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. providing copies of their handbooks.

W

lN RECENT YEARS there has been an increasing in-
terest and emphasis on the staff personnel administra-
tive policies and procedures of local school systems. This

'illlterest, and emphasis applies Ret only to the nature or
- characteristics of the staff personrel policies developed

by school systems but also to the methods used in de-
veloping policies and keeping the staff informed about
them. - 0

Personnel administrative provisions, no matter how

" adequate in content they may be, cannot be fully effective

in maintaining and improvi_ng school program quality un-
less they are adequately communicated to the school sys-
tem staff. Among the major communication devices used
by many of the larger, and also some smaller, systems is
a personnel manual or administrative handbook contain-
ing information on the policies and practices about which

- officials of the system feel all staff members should be

kept informed. o v

This bulletin is a report of an analysis of the adminis-
trative handbooks developed by 72 medium- and large-
sized school systems in various geographic regions of the

" country. The Office of Education wishes to express its

appreciation to the officials of these school systems for

- E. GLENN FEATHERSTON
Assistant Commissioner, -*
Division of State and
Local School Systems

FRED F. BEACH ..
Director, Administration of
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Preface

HE GROWING EMPHASIS on improving the quality
of public schools is bringing into sharper focus than
perhaps ever before the basi¢c importance of good teach-

" ing. In the final analysis no achool system can be better

than its teachers. In developing and’ maintaining good

- quality school programs, high priority must be given to-

policies and procedures for recruitment, retention, and
inservice improvement of a pmfesalonally ‘qualified and
competent teaching staff.

In the past decade the importsnee of thls aspect of local
schodl system administration has’ been underscored by*
other factors. Rapidly rising pupil enrollments, peraht-
ence of thé teacher shortage, and high rates of turnover in
teaching staffs have made the task of staff personnel ad-
“ministration correspondingly more pressing and difficult.

At the same time, significant developments have taken

place in staff persopnel administration. Written state-
. ments of policy, including staff personnel policies, have

been adopted by a growing number of school boards. The
establishment of a personnel department, headed by a
personnel director or assistant superintendent and
regponsible for both certificated and noncertificated per-

_sonnel, has me ‘more common among medium and

large-size school systems. In many systems increased

- emphasis has been given to improving conditions of work

for teachers and to inservice education programs.
~ There has also been increasing emphasis on’ sound

. human relations in personnel administration, ‘an {m-

portant aspect of which has been :the improvement of -
staff communication. The publications analyzed by Dr
Staehle reflect this trend. c

C. O. FITZWATER
Chief, Local School
. Admini:trqtion_ Section




Foreworp _
PREFACE . e S
CHarter B

L

1,

1118

. 1v.
V.

INTRODOCTION . ¢,
GENERAL CHARACTERISTICS OF tthhwosooxs
SCHOOL AGENCIES AND POSITIONS

EMPLOYMENT - : ,
Coumunou AND BENEFTTS R N

V1.

10.

VIIL
IX.

.

2,

EMrLOYEES’ TIME AND Loar; E.mmm' Ansmcm —
Vil. PERsONNEL DEVELOPMENT I S
INSTRUCTIONAL PROGRAMS, SUPPLEMENTARY Services, Facruiries

AND EQUIPMENT _ e e S

Tables

" TaBLE
1. Number and percent of handbooks containing lnlormnuon

school agencies and positions .

-Number and percent of handbooks eohulning in!omdon
specified gspects of employment, policies and- practi

POriL PersoNNEL Anummu'nou AND Sunm
X. COMMUNITY- 2ELATIONS

Number and percent of lnndbooh eonuiulng inlomndoﬁ

compensation ..

Number and percent of h;ndbboh -eonuininz informﬁtion

certain benefita for school staff personnel _

Nnmba and percent of  handbooks containing in!oruudon

employees’ ttmonndlo;d-...... e

Number and porecnt ‘of handbooks eontalnlnz inlonmﬂon

employees’ absences . _ -

Number and percent of handbooks eontdning infofm.suon

on

on

on

on

on
on

on

(v} R

personnel develogpent . _ NPy

Number and pervent of hndbooh eonulninx informaﬂon on

and

» instructional programs, .supplementary services, and facilities
equipment _.

Number and percent of handbooks containing information on pupil

personnel administration and services

Number and percent of handbooks containing inform.ﬁon on
community relations

'

18

- 18

21

- 31

- 36

-, 42




" Introduction’

N SCHOOL SYSTEMS as in other ormizatmns communica-' :
| tion'is an essential and constant process. For it is through com-
munication that school systems establish their purposes, delineate
and coordinate the tasks and responsibilities of personnel, define
their programs, utilize their resources, and evaluate the results of
their operations.

An essential part of this process of communicatlon is the selec-
tion and transmission of information concerning the purposes,
programs, personnel and. resources of the school organization to
individual staff members. School staff members have always
needed this kind of information in order to be effective in their
individual tasks and in working with others. But with the in-
creases in the size and complexity of mary scheo) systems better.
means for providing such information have had to be developed.
Informal and predominantly oral means of co unicating such
information have had to be supplemented to an increasing extent
by written and more formal means. One evidence of this is the
use of handbooks or manuals to transmit a wide range of informa-
tion to teachers and other school employees. .

There are several conditions or factors which contribute to the
need for written communications for school staff personnel. Qne
of these conditions arises out of the fact that the relevant informa-
tion on a particular aspect on school organization and .operation
may originate at several sources such as State laws and regula-
tions, local school board policies and procedures, and administra-
tive rules and regulations. Unless this information is presented
to staff personnel in a meaningful way it is likely to lose much of
its effectiveness for guiding and coordinating their activities.

* Another factor contributing to the need for written communica-
tions is the increase in many school systems in the number of
specialized services and specialized personnel. To be effective this
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2 ADMINISTRATIVE HANDBOOKS -

incredased specialization requires that the functioris of all of thesé !
services be clearly understood by all personnel and that relation- | |
ships among 31l personnel be carefully défingd. Otherwise mis.
understandings are likely to occur and impqrtant resources Wll]
be wasted.

Yet another factor is the increase in the scope and detail of
provisions related to the employment, compensation, and benefits
of personnel. Employees need accurate and comprehensive infor-
mation that will enable them to evaluate such provisions and to
cooperate with the personnel and agencies responsible for adminis-

The increasing complexxty of school-community relations has
also contributed to the need for written communications. Nearly
every community includes some public and priyate agencies which
have frequent contacts with schools, If these agencies are to be
brought into effective and harmonious relationships with schools,
staff personnel must have considerable information about those
agencies and methods of working with them. Staff personnel also
need information concerning contacts with parents and others in

the community. Unless some written information is provided for

staff members they will have difficulty interpreting policies and
employing system-mde procedures eoncerning school-community
relations.

Finally, one of the most important factors underlying the need
for written communications for school #mployees is the increase
in the number and variety of positions required to direct and
coordinate a school system with its various programs, services,
and types of personnel. To understand better his own position
each employee needs a common interpretation of the duties and
functions of the various administrative positions in the school
system and of his relationships with personnel in those positions.

Importance of Handbooks and Manuals
for School Employees -

In the administration of local school systems many types or
forms of communication are used. Probably no one type, written
or unwritten, can supply all the information egployeu need in
order to function at their best in contributing to the realizstion
of the objectives of a school system. But handbooks and manuals
canplayaveryimportantmdeentrdputinmﬂdiumuch
of the information that is needed and in facilitstin' other types
of communieation.

For a school syste;n the development of a handbook or manual
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offers-an important oppo?tunity to clarify ‘policies, procedures,

- and practices as well as to transmit them to employees. Much of .
the information presented in a handbook 6r manual can be de-

veloped only after a study of State laws and regulations, local
school board policies, admig@ative rules and. regulations, and
generally accepted practices. Information.from several of these
sources must be brought to bear on the various areas of content
to be included in a handbook. Along with important information
from: these sourges a handbook or manual can also provide im-

portant baekground information concerning conditions and re- .

sources in the school system. .
For employees a handbook or manual provides a single source
of information which has been especially prepared for them.

Furthermore, this information is always availabl¥ to them when-

ever they need it without having to consult other personnel. And
from such documents they can always secure authentic answers

to many of their questions concerning the purposes, programs,
personnel, and resources of their school system. _The information

. in these documents can also be used by personnel to verify in-
formation from other sources ahd as a reference, or source’in ex-
changing information with other personnel. "

Purpose of the Study

In view of the important functions handbooks and manuals for
teachers and other school employees can serve in providing the
communication necessary for the organization and operation of a
local school system, a study of such documents was undertaken.
The primary purpose of this study was to analyze the content of
a number of handbooks and manuals to determine what topics
were included and the nature of the information presented on
each topic. .




Chapter li

GQnorol Characteristics of the Handbooks

HIS CHAPTER deals with the location, size, and type of the
school systems whose handbooks for school staff personnel were
included in this study. Consideration is given to certain major
differences and similarities among the handbooks with respect
to their titles, stated purposes, methods of development, physical
features and the scope and arrangement of their content.

School Systems Represented

The school systems from which handbooks were secured for this -

-study are not representative of all school systems nor can the

handbooks themselves be considered representatxve of similar -
documents in use throughout the country. However, the following
data concerning the location, organization, and size of the 72
school systems represented in this study may be of interest.

In terms of size these school systems were among the larger
systems in the country. According to the 1950 U.S. census the -
population of the cities and counties in which these systems were
located ranged from 15,000 to 950,000. In this range, 14 were .
under 30,000; 31 between 80,000 and 100,000; 21 between 100,000
and 500,000; and 6 over 500,000. The median was between 51,000
and 52,000. Of the 72 school systems 61 were city school systems
and 11 were of the county-unit type. They were located in 31
States: 4 Northeastern, 12 Southern, 9 North Central, and 6
Western. All of the 72 systems provided programs of elementary
and secondary education.

Titles, Purposes and Methods of Development

Although the documents selected for study carried a variety of
titles they all coveredemost of the same general areas of content
and for convenience referred to throughout the bulletin as
handbooks. Actually, or over two-thirds were identified by
their title or subtitle handbooks while the other documents

4




Q.
L1

CHARACTERISTICS B

¢arried such titles as manucﬁ, guides, policies and procedures, and

rules and regulations. All of the documents, as indicated by their

)

- titles, subtitles, or opening statements, were ., designated for

teachers; 24 included all employees or all prefessional staff mem-
bers, while 8 were designated only for new teachers and 6 only
for elementary teachers. ;

No attempt was made to secure information from individual

school systems concerning the specific purposes of these hand- -

books. However, most of the prefaces or other opening statements
indicated in a very general way that the handbooks were designed
to help personnel by providing them with useful information
about their school systems. In some handbooks the opening state-
ments indicated the information was prepared to help personnel
to understand and use available resources, services, and benefits,

and to work more effectively with other personnel in the school

system.

In most of the dbooks no mention was made of the methods
used to develop content, although a number carried references to
the fact that content was compiled from such sources as State
laws, school board policies, administrative rules and regulations,
and commonly accepted practices. However, statements in 10
handbooks indicated that they were developed by committees or

+ councils and 2 contained information that they were jointly pre-

pared by the superintendent’s office and a local teachers association.
In one school system teachers helped select content for their hand-
book by answering a questio concerning what they wanted
included in the document. In gome opening statements the work
of one or two individuals in writing and preparing the handbooks
for publication was acknowledged.

Nearly all of the 72 handpooks were dated either 1957 or 1958

but a few carried no date. /Notations in 29 handbooks indicated
that they were revisions of earlier editions, and 8 others con-
tained either aseparate of revisions or evidence of pages
having beep deleted.or added. Two of the handbooks contained
-statements jndicating that they would be revised annually and a
few also carried general statements to the effect that suggestions
for future revisions would be appreciated.

PMCC' Features 1\

The handbooks in this study varied considerably in terms of size
and n of pages:. The number of pages ranged from about 20
to over 200 with a median of about 40 pages. The number ef pages
in a handbook, however, was no indication of the population of the
school district represented. Handbooks from the three largest
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school systems contained between 30 and 40 pages. On the other
hand, one of the two handbooks with more than 100 mimeographed
pages was from a city with a population of over 400,000 and the
other from a city of less than 25,000. ’

Twenty-nine of the handbooks were printed and 43 were mimeo-
graphed. The size of the pages in all but three of the mimeographed
handbooks was 814” x 11”. In the printed handbooks page sizes
ranged from 4” x 6” to 814" x 11” but 6” x 9” was the most common
gize and was used in 16 or over one-half of those that were printed.

Bindings for the handbooks also varied, but 84—nearly one-half
—were of a loose-leaf type, including spiral and clamp type binders.
Saddle wire stitching was used in 24 handbooks and side wire
stitching in 14.

Sixty-one of the 72 handbooks included prefaces, forewords,
or other opening statements. Sixty-three furnished tables of con-
tents and 17 had indexes.

Arrangement and Scope of Content
There were few similarities among the handbooks with respect
to the number of major divisions in their content or in the choice
of headings for those divisions. The number of major divisions
varied from 2 to 50 but about one-half had fewer than 10 headings
which, despite variations in language, usually included references
to the following topics: the board of education and the administra-
tive organization of the school sy raonnel policies and
procedures; professional growth; instruction and curriculum de-
velopment; pupil personnel administration and services: and
community relations. " :
Five of these general topics were selacted as major categories for
. the analysis of the content of all of the handbooks but a sixth,
personnel policies and procedures, was considered too broad for
this purpose and was, therefore, subdivided into five categories:
employment, compensation, benefits for school employees, em-
ployees’ time and load, and employees’ absences. The present treat-
ment, therefore, is under 10 principal topics, arranged in chapters
IIT through X. Prelimingry examination of the handbooks re-
vealed that the number of major headings they contained was no
indication of the scope and range of their content. This examina-
tion also indicated that all of the content in the handbooks could be
classified according to the 10 major topica.
The treatment of these topics, however, was extremely varied,
reflecting widespread differences as to what aspects of the various
general topics should be covered and what types of information




L]

CHARACTERISTICS: |

should be presented. For example, in connection with employees’
absences, some handbooks provided very little information on sick
. leave other than the number of days school systems were committed
to provide employees without loss of compensation. Other hand-
books, however, provided considerable additional information con-
cerning the interpretation of sick leave provisions under various
conditions, specific instructions for employees to follow in usin

sick leave, and the functions and responsibilities of certain per-
sonnel in administering the sick leave program.

In addition to information concerning administrative regula-
~ tions and responsibilities and the benefits, privileges, and specific
duties of personnel, various types of related information were also
includedlnthehandbooh.m.uhudlnformaﬁonmeongam
with the importance or objectives of certain programs vi-
ties, the standards or criteria on which certain types of-decisions
or judgments were made, sources of assistance and informa-
tion other than the handbooks themselves, descriptions of condi-
tions and resources, definition of terms, and suggested concepts
and alternative procedures for teachers and other employees to
consider in connection with various matters involving their work
or their welfare.

Method of 'Analytk .
The method for analyzing the content of the handbooks was de-

signed to provide data concerning the topics that were covered, ' :

the types of information presented, and the general nature of the
content provided on each topic. In order to secure these data,
items or units of content were identified in the text of each of the
handbooks and classified and tabulated according to general topics
and various aspects of those topics. Tabulated data and represen-
tative examples were also secured concerning the types of infor-
mation presented on each aspect of the topics included in the hand-
books. The results of this analysis are summarized in the chapters
which follow. ,

-%,




E

Q.

‘Chapter Il

School Agencies and Positions

A JHEN TEACHERS and other personnel accept positions in a
W school system they bring to their jobs varying degrees of
knowledge, ability, and skill. If they are to functio effectively
they must have an understanding of the o on in which
they work. They need information not only about their own tasks
and the various programs with which they are connected but also
about the interrelationships of all the school programs and the
functions and responsibilities of personnel in various positions in
directing and coordinating those programs and the school system
as a whole.

Nearly all of the handbooks included some content devoted to

~ the authority, functions, and responsibilities of one or more of the

State and local school agencies and positions listed in table 1.
As the table indicates,over one-half carried information on school
boards, administrative positions, and committees and councils. In
addition, as succeeding chapters will show, the functions and re-

Tobhl—Nunbuandpomuﬂafhondboohcomalnlng information

on school ogeodu ond positions

.  Number of Percent of

Agencies end pesitions kaedbant=s handbooks
State ochool agencies. % 19 - 28
Intermediate school agencies__ 2 - 8
Localschoolboards___ . 47 85
Administrative positions i 52 72
Teaching positions . 26 86
Other instructional positions__ ~ 82 44
Noninstructional positions . - : 34 47
Committees and councils_ - 40 56
Organization charts and lists of personnel______ 26 86

Total handbooks containing informtion on school :

agencies.and positions 69 - 98
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sponsibilities of various administrators and specialists were fre-
quently covered relative to various aspects of the programs and
services for employed personnel, pupil personnel, instruction, and
community relations.

State and Intermediate Educational Authorities

Each of 19 handbooks (25 percent) dealt briefly with certain
phases of State policy and administration. The most complete
treatment provided by any of the handbooks consisted of short
general statements on the legislature as a source of school laws;
. the appointment, organization, and functions of the State board;
the powers and duties of the chief State school officer; and some
of the functions of the State education agency. Most of the hand-
books deait with one or two phases or aspects of State authority
or State administration such as the constitutional or statutory
bases for local school district organiution, certification of teachers .
and other specific functions of State education agencies and special
commissions. County educational agencies of the intermediate type
were mentioned in only two handbooks which emphasized the
importance of such agencies in validating teaching certificates.

Local School Boards
While the treatment of local school boards, in contrast to that

| for State and intermediate agencies, was much more frequent

and generally more extensive it was also, as several handbooks
pointed out, based to a considerable extent on State laws and
regulations. Such laws and regulations undoubtedly were the
sources of the local school board functions and responsibilities
" listed in many of the handbooks. Some of the handbooks among
the 47 providing information on local school boards also covered
the organization of school boards, times and places of meetings,

and relaﬁonnhipc of and other employees with the board,
including or employees to follow in securing a hearing
with the fortbepurpouoflppaalingdoddmdthe

superintendent. According to a number of handbooks, teachers
were éxpected to be familiar with school board policy manuals
and the method of securing copies of such manuals. The chapters
mducﬁonathatmotparﬂenhrimpommtomwm
identified. :

Administrative Positions
Neurly three-fourths of the handbooks contained some content

covering one or more administrative positions or departments.
This content, which was frequently presented under separate

¢
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headings and in separate paragraphs or sections, varied consider- ,
ably in length and in amount of detail from a’few brief state.
ments and principles to detailed job descriptions and extensive
lists of functions and responsibilities for superintendents,
Jprincipals, and a number of other administrativ§ positions. In
some cases special emphasis was placed on the responsibilitics of
the principal for the operation of his school, the professional ad-
ministrative assistance and information he ocould provide for
teachers, and specific tasks he was expected to perform,in connec-
tion with certain reports snd other matters,

?oodthg%w -

The need for providing teachers, who constituted the major
group for whom the handbooks were prepared, with information
concerning their various tasks and their relationships with other
personnel was widely recognized in the content concerned with
instruction and the various services provided for employed and
pupil personnel. But only about onme-third of the handbooks

““covered teaching poglhions as such. This information was fre-
quently presented in separate paragraphs or Hsts of items con-
cerning the instructional functions and responsgibilities- of tesch-
ers. In some cases, the information concerned the teachers’
relationships with their colleagues, administrators, and the loesl
board of education. Resolutions or policy manuals of the local
boardwereaomeﬁmeadteduaoumforthmfuncﬁomand
responsibilities. Other information provided in some of the hand-
books included definitions of various types of teaching positions,
mcburegulnrcmmoomtuchers,apechlutchmm:ubuﬁ-
mwmchersinmmsofwchlmmulenmafndznment.
type of teaching, and compensation.

Other Positions

Itiaofpuﬁctuarimpomncetotucbenthattbeymmt
general understanding of the roles of supervisors, consultants,
and other specialized instruetional personnel. Information con-
eemhgmchpodﬂomappeamdin4outof9handlgoohinvﬁom

.

forms and with varying amounts of detail. They ranged from
veryshortpcragnphaeonearnlnzthemralfunctionsofgﬂ
consultants and supervisors to extensive sections containing de-
tailed: job descriptions and lists of functions and responsibilities
for consultative or supervisory positions in each of'a number of
designated flelds or areas of instructional service. |
cMuchthemvaﬂationinhumntwutwndintheinta-
mation supplied by one-half of the handbocks on noninstructional

~
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poaitio%u including physicians, dentists, nurses, custodians and
others. Frequently information con the work of various

specialists and the administrators to whom they were responsible
‘was presented in sections devoted to departments such as the

school health department. In some handbooks carefully worded -

statements were also provided to clarify eomplex authoritative
relationships such as those involvipg principals, custodians, and

custodial supervisors.

Committees and Councils

Some portion of the content in over one-half of the handbooks
was concerned with committees and councils composed of school
staff personnel and organized for various purposes. Of these
committees and councils two of the most common and potentially
inftuential types were the central administrative council, com-
posed” of principals and other administrators, and the superin-
tendent’s advisory committee. These committees and councils were
usually responsible for advising the superintendent on problems

arising in the operation of the school system and on the need for

improving school policies. Some systems, according to these hand-
books, had special study committees for broad areas such as curric-
ulum development, personnel policies, or professional growth:
while other systems utilized a variety of committees with more
narrowly defined functions and areas of operation such as text-
book selection, personnel selection, salaries, and planning of spec-
ial events. Some of the handbooks also covered the number of

teachers, principals, and other types of personnel serving on vari-

ous committees, the methods by which they were selected, their
tenure, and the administrative approval of their appointment.

Ommhdbnduﬂsmdl._iﬂ:dw

Twenty-six handbooks or 86 percent, contained organization
charts, lists of personnel, or both. Thirteen of these, or exactly
one-half, provided organization charts. These charts, however,
vchdeonsidaubiy!nthoamouniofdehﬂtbeypmnhadto
indicate authoritative and other types of interdepartmental or in-

minisbaﬁvomdaped&lludpumndudldanﬂﬁed&eir
positions.

— T ——*




Employment

lN ACCORDANCE with conditions established by State laws

and regulations local school systems are empowered to employ
teachers and other types of personnel. In order to secure and
mdnhinthopomnmlnmarytortheomﬂonofalow
school system and to conform to State requirements certain pro-
cedures must be established and certain functions and responasi-
bilities assigned. Through the use of handbooks, employment
policies and practices can be clarified both for those who have
special responsibilities for personnel management and for the
teachers and other employees who are affected by those policies
and practices. It was evident that the usefulness of handbooks
for keeping teachers and .other employees informed on these
matters was generally recognized in the school systems repre-
sented in this study.

.Of the 72 handbooks all except 4 provided information about
‘employment policies and practices. In some the coverage of topics
treated was markedly broader than in others, but there was a
general tendency to include those topies of major concern to
teachers and other employees. Because the specific items dealt
with were 8o numerous it was necessary to group those most closely
related into more general topical categories. This has been done
in table 2. , L
Contracts, Probation, and Tenure | ‘

As Table 2 shows, more of the handbooks, almost four-fifths,
dealt with employee contracts, probation, and tenure than with
any of the other aspects of employment treated in this chapter.
Inviewotthohctﬂntth'enmmttenmbjecttosutemh-
tion, it was obvious that many of the provisions which, were in-
cluded had been drawn from State law. However, it was equally
ohviouthatloullyndqptedpoﬂdeamdpmﬁcu which would

.
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Nember of Pircest of

Aeposte of smployment Aandbousks Asnddooks
Contracts, probation, and tenure _ _ . - 57 7
Certification, classification, and tralging. ... 60 69

Other qualifications and personal informatica

required foremployment _____. B0 69
Assignmentandtransfer .= 48 w7
Promotionof personnel .~ . - 21 2)
Termination of employment_____ - . 40, 66
Recruitment and selection of personnel. .. 27 38
Applications for employment .~ 929 ~ 31

Total handbooks containing information on ‘
employment —— e 94

"2 38 T
be of interest to employees had also been included. In nearly all
instances the general approach taken was to explain the provi-
sions relating to contracts, probation, and tenure as they affected
the individual employee.

Nearly all of the handbooks indicated the time and set forth
the conditions under which personnel employed by the school 8ys-
tem would receive their contracts. In some instances instructions
were also included which employees were to follow in signing and
returning their contracts.

With respect to tenure, the handbooks usually specified the
number of years of satisfactory service and, in some cases, de-
scribed other conditions which had to be met before teachers
could achieve tenure status. Some handbooks also contained spec-
ial applications of the tenure provisions, including those relating
to achoo! administrators, to teachers on leave, to former teachers
returning to the school system, and to teachers employed by dis- -
tricts annexed to the school system. About one handbook out of
every five included definitions of tenure terminology applicable
"in the school system,. such as probation, tenure, ard What con-
stitutes a year of employment.

In addition to explaining the contractual and tenure provisions
as they related to individual employees, nearly one-half of the
.handbooks also set forth the responsibilities of administrative per-
sonnel in the school system regarding these matters. Usually
included were the responsibilities of the superintendent for rec-
ommending personnel to the school board for appointment or
contract, and for reelection, reappointment, and tenure. Also
usually included were (1) the responsibilities of school principals
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for recommending personnel to the superintendent for reappoint-

ment or teriure, (2) the functions of special committees in review-

ing tenure procedures and their application, and (3) the responsi-

" bilities of personnel departments or personnel administrators for

: determining whether employees met formal requirements for

creditable probationary service or for advancement to tenure
status. ' <

Certification, Classification, and Training \

In over two-thirds of the handbooks information concerning
certification, classification, and training was provided for em-
ployees of the achool system. Much of this information was con-

- cerned with the functions and responsibilities of State and inter-

mediate agencies and local personnel offices for certification and

_ classification of personnel and with standards and procedures for

the evaluation of training and experience, the revocation of certif-
fcates, and the classification of noninstructional employees.

The most common type of information provided was toncerned

', the responsibilities of teachers in connection with their certifica-

stion. Over one-third of the handbooks provided specific instruc-
tions for teachers concerhing the filing, registration, renewal,

" . and verification of their certificates. Specific instructions were
also provided on such matters as changes in the certificate-holder’s

+  name, notification of -proper authorities of any change in certif-
icate, and the filing of transeripts of college credits.

, - S?rd the handbooks indicated that teachers would be notified
by their local school personnel departments of any action they
might be required to take
further information concs certificates could be secured from
State or intermediate £ducation agencies, or from certain local

le administrative/offices. In some instances information was L

their certificates and that

o provided about changes in salary due to changes in certificate,
a, acceptance of certain kinds of work for the remewal of
_ certificates, and the payment of subsidies for summer school work
required to renew certificates. '

hm ' . - : J uw,;’rt &
In addition to information on certification, classification, and
‘other related State and local requirements which had to be met
by school employees. Most of these handbooks listed and, in some
cases, included samples of certain récords which employees were
: requirodtofnrni:hmmrningthmnlvumd.thdrqmﬁﬂuﬁm
: i, e . AT A
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Among these records .were birth certificates, fingerprints, dis-
charges or releases from military service, general personal data
, forms, and health and chest X-ray certificates which some hand-
books indicated were based on State requirements. About one-
fourth of the handbooks also stated the responsibilities of local
school personnel "administrators, county superintendents, gnd
others for receiving reports ‘and passing on cértain statements
.of qualification. ,

About .one-fifth of the handbooks described the assistance pro-
vided by the school system on health examinations for its em-
ployees. A number of handbooks indicated that physical exami-
nations required for employees were provided by school health
departments or by private physicians at the expense of the school
district. Others indicated that local medical societies were pre-
pared to assist employees in the selection of examining physicians.
Some handbooks also specified the health standards for initial or
continued employment and, in a few cases, the conditions which
would be considered cause for requiring an employee to undergo
another physical or mental examination. "

Assignment and Transfer \
* Two-thirds of the handbooks contained information on the as-
signment and transfer of employed personnel. In a few instances
this aspect of employment was covered by a simple regulation or
allocation of administrative responsibility. More commonly, how-
ever, it was dealt with in detail. , )

Usually. the responsibilities of various administrators, such as
school principals and assistant superintendents, were indicated,
along with a description of the procedures to be used by them in
assigning and transferring personnel. Some handbooks went into
considerable detail regarding the responsibilities and obligations
of principals in their relationships with teachers requesting

Nearly a third of the handbooks described the various personal
and administrative factors that would be considered in assigning
personnel, approving transfers, and determining priorities among
employees requesting transfers. Some handbooks indicated that-
teachers requesting transfers would be given priority in filling
vacancies and a few contained special provisions concerning pri-
orities in the selection of personnel to fill positions that were
for personnel to follow in making requests for transfer, and about

ono-dxthmw to.teachers concerning factors they
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should consider in determining whether or not they should request
transfers. Some handbooks encouraged teachers to request trans-
fers, especially if their training was not being used to best ad-
vantage, and emphasized the possibilities for growth in occasional
transfers of assignment. .

Promotion of Personnel

Although two-thirds of the handbooks contained at least some
and, in most instances, a relatively large amount of information
on employee assignment and transfer, less than a third (29 per-
cent) dealt directly with employee promotion. Information &bout
promotion was most commonly confined to the promotion of
teachers to administrative positions.

Of the handbooks dealing with promotion, nearly all described
board of education policies, administrative regulations, and the
responsibilities of certain departments or administrators for vari-
ous phases of the promotion program. These policies, regulations,
and responsibilities usually dealt with the frequency and manner
of announcing vacancies, the solicitation of applications, and the
sequence of procedures in the selection of personnel for promotion.
Some handbooks stressed that only one administrator or depart-
ment in the school system was authorized to announce vacancies
and receive applications. Other aspects of promotion which were
covered were: reviewing. credentials and interviewing candidates;
the development of eligibility lists, the promotion, of noninstruec-
tional personnel, and the aelection of personnel for local leadership
training programs.

One-sixth of the handbooks set forth criteria or standards to

"be used in selecting personnel for promotion, including objective
requirements such as degrees, certificates, and experience as well
as certain less tangible factors nndindicaﬁng in a few cases, the
relative importance of those factors.

Some handbooks encouraged teachers to seek promotions and
indicated the action they should take if they wished to be
considered.

Termination of Employment :
‘Regulations and procedures concerning urmhntxon of employ-
.ment appeared in five out of nine handbooks. Usually, the regula-

- tions governing employee dismissal were discussed among other
provisions on tenure and commonly included (1) a statement of
the legal causes for which dismissals might be made, and (2)
regulations governing employee rights in dismissal cases, to proper
notification of an official hearing and to benefit of legal counsel.

Q.
L1
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Most handbooks that deult with employee dismissals also in-
cluded provisions relating to employee resignations. Usually set
forth were the administrative procedures to be followed and, in
some instances, statements of policy concerning.avoidance of in-

term resignations.

Recrvitment and Selection of Personnel

As the handbooks had been prepared for the benefit of personnel
already employed in the school system, most of them did not
include information on personnel recruitment and selection. Of
those that did (about three-eighths of the total number) most of
the information presented dealt with the responsibilities of the
sehool board, administrators, and in some cases selection process,
ranging from the review of credentials to the actual offer of
employment. - )

Applications for Employment

Slightly less than one-third of the handbooks contained infor-
mation on making application for employment. For the most part
this information consisted of instructions to applicants and set
forth the responsibilities of specified personnel for receiving and
processing applications for teaching positions. -




)
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Compensation and Benefits

HE COMPENSATION and benefits provided by a school sys-
T tem for its employees determines to a considerable extent
whether or not it secures enough competent personnel for the
various positions to be filled, and whether or not such personnel
will choose to continue to work in that system. It is important,
_then, that adequate information concerning compensation and
benefits be made available to all personnel. Furthermore, the
policies and procedures for the administration of compensation
have become more complex and need to be carefully defined both
for administrators and for other personnel involved.

Compensation

As table 8 shows, all but two of the handbooks dealt with one

or more aspects of compensation and four of the seven aspects
listed were covered in two-thirds or more of the handbooks.

Table S-Nunb«cndpommdhon&oobmhﬁng information

on compensation
. Number of Percent of
Aespects of compensation hendbocks

Methods of payment 56 76
Determination of eommﬂon 52 2
Salary schedules 51 n
Provisions for advancement on salary schedules. 48 67
Merit pay for teachers. : 4 [
Payroll deductions 42 58
Required personal information nhud to

compensation 29 40
Total handbooks containing information on

compensation : 70 , 97 .
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Methods of Paymom'
More handhooks covered methods of payment, a matter of im-

" mediate and practical importance to school employees, than any

other aspect of compensation. Over three-fourths of the hand-
books dealt with this aspect, usually by indjcating the length of
the period between salary payments or the days on which em-
ployees could expect to receive their salary payments. Some hand-
books also covered optional methods of payment for the summer
months, autothatic bank deposits, the payment of custodial per-
sonnel by community groups in connection with their use of
achool buildings, and the responsibilities of principals and school
business officials ‘for the preparation of payroll forms and the
distribution of salary checks to teachers.

Determination of Compensation

Nearly three-quarters of the handbooks—almost as many as
those for methods of payment—provided employees with informa-
tion on how their compensation was determined. The content
identified with this aspect of compensation was concerned with
the relationships.of professional training, previous teaching ex-
perience, military service, and other types of experience to the
placement of teachers on salary schedules. In some cases the
treatment was extended by including a more detailed account of
policies governing the amount, type,” and recency of prior expe-
rience of teachers in détermining salary placement. Also included
in some instances were the special provisions for determining the
compensation of former teachers who resumed employment in the -
district within a specified period of time, substitute teachers and
other employees not on regular salary, teachers who were em-
ployed for less than a year, and teachers with extra assignments.

Mznyafthohmdboohalloidentiﬂedtheadminlstratomwho
were responsible for evaluating the training and experience and
determining the salaries of newly employed '

Salary Schedules

Over 70 percent of the handbooks dealt with salary schedules
and two-thirds of all handbooks included additional information
on salary increases granted in accordance with those schedules.

Most of these handbooks presented complete schedules in tabular
form ahowing prescribed salaries by levels of preparation and
years of experience. Where tabular schedules were not provided,
enough information concerning beginning salaries and annual in-
crements was supplied to determine the salaries of all personnel
covered by the schedule. In addition to thofnln'y schedules for

—
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regularly employed teachers a number of handbooks also included
separate schedules for administrative and specialized personnel,
substitute teachers, and custodial and other employees and lists of
the amounts of extra compensation to be paid personnel for vari-
ous types of work in the school system. One handbook contained
over 20 different salary schedules including schedules for various
positions, for substitute teachers, and for assignments entailing
additional work.

In connection with salary schedules several handbooks provided
additional information concerning the personnel covered by such
schedules, One handbook, for example, indicated that salaries
for personnel in five different specializations were the same as
for teachers. Other handbooks indicated that exchange teachers
would remain on their regular salary schedules. And in some
handbooks the salaries for administrative and specialized person-
nel were expressed as amounts in excess of what they would have
received as teachers.

Other types of information on salary schedules included (1)
the objectives or standards adopted by the school system on which
the salary schedules were based, (2) the school board’s approval
of the schedule, (8) the responsibilities of individual employees
to see that their actual salaries conformed to the- appropriate
schedules, and (4) the sources of assistance to which employees
could turn for clarification of salary policies and assistance with
salary problems,

While the salary schedules indicated that salaries would "be
inereased according to professional training and years of experi-
ence, they were usually accompanied by additional explanation of
the types and amounts of experience and training required for
advancement on salary schedules. This explanation covered such
matters as the verification of training records, the approval of
equivalencies or substitutions for certain training requirements,
the minimum length of service for which credit would be given
formarypurpooea,theeﬂecﬁvedwuotnhrylnmmmd
the authority of administrators and school boards to recommend
and grant such increases. Also frequently emphasized were 1..c
obligations of teachers to filé'notices of intention to secure training
that would affect their salaries and to submit evidence of having
completed such training prior to certain designated dates.

M &h’y Am . : e e ;,ﬁ-q;:“;,f., ‘l .
A number of handbeoks indicated that satisfactory performance

was a condition for continued advancement on the salary sched-
ule but oply four contained definite provisions for merit salary

-
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awards. These provisions were concerned primarily with the re-
sponsibilities of various administrative personnel for evaluating
teachers and recommending them for merit awards and with
t.becriterhorstandardstobeusedinmakingsuchevﬂuations.

Payroll Deductions

Nearly three-fifths of the-handbooks indicated that payroll de-
ductions were made for certain specified purposes. These included
compulsory deductions for State and Federal income taxes and
for retirement and voluntary deductions such as those for savings
bonds and insurance. Some of the handbooks also provided em-
ployees with information they would need concerning deductions
that could be made at their own request while others identified
the agencies or departments from which such information could
be secured. €

Required Personnel Information Related to Compensation

About 40 percent of the handbooks indicated that employees
were required to furnish certain records and data concerning
themselves and their qualifications before they could receive any
compensation. Among the required items mentioned in various
handbooks were birth certificates, contracts, teaching certificates,
retirement records, and personnel data forms. Some handbooks
also covered the responsibilities of personnel directors or other
administrators for- initiating and maintaining the necessary rec-
ords and of principals for verifying and transmitting such records
tocontnlomeu.

Benefits for School Employees

As table 4 indicates, 96 percent of the handbooks provided some
information on one or more aspects of the general topic of benefits
which included insurance and health and accident protection,
retirement provisions, and miscellaneous benefits and services.

Table 4.—Number and percent of handbooks coniaining information
; on certain benefits for school stoff personnel

. Types of benajte hndtes e
Insuranee and health and aceident protection ___ 59 © 82
Retirement provisions 63 88
Miscellaneous benefits and services 25 . 35
Total handbooks containing information on

96

- benefits 69
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Insurance and Health and Accident Protection

The information which five-sixths of the handbooks provided
concerning health and accident protection for employees was con-
centrated primarily on workmen’s compensation laws and the co-
ordination of benefits under those laws with the provisions for
sick leave. Many handbooks also emphasized the need for prompt-
ness on the part of employees in reporting injuries suffered while
at work and the responsibilities of principals, nurses, and school
physicians regarding injuries of employed personnel.

Some of the handbooks also provided basic information on the’
cost and type of protection provided for school employees by vari-
ous health and life insurance plans or identified the personnel or
the other publications from which such information could be
secured. Of these plans, a few were financed wholly or in part
by the local school district, but most of, them were available to
employees only at their own expense, with local school offices
assisting with the registration of personnel, the collection of
premiums, and other administrative details. '

Retirement

Teachers and other school employees, most of whom have been
. brought under the provisions of statewide retirement systems or
under local retirement systems authorized by State law, need to
be informed concerning the amount of their retirement contribu-
tions, the amount of the contributions provided by the local school
dlstrict.theeompulscrymﬁmmentmmdthemuntofmﬁw
ment compensation available under the prevailing schedules of
contributions. At least one such phase or basic provigion of re-
tirement was included in seven-eighths of the handbooks. Some of
these also included information on Federal social security coverage
for school employees, survivor’s benefits, withdrawal privileges,
the computation of prior service and regular service time, and
the minimum number of days and types of service which con-
stitute a year for retirement purposes.
Almoattwo-thirdsofthehandbooksspeciﬂedreeordaortypes
of personal data which employees were required to furnish to
imuguratetbeirretimmentprommortordmtsﬁemchpro—
grams that had been discontinued. And about one-fourth dealt
with certain retirement options that were available to all em-
Rloyees, to new employees, or to emplqyees about to retire. Many
of these handbooks supplied information on opportunities for
cmploymhhaﬁutbdrroﬁmmtmghww
contributions, on credit for out-of-State service and on procedures
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to be followed by employees who wished to keep their retirement
in force while on leave or in temporary employment outside the
school system. About one-third of the handbooks referred em-
ployees who desired further information to other publications
or to various agencies such as State retirement systems, central
school offices, and local school personnel departments.

Miscellaneous Benefits and Services

About “one-third of the handbooks described miscellaneous
benefits and services that were available to employees, but were
not actually provided by the local school systems. These benefits

and services included credit unions, purchasing services, and a

local blood bank for school employees.

R




Chapter VI

»

Employees’ Time and Load; Employees’ Absences

HE MANAGEMENT of the time of teachers and other em-

ployees is a matter of considerable interest to school boards

and administrators and to school employees themselves. For effi-

cient service, standards or guides should be established concerning

the workday, the workyear, interruptions in service due to meet-

ings and vacations, and the use of the teachers’ or other

- employees’ time both within and outside their school work
assignments.

In addition to the general organization of employees’ time and
workload, school systems have to provide for employees’ absences,
both to maintain continuity in instruction and in services and to
protect the health and security of employees. To do this many
school systems have established procedures for securing competent
substitutes for employees who are absent and provisions for con-
tinuing the compensation of those employees while they are absent
due to sickness or other designated reasons.

. Employees’ Time and Load

As indicated in table 5, 94 percent of the handbooks provided
information on one or more aspects of employees’ time and
workload.

~ Employees’ Day |

. Policies and procedures relative to the workday for teachers
were included in more than 80 percent of the handbooks, Usually
these policies and procedures dealt with such matters as time of
arrival at and departure from the school building, the hours
during which teachers were subject to call, and the amount of
out-of-class time to be spent in school. Some handbooks also dealt
with the responsibilities of principals and other administrators
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Table 5.—Number and percent of handbooks containing information
on employees’ time and lood
J

Number of Pereont of

Asperts of emplopess’ time snd lead Boadbooke
Employes’s day . 59 82
Work periods e 84 47
Meetinge and vacations . g2 2
Employees’ load ——— . 42 58

Total handbocks containing information on

enmployess’'timeand load___. . g8 04

in connection with the observance of designated school hours, and
indicated the factors to be considered in approving any variation
from those hours. A few handbooks specified a minimum
amount of time for teachers’ lunch periods. :

Work Periods

Nearly one-half of the handbooks dealt with the workweek or
the workyear, covering such items as the opening and closing
dates of employment periods; the number of days of actual em-
ployment in the school year for teachers, administrators, and
specialized instructional personnel; and the length of the work-
week for classified or noninstructional personnel. Also covered
., [h some of the handbooks were the functions and responsibilities

ufachoolbourdlmdldminimmnfortheopeningmd closing
of schools, the completion of end-of-year reports and other ac-
tivities, and the approval of requests from personnel for early
departures at the end of the school year.

Meetings and Vacations i

Meetings and vacations were covered in 70 percent of the hand-
books, usually with major emphasis on the tifne and place of
regularly scheduled school or district-wide meetings for teachers,
However, some handbooks also dealt’ with the time and money
available for personnel to attend meetings outside the local dis-
rtrlct.ﬂnpmeednmtobofonowodbyunplomlnmnuﬁng
permission to attend such meodmmdtbempondbmﬂqof
school .boards, administrators, and committees for approving such
requests.

Information on vacations was generally limited to the number
of days available to administrators and other personnel who wers
employed on an annual basia. ‘_ .

Employees’ Load -
Content related to the werkload of teachers, and in some cases
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of other employees, appeared in nearly 60 percent of the hand-
books. Many of these handbooks identified the types of activities
that were generally included in a normal teaching assignment |
and the factors such as number, size, and type of class and extrs-. ‘
currlcnhrudxnmenhthatmukenlntoeonddeudonby
principals and other administrators in measuring and equalizing
teachers’ workloads.

In some handbooks considerable emphasis was placed on out-
side work as a possible deterrent to the effective performance
ofheuhingorothermlgnmenuwithin the school system. Em-
ployees were instructed to keep certain administrators informed
of their outside employment and to observe prescribed restric-
tions concerning the amount of time spent on outside work, the
‘ﬁmeofdgyduﬂngwhichuuchworkmperfomed and the ac-
ceptance of outside employment invol sales or service relation-
ships with their local school districts. The information on outside

+ employment also frequently covered the functions and respon-
" sibilities of achool boards, superintendents, and principals for au-
thorizing outside employment, enforcing restrictions, and curtafl-
ing employees’ outside work because of its adverse effects on their

performance of regular school assignments.

Employees’ Absences

The only general topic that was treated in all of the handbooks
was employees’ absences. Each handbook included “at least one
item of information related to one or more of the four aspects
of employees’ absences listed in table 6, and each of these four
aspects appeared in from 81 to 94 percent of the handbooks.

Table 6.—Number and percent of handbooks containing information
on employees’ absences

Number of Peroont of
 Aspects of emplayees’ edsences Aendboky Aondbosks

Absences due to sickness, quarantine, maternity,

or bereavement 68 94
Other types of absences 60 88
Salary provisions related toabsences .58 8
Substitute service and other arrangements tor
r employees’ absences (1) 83
Total handbooks containing information om
absences __ i '} 100
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Absences Due o Sickness, Quarantine, Matemity, or
Bereavement '

MthOlnd!mm.mbutfourodﬂnhmdboohdedt with
mdmmdcheagqumnummtymbamm
Nurlylnalthuohmdboohspedﬂodthenmmntoﬂeavewﬂh
wth&twouldboallowndanamplomwbuehewnhsbaentdue
tohhmmnas,umdlylnvarmlofaeartﬂnnumberofdm
allowedparmmdamulmmnnmberoquynmtwnldbe
wmmuhhaimdurﬂodomtmmbom.

In addition to the basic provisions for sick leave, many hand-
books also dealt with various applications of sick leave such as
the amount of sick leave allowed for illness in the amployee’s
!amlly.themofallmihodmmb&refdnysGfdélawforper-
sonal business, the amount of sick leave available for employees -
-nttbebodnningofa'choolyurornttheﬂmeofempioyment.
and the use of sick leave for absences during inservice training
sessions. Someofthemonuundvemddcmledtxuhnmuaf
sick leave covered (1) separate leave provisions for noninstruc-
tional personnel; (2) the maintenance of sick leave privileges
for employees on professional, military, or sabbatical leaves of
absence; (8) the reinstatement of accumulated sick leave for -
formerem.plomwbohadmhumdtooervioeintbeochool dis-
trict within a specified period of time: and (4) the transfer of
sick leave credit from other public agencies. Some handbooks
also included regulations and procedures concerning the use of
sick leave i conjunction with disability leave and retirement and
the coordination of sick leave benefits with workmen's compensa-
tion in order to prevent double compensation.

Some of the content dealing with absences due to illness, ma-
ternity, or bereavement covered the respunsibilities of various
administrators for determining the amtunt of leave with pay to
which employees were entitied and of school health departments,’
schoolphydcims,mdpr!hdpdnforinddnztbehenlthofem’
ployees and their fitness to return to. work. Included in some of
thehmdboohwuespodﬂcinWﬁomtoemploymforﬂnnz
reports and physician’s certificates in connection with their
absences, ‘

Other Types of Absences.

Whlhemployu-mbohmponﬂlytbuntoronhnotnb-
mdmbmnugmtu-nity,wbuumnt.theymabo
be absent for various other reasons. Five-sixths of the handbooks

covmdmotthuoaddiﬁondhn&afm Leaves of
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absence, salary deductions and other provisions were covére¥ in
connection with employees’ absentes because ! of jury duty, wit-
ness and election d<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>