Colleges implement theSe practices varies
greatly among the colleges. This diversity reflects the differences among institu-
tions in philosophies, communities, budgets, facilities, staffs, and student
bodies. The ability of each college twdetermine the nature and extent of student
services on a local, level is important,then, if local college and community re-
sources are to he used effectively in meeting student requirements:

Perhaps this paper can be most helpful by describing how services are. im-
plemented on our campuses and by citing some examples of current practices.

ProSpective Student Services ..

Student services often, reach. the student even before he or she applies for
admission. Information may be disseminated through campus tours, newsletters,
off campus information centers, and guidance courses offered on high school
campuses. Some institutions, like Contra Costa, Foothill, and DeAnza Colleges,
have mobile units staffedby.professidnal counselors who -take pre- admission

'I. W NteDunicls, Essential Student Personnel Practices for Junior C011egeS, Stinient Pers'onnel Commission of
the AAJC..Washington D.C.. 1962. p. 17.



California's Community Colleges 101,

counseling to prospectiVe students. in schools, .s.hopping centers.. and
neighborhoods. One can anticipate even more'attention t) recruitment prog-
rams.since higher education has shifted from a 'seller's to a buyer's market.

Registration and Records
It would seem that admissions and records should be a rather simple process

in our .Open Libor' colleges. However, interdistrict agreenients, a-complex resi-
dency law, and detailed information required for state reports necessitate exten-
sive data gathering and processing. The ways that colleges go about the process
of probably number as many as the colleges themselves. Consortia
have even been formed to develop the ideal method of registration, tut each
college normally mast develop its ovs.system to fit its budget, data processing.
equipment, etc. Systems thus vary from highly computerised systems to mail
registration, to the traditional mass registration in a gym Or auditorium.
o-

. Maintaining accurate student records is an important function. and the physi-
cal problems involved, in suirage, access, 'and retrieval are complicated by the
variety of course offerings and many part-time students. Microfilm, microfishe,
and magnetic tape systems have been adopted by campuses, to meet these prob-
lems. ,

. .

The complexity of admissions and records operations can readily he under-
stood when one considers an' institution such as Long Beach City College which
registered 29,000 students in 55 different locations this Fall. and the student
records system at that institution must not only support the education process but
must also serve as a basis forcertifying enrollment for such mattersas veterans
and social security benefits and other fhlancial assistance.

Counseling
A ,coordinated counseling program is necessary to provide cducatiOnil, voca-

tional, and personal, guidance. Again; how colleges meet these needs varies
widely. Dr. Jerry Girdner, Dean of Student Personnel at West Valley College,
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conducted an annual- counselor/counselee ratio for several years, and his 1971-72
.figures revealed that the ratio ranged from one counselor for every 327 students
at one college tb one counselor for every. 1019 students at another college.
(Girdner's ratios did riot-take into account evening students.) Of course; a ratio
study cannot takeinto account the variables Involved in the organization of coun-
seling. For example, one schodl may rely heavily on faculty advisors or peer
counselors for assistance in educational advising while another school may as-
sign -all advising to a large counseling staff. Andsome schools utilize group
counseling extensively while others rely completely on individual counseling.

Drop-in centers are being established at sonic institutions. For example, San
Jose City College's drop-in center is a place. where a student can find a college
staff member or a trained peer who can help the student work through problems
and frustration's that are blocking his or her academic progress. Groups are also
formed in the center to explore marital problems, divorce, human sexuality,
women's problems, racial concerns, weight control, and others as needed.

Career centers are another recent development. ,Moorpark College, for in-
stance, has a Career center located in It.13,e Campus Center, offering a comprehen-'
sive and tip -to -date collection of occupational niaterials, a variety of career-
oriented activities, and a means of making contact with faculty 'and community
resource persons. In just a little over a year, 7327 students used the center, and
1077 of these students talked with a career counselor. Carer development clas-
ses are also offered in the Center with 20 courses available to day and evening
students.

Testing is available 10 'community students for assistance in exploring
aptitudes, interest; and personality charact.eristics as students choose major fields
of study:and careers. Monterey Peninsula College counselors have developed a
self- administering test which allows a student `to assess his/her own aptitudes,
interests, temperaments, physical capacities, desired working conditions, and the
amount of time the student is willing to spend in career preparation. A computer
print-out of the test.results provides the student with a rank ordering of compati-
ble career fields which ate coded for easy reference to the Dictionary qf Occupa-.
tional Titks and Job Outlook Handbook. After taking the test, the student may
work under the guidance of a counselor in researching appropriate careers. Credit
is obtained.fdr the project which helps to identify an appropriate career goal and
the means of achieving it.

Thus, counseling takes many forms and there is probably no formula for the
best way to provide adequate guidance on all campuses:

Learning Assistance
Helping students to perform at optimal levels in courses can be achieved

through such efforts as providing assistance with study habits, skills, and techni-
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ques, time utilization, developing; ositive. attitudes toward college, and identify-
ing interests and goals. Attention/must also be given .to.sight, heating, academic,
skills in reading and writing, and general readiness in subject.,matter background.
.Learningcenters, like The oniat San Jose City College, may be an appropriate
place to locate such assistance. That center also proVides self-instructional mater-
has -in note taking, listenin'g,.memory. development, effective use of textbooks,
vocabulary building, -anditeSt taking.

One of the most popular approaches in providing learning assistance is
through tutoring provided by, students. Many colleges now have highly de-

f.
veloped4tudent tutoring programs which even reach into the .secondary and
elementary schools./

.DeAnza College recently established a program for educationally handicap-
ped students organized around learning disability groups. Each group is'limited
to wroaximum [of eight students with a full-time special education instructor:for
every32, students. A significant prOpottion of community college students can
benefit fFo'm such an approach, and special state, funding is available.

Co-Curricular Activities
The Education Code provides for the organization of a student body associa-

tion to conduct activi4s on behalf of the students, and most, if not all, cominun,
ity college student bd;dies have formed associations and offer many activities.

Colleges _generally provide professional leadership for student guidance in
assuring that 'activities have positive educational value. However, financing of
the activities is difficult at many institutions because of the heavy reliance on
voluntary stildenebody card sales. Some schools'zu-e able to sell cards to practi-
cally all students, while others achieve a very low sales. So the kinds of activities
that can be financed differ from campus to campus.

Student interests change from semester to semester, but speakers are gener-
ally popular, and balanced speaker programs are offered by most campUses. Film
Series also rate high with students currently, as do volunteer programs. Ecology,
groups sponsoring recycling projects and environment protection movements are
active on campuses, and special interest groups such as sailing and skiing clubs
continue to attract students: Service. and social groups see some p'articipation,
along with homecomings and pep rallies, they have not maintained 'the :interest
they once:had.

Intercollegiate athletics may not attract as many spectators as they once:dicl.,'
but particpation is strong and has even been broadened with the expansion or'
some women's sports and the eliminationof the male limitation in other sports.

Campuses may be allowed to strengthen their activity prograth if student
proposed legislation, designed to allow local boards to require a student to
purchase a student body card, is approvbd.
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Health Services
Protably the one service that sees greater differences. among the campuses is

-the health services offered. The fact that it is legal to charge a $7.50/year fee per
student to provide health services has not resulted in unifoimity in the -type of
services offered. Some colleges rely completely on off campus services withIhe
extent of their health program being a student accident insurance policy. One of
the most highly developed on-campus programs is at San Francisco City College
which charges no health -fee but calls upon the Public Health. DepartMent for

physicians, clinics, and -laboratory work. hi addition, the University of Califor -.
Ma Medical School and the University. of Pacific Dental School 'students do re-
quired field work at .City College, giving time to crises and referrals. Also,. a
demonstratiOn health.i.dinic, supported by district, private, and federal
monieS, offers psychological counseling and group psychotherapy. The Public
Health Nursing Program at City College Saw 5100 students last;year on such

'matters as accidents, injuries, -flu, rashes, anxiety reaction, pregnancy, con'-
traceptive concerns, immunizations, eye glasses, and tooth aches. The Women's
Clinit offers advice on cancer, venecal disease, rubella screening, and treatment
of vaginitis.

Most colleges do have a nurse on 'duty; to offe,r health counseling, first aid,
vision,.lind hearing screening, and referral service's. .

Financial Aid .

Boardsmanship

Taxpayers may have the impression that our tuition free. colleges provide
completely free education to our students. HoWever, students must stijI bear the
cost of some gees, bdoks, supplies, equipment, transportation, and., in many.

'instances, root and board. Many of. our students miist:help support families
while they attend. Thus, financial assistance is a major consideration in a
student's ability to attenda community college.

The.task of proNling that assistance has become complex. The financial aid
advisor must, analyze and verify student need in accordance with assorted
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. .

guidelines. The the advisor must make the best Use of available resources by
granting aid in combinations of loans, grants, scholarships, and/or work-study-
jobs to best meet individual student. needs. Of course financial -counseling is
necessary to help assure that the student -makes the best use of his, or her re-
sources; and follow-up is required to check on student progress and status.

Job' Placement
Professional job placement' worker:; may help students stay in college by

finding part-time and lull-time jobs for them. They also may perform such im-
portant tasks as bringing employers to the campus to recruit students into long-
term careers, establishing a job placement file for students, providing assistance
in developing resumes, offering workshops on job application and interview pro-
cedures. publicizing job opportunities encouraging employers to employ vet-
erans, and promoting good,work habits and attitudes through follow -up and
evaluation. of student workers.

Work expricnce and.cooperatiVe education programs may work jointly with
job placement in developing o new emphasis on the relation of education to
work.

Special Services
Probably the most dramatic change in titudent personnel. services since

McDaniel published his 1962 monograph on essential services has been in the
development or intensification of special practices to better serve economically
disadvantaged .students, Studentsof ethnic minority backg,rounds.'veterans older
students, handicapped students, and women. This change has brought about in:
creased activity imSpecial recruitment', tutoring, peer counseling, financial aids,
job placement, and guidance courses.

People or ethnic minorities and economically deprived' backgrounds have
been unable to attend college in representative numbers. Fortunately, California
legislation (SB 164, Alquist) has supported programs on our campuses which are
designed to attract and assist disadvantaged students.

Special funding is alsO available for such needed assistance as special regis-
tration, adaptive physical education, transportation, and educational aids to make
it possible for physically handicapped students 'to attend college.

Also; federal legislation has provided financial incentive to colleges for
educating veterans, making it possible to recruit and provide certification advis-
ing, tutoring, and college refresher Courses. The number of veterans now attend-
ing colleges, while not up to post World War II proportions, is. surprising on
those campuses where special efforts are being made for them. For example,
approximately 30% of Monterey Peninsula College's entire student enrollmenis
are students receiving GI Bill assistance.
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Worrien'often have unique problems in continuing their education, and some
mention has already been made of ,the way in which colleges are responding to
their needs in such matters as health care and counseling. A very practical prob-
lem for many women is how to care for their children while they attend classes,
so some colleges have established child care centers on campus.

Foreign students are another unique group of students who need special help
with housing, culturaradjustment, and language problems. Foreign student ad-
visors and citizens' committees help fill this need.

High School.and College Articulation
High school articulation is normally not a difficult matter in community col-

leges because of the proximity of the local high schools and the close working
relationships that usually exist. However, close coordination is needed to make
the most out of our edUcational resources through advanced placement and reg
ional occupational programs.

College articulation is another matter. Efforts have been made on a statewide
basis to improve articulation, and it is now possible for the community college to
certify which courses are of baccalaureate level and -to certify the meeting of
general education requirements of the California State Colleges and Universities.
Even so, institutional and departmental requirements differ and complicate
course planning. Constant liaison is required to be able to provide accurate ad-
vice to students.

Housing and Food Services,
While student housing is not usually associated with community colleges, it

is a critical item for some students. In large districts, dormitories are required.
Both Shasta College and Sierra College serve such large territories that on-
campus housing is required.

. .

Our population is so mobile that many of our students need assistance_ in
locating housing in the community and many schools maintain referral lists.

Food service of some kind is required on most campuses. Sometimes the
foc5d service is contracted to a caterer, sometimes it is handled by the college's
own staff, or it may even be a part of a food service and management curriculum.

-Bookstores
Campus.bookstores are'owned by Associated Students in some cases and by

the District in others. Supervision, nevertheless, is generally a district matter.
Efficient management is extremely important to assure that students are able to
get necessary textbooks, supplitir4equipment._ Many stores have evolved to
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much more than textbook dispensers and also serve as educational and recrea-
tional supply sources. Profits are usually put back =into activities that benefit
students.

,,.Research
Student personnel workers are frequently responsible for providing data on

student characteristics And enrollment trends for a comparative data base. Cur-
rently, 32 community colleges are cooperating in a legislative mandated study of
the persistence and performance of 32,000 students. This study is making avail-
able a great deal more information about our students and may make it possible
to reassess our educational effectiveness.

Systematic approaches to research on individual campuses is rare, and this is
. probably due to lack of staff, support, and,emphasis. With 'adequate research we

might acquire valuable information to help in making decisions about student
services. Foe example, a study conducted by Gladys Dallas at Napa College
illustrated that special counseling paid off in lower attrition rates, higher student
grade point average, and more completed units.

Evaluation
All certificated student personnel workers are subject to the same evaluation

law as teachers. Procedures have beef established at individual campuses for
self,.peer, supervisor, and student evaluation of work performed by student per-

sonnel staff. In addition, criteria for evaluating student personnel services are
included in the Western Association of Schools and Colleges accreditation kits..
Currently, the California Community College Governing Board is studying stu-
dent personnel services and there appears to be preliminary agreement that more
attention may be needed in vocational counseling and guidance and to the exten-
sion of fuller student services to evening and eiternal campus programs. .

Hopefully, additional financial support will be: (1) broad enough to permit
individual institutions to determine needs and priorities for services and pro-
grams; (2) adequate to allow each institution to provide essential services; (3)
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free from applications and reporting that require time and money to prepare: (4)
designated for improving or extending existing services and/or developing new
services rather than replacing current funding. .

Whatever the source of financial support, it is clear that our diverse student
bodies require comprehensive student services to help assurethat individual stu
dents identify and achieve their goals and objectives:

ComMunity Services
Community, Services is now recognized as a major function of theCommun-

ity College and has helped the colleges become a catalyst in community de.-
velopment and self - improvement.

The Community Services contribute to the cultural, social and intellectual
life of the college district community by providing programS either in coopera-
tion with other agencies or sole sponsorship in a flexible program of educational.
cultural and recreational services. above andbeyondregularly scheduled day and
evening classes and for all members of the community.

A partial listing, of the objectives of the program includes:

1. T.o make the.college a center of community life by encouraging the use of
. coiled facilities by community groups when such use does not interfere

with the college's. instructional program.

2. To provide .for community groups and the community at large, educational
services Which utilize the special skills and knowledge of the college staff
and which are designed to assist the community. in solving problems as they
arise.

3. Recreational programs that contribute to the health and physical well-being
of individuals in the community and to the oral life of the college district
community.

4. To interpret the college and its program' to the community and-to enlist the
active interests, support and participation of citizens in the College program.

Community .Services,programs appear in many forms including:

I. Short- term,.non- credit, courses:

2. Foritm..and community meetings;

3. Concerts and lectures;

4. Facility use (rooms, equipment, supplies);

5. RecreationaloctiVities; and

6. Speakers bureau.
The Board of Governors or the California Community Colleges, on February

18, 1971, adopted a positio'n paper stating that a major function of the Commun-
ity Colleges is adult and continuing education.
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A. working definition of continuing education would include:
- I. Graded classes organized primarily for adult students usually offered during

evening hours and which meet all of the ,standards specified in the college.
catalogue and -equally applied to both day and night students.

1 Only students meeting prerequisites are enrolled.
3. Students are awarded marks or grades on the basis of methods of evaluation

set forth by the college and subject to standards of retention.
4. Repeated enrollments . are not accepted unless there are; unusual circum-

stances.

A working definition of classes for adults -given at any time Of the day or
.evening which meet the following partial list of criteria:

1.. Designed primarily for adults,
.2. Do not necessarily require prerequisites before a student can enroll.
3. Are not necessarily part of an organized- sequenee of classes.
4. Need not he part of a graded program.

. 5. Offer elementary and secondary school diplomas and subjects if requested to
do so by a secondary district.

The-Board of Trustees of Community College Districts are authorized with
out approval of the Board of Governors to establish and maintain, community
service clasSes us follows:

Leclure.and forum series: avocational and recreational type classes; clas-
ses designed to provide instruction for physical, mental, moral,
economic or civic development.

Community colleges 'consider appropriate, the offering of any short-term,
non-credit courses if a need has been identified which is not being met otherwise,
and which the college can feasibly'arrange to meet. Every effort is taken to
coordinate; the course offerings with other educational agencies in the community
in order.to avoid duplication. These courses are offered on the college campus, at

!satellite campuses, or at other locations in the community.

EXamples for offering courses would include;.
. Improving skills;

1. Providing for retraining of displaced persons;
3. Identifying with specialized skills;
4. Assisting in job training and upgrading;
5. Assisting the disadvantaged;

6. Studying social issues (phases of rebellion, turbulent teens, etc.)
7. Studying community problems (pollution, urban beautification, etc.);

115



110 Boardsmanship

/
8. Exploring. women's interests (personality, todaydi women and 2rodming,

i

etc.);

9. Providing information on specific interests (estate plaiming,inVestment for
the small investor); and

10. Improving human relations (courses for .policemt firemen, etc.).

The Community Services courses differ, for the most part, from !adult educa-

tion courses in that they are:

1. Non credit;

2. Short-term duration;

3. Open, at times, to all age groups;

4. Non-traditional;

5. Oriented toward.problem solving;

6. Aimed at immediate response to nontemporary issues and problems;

7. Offered in the summer if needed;

8. In most cases, designed for college level and above; and

9, FleX ible in time and depth. .

Restricted C9mmunity Services tax funds'are used for those capital outlay
expenditures wIlich Fire essential to the operation of the. Community Services
program; or are shared tiy-,khe re.gular.college program and limited to that propor-
tion of the usage which fall

und
er Community Services.

Restricted Community Services tax funds which are accumulated from year
to year for capital outlay purposes otm be spent only for Community Services.

. The Community College faces eduCational challenges no longer definable in
the context of traditional academic effort.)f,maximum progress is to be made, if
resources are to be used efficiently, if services, to be made available to all who
need it, and if institutions within' the community. are to work effectively with
institutions at state, regional and national levels, sorkscheme for systematizing
these multiple continuing education relations must be clearly defined.

Such a scheme should serve to regularize communication, build awareness of
shared purposes, promote community-wide planning, facilitate cooperation,
avoid needless overlapping and overlooking, and make the most effective use of
limited professional leadership.

It should respect the autonomy of 'participating agencies and instittltions;rec-
ognize differences in their purposes, commitments, and resources; and for
differing levels of involvement and participation in the'system. \

It should facilitate timely decision and effective action; and it should serve to
relate the entire continuing education enterprise to the needs of mature persons in
a changing and challenging world.
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Legal Calendar

Date
Person or Body

Affected

July 1

On or before
July 1

July I.

July 1

On or before
July I

On or before
July 15

On or before
July 15

July 4

On or before
July 20

Last week
in July

All Schools

Governing Board

Governing Board

Governing Board

Governing Board

County
Superintendent
of Schools

Governing board,
high school
district

All schools

Governing Board

County

Superintendent

Requirement

JULY
School year begins

a . 5101

Make annual report to the County 1031(c)
Superintendent of Schools

Shall select one member to represent board 932.1
in the election of the County Committee on
School District Organization

Permanent certificated employee's failure 13260
to notify district of intention to work is cause
for suspension

File a tentative budget with County 20607(a)
Superintendent of Schools

Makes Technical changes to district and/or 20607(b)
recommendations to Goverping Board,

Authority

Certify tuition charges to County
Superintendent having jurisdictiOn of elementary
school district for which high school district
provides election

Fourth of July; all public schools 'shall close 5201(a)

MakC changes in budget andreturn it to 20607(c)
County Superintendent

Publish summary of prbpoSed budget and
hearing date except in districts with, only one
teacher or levyingno district tax
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Date

Person or Body
Affected

First week
of August

On or before
August 5, and
Sept. 5

On or before
August 8
(August Id it'
ADA in excess

-of. 10.000)

On or before
August 15

On or before

August 15

On or befOre
Sept. 5

Sept. 9

First Mon.
in Sept.

Not later
than' Sept. 15

Between .

October 1 and
December I

Governing Board

Governing Board

--
,

Boardsriianship

Requirement Authority

AUGUST.
Hold budget hearing except in districts 20504

levying no district tax or employing only
one teacher or over 200.000 ADA

Districts not paying salaries on a 12-month 13519

basis and withholding from each payment
10:-/vei must pay employees one-half of
total salary withheld

-Adopt a final budget and file budget . 20607(d).,

with County Suiverintendent of Schools,
County Auditor, County Board of Super-
visors, and the Superintendent of
Public Instruction

Approve district budget and file with the 20607(e)

County Auditor, County Board of Super-
visork and the Superintendent of Pub lie

Instruction

. Prepare for public inspection the financial 20501

statement Of district for preceding fiscal year,
and estimated expenses for current year

Governing, Board

County
Superintendent

-Governing .Boards

all schools

Governing Board

All schools

All schools

Governing Board

SEPTEMBER
Districts not paving salaries, on a .12-month 13519

basis and withholding from each payment
16=';v%. must pay employees balance of

salary withheld

Admission Day; all 'public schools shall
clOse except as. in 52104.

Labor Day. All public schools shall close
except as in 5209-10

Request exemption frOm payment of state 17503

apportionment money (65(4 or Ii9undation
Program) in salaries to eertificatek personnel

5201a

OCTOBER
Governing Board. Annual. meeting of school board.members

County Super- in counties of six or more elementary

. intendents districts to elect-County Committee on
School District Organizhtion

113
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Date
Person or Body

Affected Requirement

On or before .

3rd school month

November 11

December 25

No later than
December 31

After
December 31

January I

On or before
February 1

February 12, or
day school is.next
in session
proceeding

February 12

February 15

Third Monday
in February

February 22

NOVEMBER
.Governing Board A temporary teacher not dismissed in 3

months becomes a probationary teacher

All schools Veterans' Day; all puhlic schools shall 5201a
close except as in 5209-10

113

Authority

1 3146 .

All schools

Governing Board

Governing Board

Alt schools

County Board.

All schools'

DECEMBER
Christmas Day; all public schools
shall close

Notify district superintendent of
intention not to renew a contract for his...,
services, if the contract terminates at the end
of the fiscal year and the supt. is to be
dismissed

5201 a`..

938

Certificated person not employed in school 13258.

district may be elected for next school year

JANUARY
New Year's Day; all public schools shall . 520Ia
dose except as in 5209

FEBRUARY
Establish rules and regulations for 16501

elementary districts under 2,500 ADA to
purchase standard school supplies and
equipment

Shall hold commemorative exercises for 5203

Lincoln's birthday

All schools, Lincoln's Birthday; all public schools 5201 a

shall close except as in 5209 -10

.All schools Special.exercises for Susan B. Anthony Day 5206

All schools Washington's Birthday; all public schools 5201a

shall close except as in 5209-10

All schools Shall hold commemorative exercises for 5203
Washington's birthday
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Date

March 7

30 days.prior
to 3rd Tuesday
in April

sOn or after
March 15

Not later
than March 15

March 5

March 31

First Tuesday

Boardsmanship

Person or Body
Affected Requirement Authority

Public Schools

Candidate for
governing board

Governing board

District
Superintendent

All schools

Governing board

Governing Board
after first Monday
in March, odd-
numbered years

April 1

On or before
April I

After
April I

Between April 1
and April 15

On or before
May I

Not Later
Than May I

On or before,

Governing Board

Governing Board

Courier
Superintendent

Governing Board:

Governing Board

GoVerning Boards,
County
Superintendent

Governing Board

MARCH
Observe as Conservation, Bird, 5205
and Arbor Day

File declaration of candidacy with 1129
County clerk

First day on which persons requiring
certification qualifications may be reelected

Recommend in writing to probationary
employee and to governing board that
employee be given notice'of intent not to
re -hire and states reasons thereof

Black ',American Day. Obsorye this day
with suitable exercises

Last day to forward applications to State
Department of Education for financial
assistance for areas affected by Federal
activities

Governing Board Election
Biennial election of members of governing
boards

13258

13443a

5206.1

Pub. Law
874

APRIL
Terms of office begins for newly 1111

elected members

Provide for audit of district funds 17206

Provide-for audit of district funds if proper 17206
arrangements have not been made the-

governing board

Meet (annually) and elect a clerk and if 964
a 5-meMber board, a president

MAY
Request an allowance for replaced busses T5
from Superintendent of Ptilblic 18struction 1300

Shall provide for audit of all funds under 17206
their jurisdiction

Notice, of dismissal of probationary 13443(e)
May 15 employees
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Person or Body
Date Affected

Before All Governing
May 15. Boards

Last Monday All Schools
in May

Close of
school year

During June

June 30

Annually

Annually

Not more often
than once
a year

Monthly

County
Superintendent

Governing BOard

All schools

Governing Board

Governing Board

Governing Board

Schocils

Monthly by Governing Board
10th day of month"

Monthly cm more
often if
necessary

Daily

Any time

Any time

Any time

Governing Board

Governing Board

All schools

All schools

All schools

Any time All schools

Requirement Authority

Give notice to certificated employees of 13447
termination of service because of reduction
in enrollment

Memorial Day; all public schools shall 5201(a)
close except as in 5209-10

JUNE
May make budget transfers with consent 20952
of the:governing board

Request Library Funds from County 7252
Superintendent

School year ends 5101

.0TH ER
Prepare and keep on file courses of study
for public inspection

Visit each school in the district at least once
in each term, or delegate the responsibility

May publish in the press information
regarding financial condition of district

8001

1053

20506

Sound the fire alarm 12002

Teachers, less than full time w in evening 13521

high schools may be paid on or before the
10th of succeeding month

Bills are presented to the district for 21304
reimbursement from revolving
cash fund

Deposit all money received from all sources 17152

unless County Superintendent authOrizes
otherwise

Holidays appointed by 'the Governor which 520 lb
provide for the public school to be closed

Public schools shall close on every day 5201C

appointed by the President as a holiday,
unless it is a special or limited holiday

Public schools shall continue in session on 520Id
all legal holidays other than those designated
above and shall hold proper exercises
commemorating the day

When any holiday falls on Sunday, the public 520Ie
schools shall close on the Monday following
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Date
Person or Body

Affected Requirement

Boardsmanship

Any time Governing Board

Any time All schools

Any time

Any time

Any time
during the
school year .

Governing Board

Governing Board
and administra-
tive officer

Governing Board

Within 30 days Governing Board
of vacancy or
filing of deferred
resignation (check
code for'exceptions)

Within 10 days of Governing Board
provisional
appointment

Period between Governing Board
four months and
74 days prior to
regularly scheduled
election

Not less than
54 days before
the election

10 days prior
to.meeting

15 days prior to
the meeting

45 days after
notice of

.election

Qualified voter

Authority

May delcare a holiday in the public schools 5202
when a good reason exists

When any holiday falls on Saturday, the 520If
publi-e schools shall close on the preceding
Friday

May print and distribute in pamphlet form 20506
an annual financial statement and may include
in paMphlet a general report of conditions
of the schools

Appear before a citizens' group when . 1073

requested to explain election for bonds or
increased tax rate

Transfer from the undistributed reserve to 20951
any expenditure classification or between
expenditure classifications by written resolu-
tion filed with the County Superintendent
and-co-Auditor

Board either makes a provisional appoint- 1162
mentor calls for a special election to fill

. vacancy

Post notices of both the actual vacancy or 1162.5
resignation and the provisional appointment

Board is prohibited from calling a special 1163

elettion or appointing someone to fill a
vacancy on the board

Closing date for registration of voters 1361

Governing Board Post notice regarding a meeting of electors to 1022

determine a change in location of school-
house, or for consultation in regard to any
litigation, or in regard to general affairs of
the district

Governing Board Notice of hearing on proposed sale or lease 16058
ot.real property

Governing Board. Nontenure certificated personnel must 13259
acknowledge acceptance of election or deemed
to have declined employment
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Glossary
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Following are definitions of some of the terms with which school board
members should be familiar. Terms pertaining to finance have been included in
a mini-glossary inserted directly into Chapter VI entitled, "Understanding School
Finance."
Affirmative Action Planned activities designed to seek, hire and

Employment Program promote women and persons of minority racial
and ethnic backgrounds as a conscious, delib-
erate step taken by a hiring authority 'to assure'
equal employment opportunity 'for all staff,
both certificated and classified.

Anniversary Date The date of completion of a required period
of service. Sometimes called increment date.

Appointim Authority The board of .trustees; governing bOard, or
Personnel Commission.

Assignment Placement of an appointee in a position. Also,
the posiiion in which she/he is placed.

Certificated Employee The group of employee organization repre-
Council sentatives with whom the public school em-

ployer shall meet and confer with regard to
matters within the scope of representation, in
the event there- is more than one employee or-
ganization representing certificated employees.

The,official document adopted by the governing
board or commission which allocates all posi-
tions to classes, The classification plan desig-
nates the titles and specifications for.position
class.

Classification Plan

Eligibility List

Equal Job Opportunity

Fact Finding

A list of the nannts of persons who have
qualified in an examination for the selection of
classified employees for a specific class.

The elimination of discrimination in employ-
ment.

The process of selecting an agreed-upon, non-
involved agency, or individual, to, investigate,
assemble, and report the facts in a. labor-
management dispute, sometimes with the
authority to make' recommendations for settle-
ment.
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Fiscal Year July 1 to June 30. .

Fringe Benefits Term used to encompass items such as vaca-
tions, holidays, insurance, medical benefits,.
pensions; and other similar benefits that are
given to an employee under his employment
in addition to direct wages.

Grievance Any dispute concerning the interpretation of
policies, and/or rules and regulations governing
personnel practices or working conditions.

Incompetent Failure to perform adequately the minimum
standards of duties required for a given position.

Increment A salary increase provided for in certain pay

Injunction A court order restraining individuals or groups
from committing acts whiCh the court deter-
mines will do irreparable harm. There are two
types of injunctions?: temporary restraining
orders, issued for a limited time and prior to a
complete hearing, and permanent injunctions,
issued after a full hearing, in force until such
time as the conditions which gave rise to their
issuance have been changed.

Leave of Absence An approved absence from duty with or without
pay for a prescribed period of time.

Mediation Assistance by an impartial third,party to recon-
cile an impasse _between the public etnployer
and the exclusive representation regarding
wages, hours, and other terms and conditions
of employment thrbugh interpretation, sugges-
tion, and advice. to resolve the impasse.

Meet and. Confer The mutual obligation to exchange freely infor-
mation, opinions. and proposals; and to make
and consider recommendations under orderly
procedures in a conscientious effort to reach
agreement by written resolution, regulation or
'policy of the governing board effectuating such
recommendations.

Persistent Disagreement A disagreement under the Winton Act between
the parties meeting and conferring that has not
been resolved to the mutual satisfaction of the
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Personnel Commission

Petition

Prevailing Rate

Public Sector

Public Notice

..Quorum

Recall

Required Records

parties through such meeting andlconferring
with a reasonable period of time after the
initial presentation of proposals, which shall
not be less than' 30 days; except by mutual
consent.

Three members appointed in accordance with
Education Code provisions and responsible for
maintenance of the merit system for classified
employes.

.A written statement circulated by a single person
or a group to obtain. signatures of persons ,re-
questing the board to understand their particular
position on an issue. The board may use its own
discretion regarding the,disposi don of petitions.

Wage rates that are paid to most workers
engaged in. the same

or
similar occupations

within a geographic or labor market area.

Employment in a governmental organization
including state, county, cities, school dishicts,
fire and other special districts where wages are
paid from tax income.

Placed announcements of examinations,
meetings, hearings and other actions of the
governing board or Personnel Commission on
official bulletin boards.

A quorum consists of a majority of the member-
ship of the board and is necessary for a legally
constituted meeting.

The removal of any elected or appointed school
board member by election under provisions out-
lined in legal statutes.

A set of ,minutes of the decisions of the board
which are recorded and. may be inspected by
citizens who desire to' do so. Because of the
importance of public records, board members
should carefully examine the minutes before
final adoption. Records must be kept relating
to pupil accounting and the instructional pro-
gram as required by the State Board of Education.
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Salary Range

Salary Step

Sex Discrimination

Sex-typing

Step Advancement

Strike

.Y- Rated. Employee

Boardsmanship

A specific number of steps of pay within a
classification range.

One of the salary levels within the range or
schedule.of rates for a classification.

Those attitudes and actions which relegate one
sex to a secondary and inferior status in the
society, particularly assigning roles, character-
istics, and oppottunities to one sex which are
less desirable and less pos'itive than those
assigned to the other sex.

Any rigid designation of interests and behaviors
to only one sex. This occurs in classroom
organization, teacher responses to, and expec-
tations 'for, students in differentiated coun-
seling. career orientation and extracurricular
activities.

Movement to a hhigher step on the salary
schedule.

A,work stoppage in a plant 'or industry for the
purpose of gaining concessions from the em-
ployer. The term strike may also be interpreted
as any concerted slowdown or other, concerted
interruption of operations by employees and is
sometimes extended to mean any form of with-
holding of full, faithful and proper performance
of duties.

A person whose salary rate is frozen above the
normal salary for a step within a range.
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Appendix A

In order for school trustees to have some knowledge of a philosophy of
education one has been included in this Boardsmanship. It is a philosophy
actually, adopted by one of the school districts in California and delineates the
expectations and goals that the district hopes to reach in educating its students.

Philosophy of Education
The Board of Trustees of the believes that the schools in our

'district belong to all ,the people, are supported by the people and are designed to
carry out theowishesof the people of the district for the education of our children.

We believe that there is inherent in the American belief 'a concept that the
individual is Important and that the public school system should give each indi-
Nidual opportunity to de;elop to the maximum of his potential.

We believe that the true -tbnction of the elementary school is to nurture the
intellectual growth of the children -'all other objectives are supplementary to
this one great purpose. Welelieve that a school program attains excellence when
it provides genuine opportunity for all and when it challenges every pupil to
achieve his best.

Public education must help individuals develop their abilities in acquiring
and using information and skills. In achieving this objective it is important that
children:

I.: Be provided with learning tasks which are challenging yet within their,
. capabilities, leading to excellence of academic pe:ormance which will de-
velop a continuing pursuit of knowledge; insofar as their abilitietopermit, to
give each child a sound mastery of the tools of learning such ag reading,
writing, arithmetic, and the use of spoken language.

2. Be given opportunities to observe, investigate, and demonstrate an under-
standing of the world in which they live.

3. Learn to recognike problems, andhow to select, evaluate and use pertinent
information in solving.them.

4. Gain necessary information and skills through experiences that are trieaning-
ful to them, followed by practice and application.

5. Be provided leaning experiences which include the use of a variety of sound
educational 'materials and methods.

6. Be aware of their progress,toward fundamental educational goals.

7. Learn to care for their own personal health and safety.

Public education must help individuals prepare for the privileges an'drespon-
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sibilities of citizenship in our democracy. In achieving this objective iris impor-
tant that children:

1. Learn and develop patriotism and loyalty to our country and the American
wayof

. 2. Learn that all individuals have worth and dignity.

3. Learn to work with many kinds of people.

4. Learn to accept the responsibility for their individual actions in a group, or
as part of a group.

5. Learn respect for constituted authority.

6. Learn the moral and spiritual values upon which present day civilization is
founded.

7. Develop qualities of leadership and learn to recognize and support good
leadership. .

8.. Develop qualities of competence and creativity.

9. Be offered educational experiences which fit their abilities and needs, and
receive constructive contributions to their education from many persons,
groups and organizations.

Public education must help individuals gain an understanding of people, to
retain their own individuality, yet learn to work and cooperate with the group. In
achieving this objective it is important that children:

1. Gain the knowledge, skills and appreciations needed for successful living
with others.

Acquire.a sensitivity toward those who are in circumstances different from
their own.

"3. Gain an understanding of the interdependence of all people and learn to
appreciate the contributions of all.

4. Develop an understanding and appreciation of the importance of family life
in the United States of America.

5..Cultivate worthwhile friendships.

6. Be encouraged to show initiative ,and develop confidence in thetnselves as
individuals.

7. Hold service to others as a worthy ideal.

Publiowducation must help individuals build the foundations upon which
efficiency in earning a livelihood will ultimately depend. In achieving this objec-
tive it is important that children:

I. Develop an appreciation for those who"work and what they produce.

2. Learn to place value on the job that is well done.
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3. Learn the value of human and material resources and the necessity for con-
serving them.

4. Develop skills and abilities which help them become contributors to the total
welfare of society.

5, Develop interests and understandings about many occupations.

6. Be given experiences which help them develop a degree of economic under-
standing appropriate to their levels of maturity.
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Appendix' B
CSBA's Publications

The following is a list of CSBA publications that give specific information
on various areas of concern.

I. Analysis of the Education Code for Community College Districts

2, .Board/Superintendent Responsibilities

3. Brown Act Requirements for School Board Members

4. County Boards Manual

5. Education Code Analysis and Index

6. Educational Goals and Objectives
7. Educational Planning and Evaluation Guide for California School Districts

8. Employer/Certificated, Employee Relations

9. .Evolving Educational Goals for California Schools: Four Case Studies
10. The New Textbook System

il. School Strikes Prevention and Settlement

P. School Strikes What to Do About Them

13. Selecting a.New Superintendent

14. Statewide Testing

15. Superintendent/Board Relationship

16. Winton Act Process of Meeting and Conferring

17. Special issues of the California School Boards Journal:
February, 1973 - Year-Round Schools
February, 1974 - Teacher Militancy
April, 1974 Special Education

June, 1974 Public Relations
September, 1974 - Conflict and Violence
NoveMber, 1974 - Sex Stereotyping
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Appendix C
Organizations and Agencies Related to Education,
AAUW
AAJC
AASA
ACCT
ACE
ACSA
ACSCP
AFT
ASBO
ASCCC
BGCCC
CARE
CASBO
CASCR
CCET
CCHE
CCPT (PTA)
CCUFA
CFT
CJCA
CJCFA
CP.TA
CSBA
CSEA

CSFSA
CSHA

aCSNA
CSSDA
CTA
CTPL
ECC
FACCC
LCC
LW V
NEA
NSBA
SBE
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American Association of University Women
American Association of Junior Colleges
American Association of School Administrators
Association of Community College Trustees
American Council on Education
Association of California School Administrators
Association of California State College Professors
American Federation of Teachers
Association of School Business Officials
Academic Senate of California Community Colleges
Board of Governors of the California Community Colleges
California Agency for Research in Education
California Association of SchoolBusiness Officials
California Association of Student Council Representatives
California Council On the Education of Teachers '
Coordinating Council for Higher Education
California Congress, of Parents and Teachers
California College and University Faculty Asiociation
California Federation of Teachers
California Junior College Association
California Junior College Faculty Association
California Retired Teachers Association
California School Boards Association
California School Employees, Association

(also California State Employees Association)
California School Food Service Association
California School Health Association
California School Nurses Association
California Small School Districts Association
California Teachers Association
Commission for Teacher Preparation and Licensing
Educational Congress of California
Faculty Associa4ion7 of California Community
League of California Cities
League of Women Voters
National Education Asociation
National School Boards Association
State Board of Education
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SDE State Department.of Education.
,STRS State Teachers Retirement System
WASC Western Association of Schools and Colleges

O
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Appendix D
9

A partial list of motions requiring more than a majority vote of the board
for passage Is as follows:

A resolution for the sale or lease of property 2/3 vote (Ed. Code Sects.
16056 and 16152).

A resolution to lease 'real property in which monthly rental is $50 or less ---
unanimous vote (Ed. Code Sect. 16059).

-Lease of property (note more than three months) with residence on it 2/3

vote (Ed. Code. Sect. 16070).

A resolution to lease land for the production of gas unanimous' vote (Ed.
Code Sect. 16102).

A resolution to exchange real property 35 vote (Ed. Code Sect. 16176).
A resolution for the sale, lease, or exchange of property to other public agen-
cies unanimous (Ed. Code Sect. 16203).

A resolution to dedicate or convey property for streets, utility easements,
storm drains, ditches, etc. 35 vote (Ed. Code Sect. 16252-16254).
Exchange of property .with adjacent owner to settle dispute unanimous
(Ed.. Code Sect, 16352).

A resolution to transfer money from the undistributed reserve to any expendi-
ture classification 35 vote (Ed. Code Sect. 20951).
Render city or county zoning ordinance inapplicable 35 vote (Govt. Code
Sect. 53094).

Temporary borrowing before receipt of income 35 vote of members, ap-
proval of county auditor and treasurer (Govt. Code Sect. 53821(c)).
Money borrowed July 15 August 30 to be repaid from state apportionment

4/5 vote (Govt. Code Sect,.53824).'

Exceeding the'budget to meet national or local emergency created by war,
military attack, sabotage,or to provide adequate defenie 4/5 vote (Govt.
Code Sect. 53792).
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