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ADMISSION OF PUPILS TO FIRST GRADE

"Any child who has attained the age of five years and nine months
on ar before the first day of the month within which schools open

in any county during sy moecpxssomsxximzmt year shall be admitted
at the beginning of the school term, o may be admitted at any time
during the first menth of the school ysar to the first grade of any
school having annual promotioms, but if any child is not so enrolled
in the first grade during the first month of the school year, except
for 1llness as certified by & physician, he shall not be admitted te
the first grade until the begimning of the following school year."”
(Fla. 3tatutes, Sec, 232.01). The Attormey General has ruled that a
child who is six years of age on or before January 1 following the
opening date in September may be enrolled.

The principal shall require, either prior to or at the time of en~
rollment, that the parent present a birth certificate or othsr legal
document asevidence of the child's age. Failure tc present such
evidence shall bar the child from registration. The following are
accep table?

a. Hirth Certificate.

be GCertificate of baptism showing date of birth and place of baptism,
plus sworn affidavit by parent.

ce Bible record accompanied by parents' affidavit.

de Passport or certificate of arrival showing age of child,

e. An insurance policy on child's life which has been in force two
Or MOre Years.

fo A transcrjppt of record of age in child's school record of at
least four years prior to application,

ge If none of above is available, an affidavit by the parent
accompanied by certificate of age signed by the public health
officer or a physician,

Attendance and Pupil Assignment., A paremt enrolling & child in a
county school for the first time shall complete and file in triplicate
a pupll assignment application. The prineipal may make temporary
assignment, but permanent assignmemt to any school shall be made by the
county superintendent or his delegated assistant. (Fla. Statutes)

Transfer of Pupils. The parents shall notify the school in advance of
intention to withdraw a pupil from school. Parents are responsible for
having the child retum all textbooks, library books, etc.

A parent who transfers a child within the county system shall complete
and file a pupil reassignment application in triplicate. (Fla. Statutes)
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ADVERTISING

Sehools are not to be used as agencies far the distribution of
advertising meterials for delivery to psrents. No materials

from outside of school sources should be distributed to homes
P ou' e or approval o uper ent.

Permitted advertising materials should be of the type teachers
seek for classroom use,

Schools may use films of educational materials which contain a
minimum amount of coxmercial advertising.

Free materials, meeting all of the following criterla, may be
accepted for classroom and school purposes:

1, The msterial is not of a sectarian nature,

2. The material fulfills a legitimate purpose of the school
curriculum,

3« The selfish or private purpose of the sponsor is not
prominant or dominant in the material,

ke The advertising feature of the material is not blatant.

5¢ The material does not violate the attitudes which are
recognized as ideals of the school system or of our socletye.



AGENTS, SOLICITORS, SALESMEN

No agent, soliciter or salesman, who does not present written
authorization from the Superintendent, shall be permitied to can~
vass, solicit or attempt to sell to teachars, students or school
committees, This prohibition shall not necessarily apply to
local civie, professional or P.T.iA. Organizations,

£ 7 e
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INSTRUCTION IN AMERICAN CITI ZENSHIP

Students should receive instruction in the principles of demscracy,
how to preserve and to advance demscracy, and how they may contribute
to the general welfare of the Ameriocan way of life.

Political parties being an integral part of the American system of
government, it is fitting that pupils be given opportunity to know
and understand, through study and classroom discussion, the origins,
development and concepts of such parties, the methods of selection
of candidates for public office, and the machinery by which they
are electeds

Teachers conducting clasaroom discussions relating to the desperatic
process have a serious responsibility far the exercise of sound
discretion with respect to (a) selection of subjects for discussion,
and (b) the nature and scope of the discussion,

The following minimum standards are to be observed:
1, The program should be instruetional in nature,

2+ The plamed cbjectives of the program should be pursued
consiastently.

3« The objective is honest inquiry, not framed issues to
manipulate the students into accepting & predeterwined
position,

ke Discussion of perscnalities ar personal characteristics
of eandidates should be avoided.

Se ldealisms or political philosophies which are contrary to
the democratic process should be discussed with the greatest
camation to avoid the impression that such forms of government
are, in any way, preferabls to the American democratic Process.,
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RELEASE FROM APPOINTMENT

le The board does not feel obligated to release an smployee from
contractual obligatiens unless sufficient notice is glven for
appointment of 8 replacemsnt, Morsover, such release will not be
nade if sueh would be to the detriment of the achool and the
educational welfare of the children,

24 A teacher who leaves the employment of the board, without
securing a satisfactory relesse, will be reported to the State
Board of Edueation for breaking his contractual agreements,



APPOINTMENT OF SUBSTITUTE TEACHERS.

Where possible, teachers with iull certification should be used as substitute
teachers, Salaries for sibstitutes are based on certificates held. The

State will reinmburse the county only for teachers holding Florida certifi-
cates,
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ATHLETIC EVINTS

Varsity football games should be scheduled for Friday or Saturday
nights unless the day following is & holiday. Exceptions may be
made for games postponed due to weather or other emergencies,

The Principal and coaches should provide group insurance for the
protection of participsnts., MNerewver, the principal shall require
and leep on file in his office ths parents' writtenconsent and the
doctor's approval for eash partieipant,

Pupil Insurance. It is not legally possible for the county board
to offer group insurance to pupils whils they are actually at school
or participating in school activities, It is recommended, however,
that principals make available to parents some plan of pupil group
insurance.
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ATTENDANCE FOR CREDIT

A student must complete the semester's work in order to be promoted
or to receive credit for the semester's wrk, Students who complete
the semester's work, exeept taking the final examinations, may, at
the discretion of the prineipal, arrangs to thke the examinsations
prier to the opening of the succeeding school year,

Students who enrell in school or class late but prior to the end
of the first month of school may be allowed to make up the class
work in order to receive full semester credit, If a student
enrolls after the end of the first month of school, he shall pre-
sent evidance of grades earned in another school during the time
of attendance in the first month of school,

Students who transfer from another school to an Oseecla County
school, shall enroll within 30 days from the date of withdrawal
and comply with the provisions of paragraph "A" above, in brder
10 earn full credit for the semester's work., However, in cases
of illneas or other instances of extreme nature, rendering the
student's attendance impossible, the respective school may make
an exception, subject to the approval of the principal.

A student must have been enrolled in school as many as fifteen
school days of a grading period to receive a report carde If a
student withdraws ani does not gualify for a report card under

this provision, he shall be issued a statement of Academic Achievement,

/77
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ATTENDANCE PROCEIXRE

It is the responsibility of the principal and the teacher to encourage
regularity and punstuality, and to check the attendance of the students
twice daily, Cases of absence not handled by the school personnel should
be referred to the Attendance Departmert.

Students who have been absent excessively shall be reported in accordance
with instructions issued by the Attendance Department,

Absences may be excused for the fellowing reasons:

le Illness of the student,

2 Illness or death in the immediate family of the student,
3+ Finsncial inability.

s Distance exemption,

If there is a reasonable doubt concerning the illness claimed, the
principal is suthorized to require a statemsnt from an accepted medical
suthority, Failure to comply with this requirement will result in the
absence belng "unexcused®,

In cases of excused absences, the students must be allowed to make up
the work and teachers of the students must give every reasonable
assistance., Makewup work must be completed, under normal circumstances,
during a period of time equal to at least twice the time for which the
absence is excused,

“Permitted® absences may be granted. OSuch absences are the direct
responsibility of the prineipal only who shall determine the merits of
each individual case. "Permitted" absences should be treated in the same
manner as "excused” absences except that the student shall assume complete
responsibility for the "make-up"” work, The teachers should cooperate by
making assignments, grading materials and recording grades, Examples of
situations warranting "permmitted" absences include:

1., To attend an important publiec function.

2., To attend church meetings or to observe religious holidays.
3, To travel with parents in urgent circumstances,

he To attend conventiore or conferencss,

All absences other than "excused® or "permitted" shall be deemed
"unexcused" snd a failing grade shall be recorded for the period of
the "unexcused" abserce,

Students whose absences have been approved as "excused" or ‘permitted"

and who complete the "make-up" assignments as required by school policies,
shall receive grades for the periods of such absences in the same manner
as if not absent from school.

All absences, whether "excused", "permitted® or ™unexcused", shall be
enterdd upon the attendance Register as "absem®,



CONSIROLICE--CONOPRNTNG ALLONABLE ABSENCES TO BE ELIGIBLE
FOR PROMOTION.

Adopted by the Board of Public Instruction of Osceola
County, Florida on December L, 1962.

Any Osceola County student is allowed to miss only
twenty (20) days of school per year to be eligible for
promotion to the next higher grade.

Exceptions: Any prolonged illness (five days or more
supported by a doctor's statement) shall
not be counted in this nunber if work missed
is made up.

Any student who has periodic illness
(supported by a doctor's statement);

such illness shall not be counted in this
number if work missed is made up.

The school shall notify the parent of a child that has
reached fifteen (15) days absence. This notification
shall be other than the child's report card.



BAND INSTRUCTION

A. Band instructors may be permitted to give private lessons to their
individual students who exhibit spscial ability providing such
instruction doss not econflict with the assigned responsibilities
as an exmployee of the Board of Publie Instruction.

Cs Public school facilities may not be used for such instructions



SCHOOL BANDS

A. School bands may participste in civic and noneschool functions with

the approval of the mrincipal, provided sush functions are not partisan
or political.

B. Participation outside the county and actually not under the sponsor-
ship of the Floride High School Activitiss Association will require
prior approval from the county board.
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SCHOOL BUDGETS AND EXFPENDITURES

It shall be the responsibility of the principal to prepars & proposed

district budget. Thers should be an equitable distribution of funds based
on the needs of each department,

2.
3.

e
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Ho purchase shall be made without the consent of the principal,

All bills shall be acoompanied by an criginal invoice and shall bear
the signature of the receiving party.

All purchases of §25 or mare shall be preceded by a requisition made
in triplicate and fuarwarded to the county superintendent far his
signature. It is desirable that price quotations and bids be secured
on major items.

The principal shall keep an acourste record of sach expenditure and
shall charge each expsnditure under ths proper budget account number,

Inwices for purchases shall be checked, assigned a budget number and
signed by the prinsipal before being presented to the county office for
payment,

All bills shall be presented promptly for payment. It is poor business
practics to delay paying valid bills,

Purchases must not be made during a current fisecal year for payment
during ths anticipsted fiscal year., lHoreover, installment purchasing
shall not be mede sgaimst any scheel account vhere payments are to be
carried over for payment in the next year or years without the approval
of the county board,
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BUILDINGS AND GROUNDS

The prineipal of each school shall (a) be responsible for the care and
maintensnce of the buildings and grounds, and (b) supervise the
custodial staff of the school in maintaining an adequate program for
such care and maintenance.

Maintenance or repairs which cannot be handled by the school custodial
staff shall be reported to the Superintendant and become the responsi-
bility of the Maintenance Crew,

The principal shall make recommsndations regarding needed repairs to or
renovations of school bulldings to the Superintendent at such time as
they are needed,

-
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BUSES « USE OF

School buses. The principal of the school mey apply to the Superine
tendent for the use of school buses, under the following conditions:

1.

2,

3

e

Se

e

Buses may be used for scheol activity tripe, upen prior approval
by the Superintendent,

Buses may be used for instructional field trips, which will end
not later than 23100 pem., upon prior approval by the Superintendent.

Use of school buses shall be confined to the counties adjoining
Osceola County and/or a maximum distance of 100 miles,

Expenses for use of school buses for such activities or trips
shall be paid by the sponsering organisations; rates are determined
by the Transportation Supervisor and Superintendent.

Spensaring organizations shall be respensible for the general con=-
duct of students while riding on school buses.

Application for use of school buses for the above purposes must
be made to the Superintendemt not later than three ‘(‘;IS’ days prior
to the date for the anticipeted trip.

Vehicles other than school buses, Principals shall not permit school

activity trips, instructional field trips, or schoolesponsored trips
of any kind, in vehicles which are not in proper operating condition,
safety-inspected, properly licensed, and insured for bodily injury
liability and for property damage.
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CERTIFICATION

It is the responsibility of the teacher to secure and to meintain a
valid Florida certificate.

A valid Flerida certificate or evidence thet application has been made
shall be filed with the Superintendent. Selary checks may be withheld
unless the required evidence is filed in the Superintendent's office
within twenty (20) working days after reporting date.

It is the responsibility of the teacher to keep & certificate in force
and registered,

The teacher simll file her certificate with the county superintendent
immediately upon receipt thereof, A thermofsx copy will be made and the
original will be returmd to the teacher,

All eredit made subsequent to original certificate shall be recorded in
the County Office immediately upon receipt of said credit,

According to state law, all work toward certification must have been
completed by September 1, and application for a certificate filed by
Uctober 1, with the State Depertment of Education.

Teachers teaching out of field must be able to meet teachsr certifi-
cation requirements by securing permits to wach suwbj ects not listed
on face of certificate.

"Permits to Teach Subjscts Not Listed on the Face of a Certificate.
In those cases where it is necessary to secure a special permit for
a teacher to teach out of her field of certification, the principal
shall be responsible for making the ap,lication on the basic accredi-
tation reporte For all permits after the first, the tsacher shall
have earned O semester hours in residence or extension classes
(correspondence credits not applicable) in an approved institutien.
These credits shall be toward proper certificatien and shall have
been earned prior to the begimming of the schoel year for which the
permit is needed and subsequent to granting of the previous permit.
No more than five permiis may be granted to any one teacher.”

(P, 8, Florida Teachers Certification Requirements. Adopted by
State Board of Ldusation, &pril 12, 1560)
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CARE OF CLASBROOM AND PROPERTY

It is the responsibility of the teacher to sse that her classroom is
clean, attractive and properly ventilated,

It i3 the responsibility of the teacher to see that pupils exsrcise
the proper use and care of schocl property. The destruetion and de~
facing of property within ths classroom will be charged to the neglect
of the teacher,

Teachers are expected to care for school property with utmost sincerity,



CO CURRICULAR - RESPONSIBILITIES OF TBACHERS

Esch msmber of the instructional staff of the school, no mtier what his or
her class load assignment may be, shall, umdar leadership of the principal,
carry his or her falr part in the total concerns of the schools, including
ineservice ireaining, administrative faculty meetings, policy mking, noon
duty, bus duty, pre amnd posteschool confersnces, committee assigmmentis and
the entire category of duties and responsibilities necessary to making the
school function as a total organizatione
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COLLECTION OF MONEY FOR INSTHUCTIONAL SUPPLIES
. A, Parents, teachers, and principals are aware of the sxpense involved
in sending a child to puhlie schools, The portion of the cost of
operating the instructional program, over and above the funds
provided through publie support, has constantly increased, waking
it essential that all principals review thelr program of fees,
) Bu Wo teacher shall collect money for instructional ma terials,
: newspap ers, magazines, stc,, without recelving prior approval
from the principal upon written application for permission to
¢ make such colleotion
i
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CONTRACTS

A teacher's contract cannot be issued until a valid Florida certificate
is received and filsd with the county superintendent, E¥he rank of the
certificate will, in part, determine the base salary.

A oentinuing contract is a contrmet for teaching service (as defined
below), issued under the provisiems of Sec. 231.36 Florida Siatutes,
entitling the holder to continuing employment without amnual reappointment .

In accordance with the provisions of Sec. 231,36 Florida Statutes, each
member of the instructional{Tsupervisary staff who is properly certificated,
who has completed three years of service is Uscecla County, who has been
reappointed in Osceola County for the fourth swcessive year, and who has
met the requirements of Sec. 231.16(2) relating to cemprehensive examina-
tion and score thereon, shall be entitled to and shall be issued a continuing
contract; provided:

If the Board of Public Instruction prescribes that the period
of probationary service shall be extended to four years, and
if such extensien is agreed to in writing by the amployee,
such employee shall be entitled to a continuing contract
following resppointment in Oseesla Coeunty fer the fifth
sucoessive year,

Continuing contracts for certificated personnel shall be issued in only
the following classifications:

1. Instructional

() Supervisors
(b) Principals
(¢) Teachers

(d) ILibrarians

With respect to continuous service for purposes of continuing contracte
and ten years! contimous service in Flarids (but not with respect to
anrual inorements), service for a fractional part of a ysar shall be
recognised as a year continuous with ismsdistely preceding and suceeding
years, provided teaching service (as defined below) was actually performed
for more than half of the normal contractual period of service for the
position held, which period shall be ten menths or longer, and providing
that absence from duty after the date of beginning serwise that yesr was
covered by leave duly authorised and granted . No mere, or no less,

than one year of teaching service may be reoognized on the basis of
service rendered during a single fiscal year,

In the event the continueus service is performsd in more then one
position or capacity, the contimuing centract to bs granted following
reappointment, as above provided, shall be in the pesition or capscity
held at the beginning of such three-year period.
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tions and procedures shall bc l : g rq '
of competence awards provided by law. (Sec. l, G’h. 61-263, Laws of | ur:!day o o
Secs 236,021, Florids Statutes) (Adopted February 6, 1962) RGO
Ay Definitions,
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"Teachers and other instmctional personnel" eligible for competence
awards shall be full time employees of a county school board who

- eonform to the definition of instructional personnel containsed in

Section 228,041(1h), Florida Statutes, excluding administrative
personnel as defined in Section 228,0L1(15). The ierm “teacher”
when used alone in the administration of this program shall include
all perscns defined as instructional personnel,

The term "gqualifying score" shall mean a score of 600 or higher on thes
comuon examination of the National Teachers Examination, or an
equivalent score on some other examination as prescribed by the
State Beard ef Education pursuant to law,

Any teacher who is granted a competence award shall:

ls £Eleet to becoms eligible for a competence sward, as provided
by law, and shall file a written notice of such election with
the county superintendent,

2e Arrange,to have the qualifying score, as prescribed by law, filed
with the county superintendent directly by the agency which
administers the examination and determines the score, or by
some other county superintendent with whomd it has been filed

directly by the agency,

3¢ Be evaluated as among the most effective teachers in the county
in acecordance with standards and proecedures prescribed by law
and policies of the county board and be "so evaluated in the
year preceding award that he ranks among the highést thirty (30)
per cent of all the teachers in his county in the year in which
the awards are made." The evaluation shall include the criteria
for competence prescribed by law and such other criteria not
in conflict therewith as may be preseribed by the county boards
(Section 236,021(L), Florida Statutes)

ke Teach in the county and rentler satizfactory service the entire
school year in the fiscal year in which the award is made, the
entire school ysar being defined the same as for establishing
continuing centract status and continuity of service. (Section
16642 and 168,2, State Board Regulations.)

All full time instructional personnel shall be considered to determine
the highest thirty (X0) per cent in competence among all teachers in
the county and teachers may be granted compestence awards regardless
of contract etatus or length of service,
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The maximum mumber of teachers eligible for competence awards from
state funds in a county in any year shall be determined by taking
thirty (30) per cent of all the full time, and full time equivalent,
instructional positions destermined in the computation of the final
Minimum Foundation Program in HMarch of the fiscal year in which
awards are made, and rounding to the nearest whole numbers

when any teachers in a county are eligible for and alsct to beconme
eligible for a competence award, procedures shall de set up for the
considaration of all the instructional personnel of the county to
fetermine those who rank among the highest X per cent of all the
teachers in the coumty in competence and for any further evaluation
of those who slect to become eligible for competence awards payable
from state funds. Nc teacher shall be evaluated specifically for a
competence award payable from state funds unless he has filed written
notice of election to becoms eligible with the counly superintendent,

On or before a date specified by the State Superintendent of Public
Instruction in the fiscal year in which competence awards are made
the county superintendent shall certify to the State Superintendent
the names, positions, and qualifying scores of all teachers in the
county who (1) wm have filed & written notice of election to becoms
eligible for a competence award, (2) have filed a qualifying score,
(3) were evaluated as being among the highest thirty (30) per cenmt
of all the teachers in the county in competence, as provided by law,
and (L) are currently rendering satisfactory service as teachers in
the county, together with any sdditional supporting information
required by the State Superintendent,

The State Superintendent shall compute the amount due the county

for competence awards at the rate of $L00 for sach teacher whose nane
is certified by the county superintendemt as being qualified for a
competence award, and shall arrange to have such amount paid to the
county scheol bosrd from the appropristion for competence awards.

Before the end of the fiscal ysar the county board shall arrangs

to pay the competence awards to the teachers to whom granted, kesp-
ing such records and accountis as are necessary to show clearly and
conveniently that such awards "are in addition to all other salary
allotments and requirements," as provided Ly law.
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CORPOBAL FUNISHMENT

Teachers...."May not inflict corporal punishment before consulting the
principal or teacher in charge of the school, and in no case shall

punishment be degrading or unduly severe in its nature...." (Florida
Statutes, Sec. 232.27)

Corporal punishment shall not be administered with malice or in a time
of anger nor shall the punishment be unreasonable or of such nature as
10 lesave permmnent marks or psrmanent injury. At least one adult
witness shall be present at the time the punishment is administered,

[\
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CUSTODIAL SERVICES

The custodian is directly responsible to the principal. His duties shall
be as follows:

1.

Keep the janitorial supplies neat and orderly.

Keep the grounds free of paper and trash,

Keep shrubbery trimmed and properly fertilised and cared for,
Keep windows clean.

Maintain a regular sehedule of cleaning chalkboards.

Keep tollets clean, properly disinfected and free from objectionadlie
odors.

See that drinking fountains are clean and sanitary.

Make miner repairs to plani and equipment.

Keep principal informed as to supplies needed.

See thad windows and doors sre properly loeked before leaving,
Report immdiately any damage to equipment or to the building .
He should report persons responsible for damage, if known,
Repert any safety hamards immediately,

See that fire extinguishers are kept properly charged,

See that buildings are properly heated on cold mornings.

The janitor shall not leave the school premises without the
permission of the principal,

There shall be a regular schedule of not less than eight (8)
working hours daily,
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24
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DISMISSAL OF SCHOOL

All schools shall maintain a regular schedule. No school shall
dismies prior to the regularly scheduled hour without permission
of the county superintendent, except when in case of an extreme
emergency the welfare of children requires immediate dismissal,

A regular schedule shall be interpreted as attendance in accordance
vwith the dally schedule of classes or participation in a regularly
scheduled field trip. FPlamed room partiss within the classroom or
school area will be recognized, but should be limited %o a few special
ccoasions and restricted as to length. The following will not be
regarded as a part of the regular schedale:

a, School parties and pionics outside the school area.
b, Attendance at athletic events during class hours.



DRIVER TRAINING

A, The Driver Training sutomobile, loaned to the scheol by an automobile
dealsr, shall not be used other tha, for the purposes of the actual
driving program, except to transport the car between the school md
the place of storage.

By The Board of Public Instruction carries liability insurance with respect
to ths Driver Training automobile, When ths automeoblile is coperated in
the heavily-congested areas, the driver should be aware of responsibility
in case of accident, Standard accident report forms should be available
in the automobile at all times,

Ce In case of accident, the driver shall:

1. Call the prineipal; if the principal cannot be reached, call the
City Police Department, the Sheriff's vspartment or the Highway
Patrol, whichever seems advissble under the circumstances,

i\ : 2, Complete an accident report form in the presence of the first
school official or law enforcement official to arrive at the scene
of the agcident,

the details have been approved by the Supervisor of Instructions Flaming
for a new program should begin several months prior to the opening of
school ,

J D¢ Approval for new programs must be obtained from the Superintendent after

Ee The principal shall make provisions for funds sufficient for the operation
of the automebiles and for the purchase of instructional supplies. The
aaount of the fund is to be determinsd by consultation with the directer
of the budget.

H )

Fe A form of agreement between the automobile dealer and the Board of Publie
Instruction, regarding the lomn and use of the sutomobile in the progranm,
shall incorperate the respective responsibilities of each party.

I A
Lo

] Ge All teachers assigned to the Driver Education Program must be certified
in accordance with the State Department Regulations. The program of
study shall comply with one eof the recommended plmns sst forth by the
3tate Department of Education. The selection of the plan must be made
prior to the beginning of the school year, and must be approved by the
Superintenient,

H, Any student who has attained the age of 1l yesars and ‘who has complated
the eighth grade, upon the approval of the principal, shall be eligible
to enroll in the Driver Education oourmes
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DUTIES OF TEACHERS

Teachers shall teach efficiently using the books and materials
“quir'da senee the rbll“ing

a. The essentials of the United States Constitution

be Flag edusation including proper display and salute

ce The elasments of civil government

de The alemstary prineiples of agriculture

e. The true offeets of aloochol and intoxiecating liquors and beverages
and narcotics upon the huwmsn body.

fo The history of Florida

g+ Conservation of natural resources

he The basic materials and subjects according to grade classification.

i. Americaniem versus Communisw.

Read from the Holy Bible in the presence of puplls at least once each
day without sectarian comnment,

"Labor faithfully and earnestly for the advancement of pupils in their
studies, deportment and morals... and tc inculeate by precept and
example the principles of truth, honesty and patriotism and the practice
of every Christian virtue." (Florida Statutes, Sec. 231.09)

Treat pupils....kindly, considerately and humenely in the administration

of discipline. (See corporal punishment, Sec, )

"Require pupils to observe personal cleanliness, neatness, order,
prompiness, gentility of manners, avoid vulgarity and profanity, a

regard for the rights and feelings of others, and their own responsibilities
and daties as a citizen,"

Attend such conferences as may be required by law, the state superintendent
or county superintendent.

Cooperate in the enforcement of school laws and state and county board
regulations,

Keep such records and make such reports as may be required by iixe law,.

Conform to all rules and regulations as may be required by the state
board or the county board,

See that the school building and furniture are not unnsceasarily defaced
or destroyed,.

Follow instructions for fire or emergengy drills,

Deliver keys, records and reports at the close of school as directed by
the mrineipal,

Follow a regular and effective system aof daily lesson planning,

Fulfill the terms of the writien contract unless rsleased from the contract
by the county board as prescribed in Sectien 230433 of the Florids Statutes.



ERROLLMENT OF OUTOF=-STATE STUDENTS

The following persons must preaent Florida Motor Vehicle Registration as
& prerequisite to enmrollment:

1. Parents who are not bonafide residents of the State of Florida, who
own and operate a motor vehicle in Florida and who seek to enroll a
child ear ehildren in the public schools.

2o Adults who are not bonafide residents of the State of Florida, who
oun. and operate a motor vehicle in Florida and who apply for admission
to classes in the Adult Education or Vocational Education programe
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EMPLOYMENT OF NON-INSTRUCTIONAL PERSONKNEL

School Secretaries

School secretarisse will be employed upon recommendation of the princi pals.

Custodial Staff

1.

24

The principal shall recommend to the county superintendent persomnel
for the custodial staff, He shall be responsible for their guidance
and direction. Moreover, the principal should sscure the cooperation
of teachers snd pupils in caring for the school plant and the grounds,

The prineipal shall dismiss any member of the janitorial staff for
fallure to perform his duties or for lack of cooperation, snd shall
notify the county offiee in writing,

Lunehroom Staff

1.

24

30

The principal shall appoint members of the lunchroom staff, He
should consider age, health, training, experience and personal traits
in making his selection, The lunchroom workers are under the superve
sion of the lunchroom manager who is directly responsible to the
prinaipllo

A member of the lunchroom staff may be dismissed by the principal.
The following will be cause for dismissal:

a., lLack of personal clesanliness

be Failure to keep lunchroom policies and regulations
Ce Lack of health

de Fallure to attend training schools

ee Inability to work harmoniously with others.

The lunch service must be recognised as a significant part of the
total school program. The necessity of well planned, nutritious
meals cannot be overemphasised,



FACULTY MEETINGS

Each principal should hold reguler and such special faculty meetings ss he
may consider necessary. In the problem of guiding youth, it is imperative
that teachers plan together. Furthermare, schocl faculties nesd to mest
and plan together for the sake of unity. Faculties will find it profitable
to consider together matters such as:

1. Administrative problems and procedures
2+, 8chool policies
3+« Professional study for improvemsnt
No teacher should take the prerogative of being absent from a faculty

meeting without the principal's approval. Absence should be approved in
advance,

)37



FIELD TRIPS

A. Teachers planning field trips should:

l. 3ochedule each trip with the schoel principal, specifying
the destination, ths methed of transportation, and the
period of absence from school,

2e Complets all necessary arran;ements with the orgsaization,
firm and/or owner of the property to be visited,

3« Ubtain from parents of all pupils who are to partiecipate in
a field trip, written perwission, on county-approved forms,
for their children to be away from school during the time
required for the trip.

Be School tuses may be used for school activity trips for which approval
has been obtained from the Superintendent,

o %
é/ :ﬁ"; i
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FIRST AID - FIRST AID EQUIPMENT

A. Each school shall be equipped with a complete first aid cabinet or

kit approved by the Health Department and available for use at all
times,

Be Separate and complete firet aid kits shall be maintained in special
areas, such as: separate buildings, shops, school lunch kitchens,
and physical education areas,



FLORIDA EDUCATION ASSOCIATION

1. Schools of the county will be dismissed in order that teachers may

2.

attend the district meeting of FEA. This will be one of the 196 days
required service; therefore, attendance will be required,

The respective schools will be psradtted to send delegates to the
amnual meeting of FEA, The number of delegates will be allocated
by the exscutive secretary on the basis of paid membership,



FLORIDA HIGH SGIOCL ACTIVITIES ASSOCIATION

Principals of the high school within the county who qualify are authorised
t0 secure and maintain continuous membership in the Florida High Scheool
Activities Association, Inec., & non-profit corporation, for the benefit
of their respective high schools and to abide by the rules amd regulations
promulgated in the past and to be prosulgated in the future by them and
other Florida high school principals. (County Resclutiocn, July 25, 1962)
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GAMBLING

A+ OCambling of any kind, including raffles, games of chance such as

bingo, etes, by any person or group using school facilities, is
prohibited,

Be Organized echool groups shall not sponsor or engage in any form
of games of chances



A,
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D.

GARNISHMENT
(Credit Infarmation)

In every case in which an attempt is made to join the Board of Public
Instruction as garnishee, the Board shall interpose its right of
exemption as an agency of the State,

It shall be the responsibility of the principal to inform the Superin-
tendent of cases in which an employee refuses or fails to assume
responsibility toward his creditors and to pay just debts., Such re-
ports shall becoms a part of employse's permanent personnel files,

When, in the opinion of the principal and superintendent, continued
failure of an employee to meet his obligations affects his work and

efficiency to such an extent as to be detrimental to the interests of tie

Board of Public Instruction, the Superintendent, after accumulating
essential information, shall make written report of findings to the
Board of Public Imstruction which shall dispose of the matter as it
seeas fit,

The Superintendent, in response to a proper request by an appropriate,
recognized lending institution or credit bureau for credit purposes,
is authorized to give the following information:

l. Length of employment;
2o Status of employment;
3. Salary.

In no case shall the Superintendent glve, in response to such requests,
any opinion as to the character of the individual concerning whom the
inquiry is made, or reveal anything of a confidentisl natures

N



GRADING AND REPORTING

Kach school center shall devise a system for grading and reporting pupil
Brogress, Such reports should be made at regular intervals in accordance
with the plans of the logal school. In grades 3-12, inclusive, such

reports should be made at six weeks' intervals. The exact procedure snd time
of reporting in grades 1-2 shall be established by the local school ad~
ministrator; howevsr, there must be some regular and clearly defined

system of reporting to parents,



REQUIREMENTES FOR GRADUATION

The following requirements are based on State standards:

1.
2.

3e

e

Total credits required in grades 9«12.... 20 units.
Basic requirements for which there shall be no substitution:

Englkish 3 units

Soclal Studies 2
(One of which must be American Histery and Government,
including 6 weeks or 30 hour course on Americanism
vs, Communism)

Mathematics

Seience

Homemaking (for girls)

Physical Education
(A student who for physical reasons camot take
physical education shall file a statement from
a medical doctor mkixfkkmcxxstxtemswkxfrascax
me indieating the reason for inability to parti-
cipate. The student will then be permitted to
substitute 2 units for physical educatlion,

N ot b gt

Under no condition shall a pupil be gradusted with less tahan 20
credits except in cases where pupils transfer from out of state.

In such cases, full falth and credit shall be given to credits and
clasgification of the system of the school of transfer, provided

the school is properly sccredited by the state and regional agencies,
Under no conditions shall the basic requirements be waived.

This shall not be construed as giving the principal authority to pemmit
a pupll to participate in graduation exercises and receive an unsigned
diploma. No pupil shall be permitted to engage in the final gradustion
exercises unless graduation requiremsnts have been met in full,



INSURANCE DEDUCTIONS = PAYROLL

The county board will make deductions for group hospital insaraence for
employees. Deductions will be limited to three (3) group insurance
companies,
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PUPIL INSURANCE

Contracts Policies affording insurance coverage with respect to
injuries sustained by students as result of accidets,

are private contracts betwsen the insurance company snd the respective

parents, The Board of Fublic Instruction has no ocbligation for

placing the insurance, collection and delivery of insurance premiums,

or enforcemsnt of the terms of the poliecy.

Solicitation Insursnce companies which have obtained the permission

of the Superintendent, may deliver to the schools prior
to the first day of the school year, for delivery by students to their
parents, all material needed for the sale of policles amd the collestion
of premiums,

Football Insurance Before any public school student is permitted to

participate in football practice or contests, as
a school activity, written proof that accident insurance protection
has been provided for such student shall be furnished to the Superin-
tandentq




1.

2.

3e

INTERNAL ACCOUNTS

Each principal is required to msintain adequate and accurate records
including a system of internal accounts as prescribed by law---on
forms prescribed by the State Department of Education. (Florida
Statutes, Sec. 236,02 (1).)

There should be separate sccounting, with a separate bank account,
for lunchroom funds. All other intéernel accounts shall be in one
bank account. (Regulation State Board, June 1, 1948)

Surplus internal account funds, when not currently nesded, may be
invested in a bank or savings and loan company. ({(County Board
Regulation, Des., 19, 1961)

joud ;



A

B.

De

E.

F.

DISABLLITY LEAVE

Any permanent employee of the Soard of Fublic Instruetion shall be entitled
to disabllity leave in the event of abmence from duty by reason ofs

1. Bodily injury as result of an accident occourring in the line of
duty; or

2, mw:t OW/I}/[%:“I}W}”.&‘/MG&G& in

Note: A permanent employee is ons (1) employed under written matract,
or (2) with the understanding that the employment is {0 be permanent,
subject %o a probationary period of service.

When there is mutual agreement and understanding, at the time of
hiring, that the employment is for a limited period of days, wesks
or months, the persons hired are "temporary® employees.

Substitute teachers are mot entitled to Disalllity Leave.

Disability leave shall be in addition to any other leave which the
employee may becoms entitled,

Disability leave shall not be cumulative,

Paid holidays, occwrring during a peried of absence from duty, shall
not be included in the computation of the number of days with respect
to which Disability leave is applicable.

The amount of Disavility lLeave available to employees shall be as
follows:

1. Members of the instructional staff - Tem (10) days during any
8ChOOLl yearse (96Ce 23LeLl Florida Statutes)

Z4 "School year" shall mean the number of months for which tie
respective individuals are employed during a school fiscal year.

2. iNon-instructional personnel - Ten (10) days during any school
fiscal year; ided, 1f at the time of the ocourrence of the
accident, the méfl‘.oyn has been employed for leas then ten (10) vnuwttes

one (1) day for each menth of completed employment.

Unused Uisability Leave shall be forfeited upon separation from
employment,

In the event of absence from duty as specifisd in ®"A"™ above, earned
leave t¢ which the employee is entitled, shall be applied in the
followlng ssquence:



DISABILITY LEAVE . Cont'd,

Ge

He

Cont'd.
1, Dissbility Leave,

2. If the sbsence from duty extends beyond the nusber of days
of disability leave to which the empleyee is entitled at
the bejjinning of such absence, available sick lsave shall

next apply.

3. If the abaence from duiy extends beyond the number of days
of (a) dimability leave and (b) sick lsave, to which the
employee is entitled, available vacation leave shell next
applye.

An employee absent from duty as spscified in "A"™ above, shall
give written expression of his preference for compersation as
follows:

I elect to have:

Flan 1. The amount of Workmen's Compemsation deducted by the
school board from my regular salary check as the
need srises, using in continuity of order Dissbility
Leave, Sick leave and Vacation sarned,

Flan 2, To reimburse the school board in amounts equal to any
Workmen's Compensation checks received by me while
receiving full pay during disability leave, sick
leave and vacation earned.

I hereby authorise the Board of Public Instruction to follow
Plan for my compensation

(Signed)
(Notary)
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MATERNITY LEAVE

Any female member of the professicnal, administrative or instructional
staff who becomes pregnant shall, upon verification from a licensed
physician or otherwise, immediately notify the principal and
Superintendent, and:

ls If holding acontinuing contract, submit a request for
maternity leave; or

2+ If not on contimuing contract, submit a resignation; and
in either situation

3¢ Withdraw from employment at least four menths prior to the
anticipated birth date of the child,

The Board of Public Instruction may grant maternity leaves to persons
holding continuing eontracts for such period as it may determine,
providing:

1. Required notification of pregnancy has been given;

2+ The applicant specifically agrees to withdrsw from her
employment at the time specified above;

3¢ Such leave normally shall be granted for twelve (12) calendar
months,

ke A teacher while on meternity leave is not eligible to substitutes

A person on continmuing contract, to whom maternity leave is duly
authorised and granted, shall, following termination of leave, and
based upon & medical statemsnt, be resssigned to the position held

at the time of withdrawal, if available, or to a similar position,
provided that reassignment to an instrustional position shall be made
effective only at the beginning of a school year,

Reassignment at a time other than the beginning of a school year may

be psrmitted, upon the recommendation of the Superintendent based upon
(1) medical evidence of satisfactory physieal condition, (2) recommenda-
tion to a specific vacanay by a principal, and (3) not sooner than

three (§) mouths following birth of the child,

A copy of this policy shall accompany contract forms furnished to sach
married woman applying for appointment or subject for reappointment to
an instructional position in the Oscecla County public schools. A
teacher who is pregnant shall not accept or enter upon a teaching
assignmant,



MATERNITY LEAVE - Cont'd,
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Contracts submitted to women teachers shall include the following
provision:

"By acceptance and execution of this contract, the party of the second
part agress:

1, A teacher who is pregnant shall not accept or enter upon a
teaching assignment at the beginning of a school term,

2o That in the event of pregnancy during the term of this contract,
she will comply in all respects with the policy established by
the Board of Public Instruction with respect to maternity lsave,
of which pelicy this party is fully aware, it being understood and
agreed that failure to withdraw from employment at the time
required by such policy will authorize termination of this contraet
as of the date such withdrawal should have been effected."

Any employee of the Board of Public Instruction, other than professional,
administrative, or instructional persmnel who becomss pregnmt, upon
verification by licensed physician or otherwise, shall notify the
Superintendent immediately, in writing. Such employse shall be released
from semployment at least four months prior to the anticipated birth date
of the child,

Persons who have resigned because of pregnancy, amni who have complisd
with "A" of this Section if instructional personnel, or with
"F* hereof, if non~instructional, my be re-employed not sconer than

3 months folleowing birth of the child as substitutes or as permsnent
employees upen submission to the Superintendent of medical evidence of
satisfactory physical condition,

Persons unable to meet the requirements of the foregoing paragraph
shall not be eligible for re-employment during a period of twelve
(12) months following the date last previcusly employed.

The Superintendemt may recommend reassignment at dates earlier than
above provided, in cases of special hardship or for the bemefit of the
school system,



By,

FPERSONAL LEAVE

"Any member of the instructiocnal staff of any county who is wilfully
absent from duty without lesave shall ferfeit compensation for the time
of such absence, and his contract shall be subject to cancellation

by the thy board,.” (Fll.. St&tﬂt“’ SeCe 231.15&).

There are circumstances under which the teacher will find it necessary
to take personal lsave, The approval of the principal and superintendent
gshould De secured prior to lsave.



LBAVE
(Professional and Daty)

The Bosrd of Public Instruction and the Superintendent desire that all
schools under thelr care and direction be the best sechools that available
funds and the efforts of all concerned can provide. Attendance at
professional meetings, work shops, summer school, and other such meetings
that provide new ideas for the development of a better school program are
recognized by the school suthorities as desirabls and wortinhils., However,
it is recognised that thers mast be a definite 1imit to which the Board of
Public Instruction can grant leave of absence and travel expenses for such
attendance.e

PROFESSIONAL LEAVE

State Board degulation Section 181: Professional ieave and Extended
Professional Leave; Definitlon. ‘wprofessional leave 15 defined as leave
grmEE To s member of the instructional or sdministrative stafi to
engage in activities which will rasult in his professional benafit or
advancement, including earning of college ocredits and degrees, Or

that will contribute to the profession of teaching. Lxtended prof essional
leave is such leave extending for more than thirty consecutive dayse
Professional lesave or extended professional leave ordinarily will be
initiated by ihe employee and will be primarily for his benefit, or that
of the teaching profession, and only ineidentally for ihe benefit of the
school board., Compensation during professional leave, or extended
professiconal leave, mRy be allowed as provided by law, state board re-
gulations, and policies of the county beard. County board may grant

any member of the instructional or administrative staff three econsecutive
weeks professional leave during any fiscal year with compensation when

sehool is not in session} such leave shall be cumilative for not more
than two yesrs."

A, Professional Leave During Pre- and Post-School Feriods

N ,

1. Professional leave u&( be granted to teachers, under contract
for the ensuing year during the pos t-school period, who find it
necessary to report to summer school prier to the close of the
current contract period in order to meet certification require~
ments or %o work on an advanced degree.

A XY .

2, Professional lsave MR be granted during the pre~-school

conferencee

Be Professional lLeave for 12-Month Personnel

1. Administrative and Supervisory Personnel, under continuing contract
or %ho have served in the school system for three years and are
ander contraet for the ensulng year, may be granted three weeks pro-
fessional leave during any fiseal year with compensation when school
is not in session, but not during the pre-school period; provided
that such leave shall be cumilative for not more than {wo years.
%ﬁch leave must have prior spproval of Superintendent and be con-

vmod hv Board,.



PROFESSIONAL LEAVE - Cont'd.

Be

2,

3

Members of the school personnel who take three weeks professional
leave during any year under parsgraph 1 above will not be entitled
to more than three weeks for accumulated professional leave or
three weeks for sny combination of military and vacation leave.

Professional leave will be granied to staff members who are awarded
scholarships by the state or by private corporations or foundations
who are requested by the State lUspartment of Education to partici-
pate in workshops or soms other form of sctivity which would lead
to professional growth of the teacher, as well as performing a
service for the department; provided that the leave does not come
during the period in which school is in sesaion or during the pre~
school conference., FProfessional leave with pay may be granted by
the Board,



LEAVE IR LINE OF DUTY

State Board Regulation Section 18L. man Gaploy: 81y
Daty. "A county board shall have suthority pt policies whereby, when
mutually agreed upon, employees may be assigned to be temperarily absent
from their regular duties and places of employment for the purpose of pere
forming other educational services, including participation in school surveys,
professional meetings, study courses, work shops, etc. Such assigmment to
temporary duty will ordinarily be initiated by the county school administra~
tion. H#mployees will receive their regular pey, and may be sllowed expenses
a8 provided by law and regulations of the state and county boards, Such
temporary duty shall be considered equal to the regular duties of the
individual, and employees performing such assigned temporary duties shall not
be considered to be on leave. Employees may not be assined for temporary
duty for the purpose of earning college credits, improving rank, or renewirg
certificates,"

RO

R .
et -

The county superintendent shall have authority to grant absence in line of
duty as followss

A+ The request in writing shall be submitted to the principal not later
: than three (3) days before the leave becomes effective.

Bs Such leave shall not be excessive in length and shall not be granted
except for benefit of the achool progranm,

necessary, pay for a substitute provided one or more of the following

’ Ce The board may pay reimbursement for travel and per diem and when
conditions prevails

gty

1. Principals of schools which are members of the Southern Association
of Colleges and Secondary Schools may attend meetings called by
the chairman of the Florida Committee,

R Y
¢
P "N

1) 2+ Principals and Supervisery Personnel who are members of their
respective state organizations may attend meeting called by
such organizations may attend meetings called by such organiza-
tions to consider school problems. This does not include amual
msetings held during F.E.A. or C.T.A. snnual conventions., Expenses
for such meetings will be on travel and per diem basis, Milsage
will be paid on the basis off one car per each five persons,

3. Teachers of Vocational Agriculture, Vocalional Home FEconemics,
B DeCoTs, and other personnel in special fields where funds are
e crome provided at state level for travel may attend meetings and other
wuze romar ceionaddinctions prescribed by the State. Under the above conditions,

2i reeno and in addition thereto,.persens.@sy be reinbursed for expenses
Gvaoy ieeldOve in accordance with a er their respective
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LEAVE IN LINE B® DUTY - Cont'd,

Ce Cont'de

ks Instructiional personnel may be granted professional lsave with
pay to attend one annual clinic, conference or workshop at the
state level, not to exceed two school dgys. Hileage and per
dienm will be paide Mileage will be paid on a basis of one car
per each five persons,

Ds Board may pay for a substitute when necsssary if one or more of the
following conditions prevail. HNo milsage or per diem will be paid.

S S

A l. The person is accompanying one or more students as representatives

of the achook county, or state., When applicable, all such meetings
mst be spproved by the Florida High School Activities Assooiation,
The expenses for such travel are to be borne by the school organie

Ly
o

. zation.involveds

s 2« The person is attending a meeting as an officer of, or an off'icial
! delegate of one of the following educational organizations:

3 Florida Hducational Association, Florida State Teachers' Associa-

tion, and Classroom Teachers' Association,

3« The person is serving as z member of an evaluating comaitiee to
evaluate a school, when such school is being evaluated by the
Southern Assoelation of Colleges and Secondary Schools.

o P
J

L« The person has bemn requested by the State Department to act
as a member of a school plant survey teanm.
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SICK LEAVE

Instructional Personnel

Any member of the instructional staff who is unable to perform his
duty in school becsuse of illness or because of the illness of death
of father, mother, brother, sister, husband, wife or child or other
close relative or member of his household, and consequently has to be
absent from duty, shall claim sick leave. . :

Sick leave shall be for not more than ten (10) days per year,
cumulative to 8¢ 'days,  Sick leave my be transferred from another
county in Florida; however, one-haif of the ecumulative sick leave
must be established within the county.

Sick leave must be taken only when necessary and must be certified
by an application signed by the teacher and the principal. {Fla.
Statutes Sece 231.40)

Nen-Instructional Personnel

Sick leave for non-instruetional personnel shall amount to six (6)
days each year, and may build up to a total of eightesn (18) days
of unused sick leave, inoluding the leave which is sarned within
the current ysar,.



LESSON PLANS

The board requires that each teacher follow & regular system of lesson
planning. The common practice of merely giving textbook and workbook
pages will be considered inadeguate. The principal working with the
Supervisor of Instruction shall assist his teachers in the development
of satisfactory lesson plans, (Also see duties of principal and
Superviser of Instruction)

73



LOYALTH QATH

All school employees, instemtional and non-instructional, are required
to execute the loyslty oath, (Fla, Statuteg, Sec. 876.05)



o+ ot

PA

MARRIED STUDENTS

School attendance will not be permitted if the student marries before
the last semester of his senior year, and that he (she) be allowed to
miss no more than twenty (20) days of school; except for a bona-fide
illness, with a doctorts excuse for prolonged illness.

Any students who marry prior to the second semester of their senlor
year, will be denied permission to attend school, unless they enter into
an adult education program,

Amendment: 2/21/61. Married students permitted to attend only during
the last semester of senior year, This would permit students who married
elaewhere to come here and finish thelr senior year.

The mother of an illegitimate child shall be denied admisslion to the
Osceola County Public Schoels. (County board, Sept. 3, 1957)
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MONEY~-RAISING DRIVES

Money-raiding drives, such as March of Dimes, Red Cross, Tubercu-
losis or United Fund, shall not be conducted among studemts by or
in Osceols County Schools,

Vending machines which are not owmed and fully controlled by the
public school system shall not be installed or operated on school
property without specific authorisation by the Board of Pudlic
Instyruction,

No vending machine of any kind shall be installed at a location on
school property where it will be accessible to students, without
specific authorizstion by the Board of Publiec Instruction,

School buildings shall not be used, during regular school hours,
for profit-making shows or sntertainment spensored or produced
by a person, group or organisation outeide of the school systiem.

Student organizations shall not participate in money-raising
activities of any kind conducted on Sunday,.

Elementary and junior high school solicitation of advertising froam
the public shall be limited to the support of one publication.

Senior high school solicimtion of advertising from the public shall
be limited to the support of three publications, e.g., newspapers,
Football programs and yearbooks, etc.

Solicitation of any other advertising by members of the elementary
and secondary schools shall be limited to solicitations from members

of the sponsoring group only and must have prior approval from the
principals and Superintendent.

The sale of commercial items by students on a door-to-door basis,
under the supervision of the school, will be limited to one project
per year per school. Any deviation from this policy must have prior
approval of the Superintendent.



PALLBEARER

The head of a department or a principal has authority to allow a man to
act as a pallbearer and permit the employee to meke up the time to avoid
2 loss of pay. (County board, March 22, 1956)



PARKING 10TS

The Board of Fublic Instruction shall not be responsible for damage te
automobiles or other vehicless while parked or operated on sehool property.
Principals shall publicisze this regulatien through the teachers' handbook,

student publications, or other methods designed to reach teachers, students,
and other personnel,

.
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PICHICS

It is recognized that school parties can have edncational value,
Such activities should be limited, however, to special occasions
such as Christmes and Easter, Elemendary classroom activities
should be limited to the school area and restricted to certain
hours near the close of the school day and should be uniform in a
glven building. Flerida school law does not define a school
picnic as #n instructional day activi tye

Other classes and organizations shall hold plenics outside school
hours,

Principals shall mke provisions for supervieion and safety of all
pupils on outings, Particular attention to safety should be given
to an outing in which swimming is involved.

School parties and picnics will not be conducted during the closing
days of the school session. It iz expected that these days be de-
voted to testing and evaluating.
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PHOTOGRAFHY IN THE SCHOOLS

The practice of taking school plotures shall be continued where
desirabls; this decision and decisions as to how best to organize
this program shall be left to the discretion of the individual

In all cases, notices should be sent to the parents prior to the
time of picture-taking appointments, and pareats' approval should
be considered but not necessarily required.

Time involving school personnel should be kept at a minimum.

To prevent the exchange of pletures bsfore parents have had oppore-
tunity to consider their purchase, the pictures should be placed
in sealed envelopes for delivery to the parents by pupils.

By message on the envelopes, or by cther written notices, parents
should be clearly informed that the purchase of pictures iz optional
and in no way compulsory. In no case should any pressure be brought
upon the studenta or parents to purchase pictuwres,

/é?/
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APPOINTMENT OF PRINCIPALS

Appointment of New Principals, The county superintendent sihall recommend
Y ed person at a reasonable time prior to trustee action., The
trustees as a board shall nominate to the county board, The superinten-
dent 's recommendation can be rejected only for a legal cause provable in
Cowrte The county bosrd elects the nominated principal; however,
nominations may be rejected for legal provable cawse. (Fla. Statutes,
Bec. 230,23, 230,33, 230.43 and 231.3%

Reappointmmnt of Pm&%. Principals shall be recommended for
reappointment by the ¢ superintendent to the trustees at a
reasonabls period prior to action.

The trustees as a board shall nominate to the county board at least
eight (8) weeks and not more thm twelve (12) weeks prior to the close
of the school term. The trustees may reject the superintendent's
nomination for legal cause,

The county board shall elect renominated principals at least six (6)
weeks prior to the close of the school term. A nomination aay be re-
Jected for legal cause provable in court,

Iransfer or Prometion with ?%m. A teacher or prinecipal may be trans-
erred tenure e position from which transferred or promoted;
however, tenure must be earmed in the new poasition,

Failure to R int« In the event the county superintendemt fails to
recommend the reappointment of a principal, he shall submit his recommen~
dation of dismissal to the trustees at a reasonable time prier to action.
The trustees as a board shnll certify the recommendation no later than
eight (8) weeks prior to close of the school term. The coumdy beard
shall take final action on dismissal not later than six (6) weeks prior
to the close of the school term. The party dismissed shall be notdified
in writing of his failure to gain reappointment.
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DUTIES OF THE PRINCIPAL

In order that the instructional prograsm may be carried out in accordance
with Board of Edueation policies and sound educational practices, principal
shall be responsible to the Superintendent of Public Instruction for the
effective performance of their school centers. The general responsibilities
of principals shall be as follows:

1, Organiszation and operation of the school.
2, Hecommendation of persomnel,

3., Care of School Property. ™Any student who is found guilty of
damaging, defacing, taking or destiroying school property, either
during school hours or at sny other time shall be required to
rephy the cost of repairing the dmmage dons, and shall be subject
to a penalty of suspension from school for a peried of not less
than {10) days up te permanent expulsion from scheol, in the dls-
cretion of the principal and the Beard of Fublic Instruction.”
(County Board Policy, Dec. 3, 1957)

ke Preparation of inventories of school propertye.

S¢ Enforcement of school law and regulations.

6. Supervision of interschool activities.

7« FPreparation and submission of reports with promptness and accuracy.

8¢ FPreparation of cumulative sand permanent fils folders for each child,
ineluding a health record,

9« Supervision of school purchases and submission of proper requisitions
and bid data prier to purchase.

10. Maintain proper pupil control, provide adequate pupil supervision,
take prompt and adequate disciplinary action if necessary and provide
for the gensral welfare of students,

11, He shall reguire that teachers make regular and adequate lesson plans,
12, Each teacher shall bes visited during actual classroom instruction,
A simple visitation record shall be kept and made available to the
Superintendent of Public Instruction.

13, He shall work in close harmony and cooperation with the Supervisor
of Instruction.



PUPIL CONTROL

"Subject to law and rules and regulations of the State Board and of
the county board, each pupil emrolled in a school shall, during the tinme
he iz being transperted to or from schoeol at publie expense, during the
time he is otherwise emroute to or from school, during the time he is
attending or is presumed by law to be atjending school, and &ming the
time he is on school premises, be under the contrel and direction of
the pﬁmig;l or teacher in charge of the school.” (Fla. Statutes,
Sec. 232.2

Ix



PROFESSIONAL DUES

Membership in a professional organization is an index to one's professional
interest and attitude, Our state professional organization is the FkA.
Dues may be paid directly to the Fid office in Tallahasses or through the
principal’® office,

/'t
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ROBEERIES » VANDALISH

Destruction of or damage to school property, dus to robbery or
vandalism, shall bs reported immsdiately to the police or
Sheriff's Department, snd to the Supsrintendent. The lmmediate
ares of the loss or damgs slould be kept clsar of persomnsl,
and nothing should be mved or touched until the police or
deputy sheriffs have made an investigsation.

A full and complete repart of loss or damge shall be made to
the Superintendent as scon as possible following the investiga-
tion.

Any stodemt who i3 found gul liy of demmging, defacing, taking

or destroying ssheol property, either during scheel hows or &t
any other tims; shall be required % repay the cest of repairing
the damage dons, and shall be subjeet to a panalty of suspemsion
from school for a period of not less than ten (10) days up to
permanet wxpulasion from scheel, in the discretion of the
Principal and the Bosard of Fublic Instruction. {(County beard
regalation, Decesber 3, 1957)



TEACHERS' RETIREMENT SISTEM.

All teachers entering the Florida school system far the first time must
become members of the Teachers'! Retirement System. At present, only one
plan (Plan E) is offered to incoming teachers. Some informatiom may be
obtained from the principal of the school. All final decisions and
commitments are made by the executive secretary of the Teachers' Retirement
System., Decisions of major impertance should be made only after being
advised by the executive secretary,.

JE s
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RETIREMENT (Non-Instructional Personnel)

Retirement for Non-instructional Personnel. "i compulsory retiremmt
system for state and county officers and employeesg of the counties of
the state of florida, to be known as 'State and “ounty Officers and
Employees Hetirement System!, is hereby aestablished and placed under
the supervision of the State Comptroller." (Fla, Statutes)

All non-instructional personnel will be retired at age 70,



SCHOOL REGISTERS

It is the responsibility of the principal and teachers to keep accurate
and neat records in the teachers' registers. These shall be submitted
to the county office at the close of the school year,

jf7e
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SAFETY, LEAVING THE GROUNDS, BIC.

Pupils shall be required to remain on the school grounds from morning
bell until dismissal bell in the afternoon. Only suthorised excuses
from the principal or someone assigned by the prinecipal will be excuse
for being off the campus, (County Regulation, June 20, 1961)

Every member of the staff is responsible for the safety of pupils.
The principal shall be responsible for eliminating all hazards insofar
as posgible.

Teachers shall be assigned to supervise puplls on the school grounds
befors and after school, Principals are responsible for seeing that
all activities are properly supervised and that all precautions are
taken by teachers and pupils. 4 seriously injured student should
either be taken home or to the dogtor of his choice as quickly as
possible, The parents of the child should be notified immediately,.
In case of a serious accident, the county supsrintendent should be
notified as to the nature of the accident and steps taken in relation
to the child and his parents. Howsver, no action should be taken by
work or act by the principal or say other official or employee which
would tend to incur any liability on the part of the school,

There shall be a teacher responsible for supervising pupils as they
load and unload on buses. The person should be charged with doing
more than merely being present. He should be on the alert for any
safety hazard and should require orderly procedure on the part of the
pupils,

)7
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SALE OF SCHOOL SUFPLIES

Sale of school supplies within a school is not consistent with the
purpose and function of the public school spstem. Therefore, the
practice may continue only in the following situations:

1. Where a principal determines that the continustion
of such sales is advantageous for the convenience
of the students and is consistent with erganisational
policies for efficient operation.

Sale of school suppliss shall be restricted to common, essential
supplies required by studente in their regular school studies,

With the exception of special materisls (supplementary texte,
work-books, locks and school insigniss; items net ordinarily
stocked in local retail stores), no item s0ld shall exceed a
retall price of seventye~five centss
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SCHOOL ACTIVITIES

All social functioens sponsored by a school shall be properly
chaperoned by the school faculty, Parents should be invited

to assist with chaperoning. In the case of swimming parties,
2 jualified lifeguard shall be en duty.

Not more than three class parties shall be held in elementary
classrooms during the school year, Plans for additional parties
must be cleared with the principals In any case, the loss of
class instruction time shall beheld to a minimum,
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SCHOOL DAY, WEEK, AND YEAR

The teacher is required, by law, to work 196 days, 180 of which must
be devoted to full time instruction. A teacher must be on duty a
minimum of seven and one-half hours.

It is also recommended that school working days should normally begin
at 8100 aem, and close at 3130 pems in secondary schools, and that

the total number of hours, together with extra-curricular activities,
should equal at leasi 40 hours per week, All mmbers of the faculty
are responsible for the supervision of the studemts during school
hours regardless of specific scheduled assignments. Teachers desiring
hauxz to leave the campus between the time school starts and the end of
the school day for students shall obtain permission from the principal.

All schools will maintain regular scheduled school hours. In no ocase
shall school be dismissed far a sports event or any other activity

at an hour other than the scheduled time for dismissal without prior
approval of the Superintendent. Exceptions may be made by the prine
cipal in case of emergencies where the safety and welfare of the students
xkx are in jeopardy,.

Principals of each individual school shall design a working schedule
which will best serve the need of the community and should be approved
by the Superintemdent and be co-ordinated with operation of the transe
portation systemq

The hours of the prinecipal and his office staff should be equal in
length to those of the county schoel office, and should remain open
on the same days. On non-school days, the office should open at 8:30
AM and close at 5:00 PM, except by Wy special arrangsment with the
county offlice.
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SUPERVISOR OF INSTRUCTION

The Supervisor of Instrustion is directly responsible to the Superintendent
of Schools, The soope of this responsibility includes the direction, the
over=all planning, the over-all coordination and the improvement of each
sajor division of instruction, and all supporting instructional services ']
offered to the individusl child, the individual school centsr, all areas, and
adults,

A, Specific Duties., (Approved and adopted by board, Juns 10, 1958)

1,  Teachers' y Sehedules, The Soard of FPublic Instruction hereby
directs that the school principel file with the Supervisoe of
Instruetion a copy of sach teacher's daily schedule not later
than two weeks following the opening of school. The Superviser of
Instruction should be prepared to discuss this matter with the
Board by the regular meeiing in Uctober.

2, Accrsditation Standards. The Supervisar shall receive and check
all scereditation reports prior to their submission to the Counmty
Superintendent., He shall be charged with the responsibdlity of
determining that all requiremmmts of the State Department apd
Southern Association are mst as reported in the acereditation
reports. Any discrepancies or deviations between actual practices
and the repert shall be reported to the County Superintendent and
Boarde

3, Instructional Materials, The Board of Fublic Instruction hereby
Bequires that State adopted materials be used as basic texts.
It will be the duty of the Supervisor of Instruction, working
through the principal of the school, to see that this requirement
is carried out. This shall not exclude or prohibit the use of
supplementary or enriching materials not on the state adopted list.
It is intended t0 mean that teachers should not replace state
adopted text books with workbooks or other such materials,

Le Visitations. The Supervisor of Imstruction will be required te
Visit the classrcoms of individual teschers. The visits will be
made in order that he may assist the teacher in any way possible.
He shall be responsible for helping the teacher develop lesson
plans, instructional unites and instructional materials,

5. Lesson Plans, The Supervisar of Instruction shall exsmine the
dally planning of the teacher and make suggestions, criticiems
or commendatiens as the circumstances justify, In the event there
is 1ittle or no plaming, he shall report the matter to the principal
in wix writing. The principal shall take immediate steps to correct
the situation and he shall advise the Supervisor in writing as to
the action which he has taken, with the Superintendent receiving
4 COpY.
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Records and “;‘5—-'“ of Visitations. The Supervisor shall be
regn to & Teco f all visitations and reports. These
xuparks may becoms available to ths County Bosrd and Trustees in
official meetings. Such informstion will not be circulated to

board members or trustees as individuals,

Poor Instruction, If a teacher or principal is found to be doing
an inadequate job, the Superviser shall hold a conference with the
pesrson concerned and shall give him or her a copy of written sug=-
gestions for improvement. A copy of the same shall be filed with
the principal and Superintendent, or with the Superintendent in
case the matter concerns a principal,

The prineipal shall advise the Supervisor within ten (10) days
in writing as to any aetion taken to insure that the teacher
improves his or her instruction. A copy of this repert is to
be sent to the Superintemndent,

cations, Applieations for teaching positions which

it - the county level shall be referred to the Supsrvisor
for scr«ning The Supervisor will in turn refer by special bulletin
to the several principals those applicanmts who seem to be desirable
prospecta,

Group or Faculty Meetings., The Supervisor shall meet with special

Ly groups upon request to aseist in developing the instructional
program, Prineipals shall feel free to utilisze his time in this
capacity and will be expected to take an active interest in this
phase of the program.

Services of the Supervisor to the Individual Teacher:

1.

2,

3.

e
Se
6.

Te

Acquainting new teachers with county policles and total county
sducational program,

Assisting in securing materials of instruetion,

Conferring with the teacher on problems concerning improvement of
teaching techniques,

Helping build better working relationships with fellow teachers,
Assisting in plaming teaching and resource units,

Arranging with the principal, for visitation to other schools for
the purpose of observing excellent teaching practices,

Bringing teacher problems to the attemtion of the prineipal and
county superintendent,



SUPERVIS(R OF INSTRUCTION - Cont'd,
Be Services to the Individual Teacher.

8. Acquainting teschers with good practices and new teaching
trends observed elsewhere.

J¢ Assisting in securing oconsultants in special fields,
10, Advising the teacher of teacher retirement plans and policies,
1l. Aseisting teachers with teaching certificate problems,
12, Assisting with administering and interpreting standsrdized tests,

13+ Assisting in planning for homeroom programs and other phases
of pupil guidance,

14, Plaming for organization of extension classes,

15+ Acquainting teachers with the services offered by the Orange=
Osceola Counties Material Center,

16, Bring friemd and resource person to the teacher,
17, Organising study groups for educati onal improvement,
18, Assisting teachers with NeD.Z.A. projects.

19, Assisting teachers with spplications for summer institutes
and teacher scholarships,

Ce Services of the Superviser to the School Frineipal.

1.
2,
3.
Le

Se

6o

Te

8.
e

Planning with the school principal for classroom visitations,
Serving as resource person for faculty meetings,
Serving as resource person for curriculum improvement and development .

Assisting principal in fulfilling his responsibilities for discovering
ways of improwing teaching procedures of his teachers,

Assisting principal in bringing to the attention of his faculty the
new trends in education and the encouraging of teachers to take part
in same,

Assisting principal to £ill teacher vacancies,

Working with teacher groups in correlating work in various subject
&reas

Acquainting principals with new textbeok adoptions,
Assisting in securing instructional materials,



SUPERVISOR OF IMSTRUCTION - Cont'd,

Ce Services to Principals - Cont'd.

10,

11,

12,
i3.
k.
15.
16,

17.
18,
19.
20,
2l.
22,
23.
2he

Assisting principals with plaming progrems of ineservice
education for the faculty.

Bringing to the attention of the superintendent and school
board the needs of the principal.

Helping develop better working relationships between schools.
Assisting in tornmhting school policies.

Securing consultants for special work with teachers.
Assisting in special faculty studies,

Assisting in plaming schedules of classes and adjusting
teacher=pupil loads,

Assisting in preparing for school evaluations and accreditation,
Plenning with prineipal for teacher visitations.

Assisting with local public relations programe

Assisting in placing of imtern teachers.

Keeping prineipals informed of State Department of Sducation news,
Advising and assisting principal with testing program.

Advising with the principal for improvement of education in his sdhool.
Assisting with N.D.E.A. projects.

D. Services of the Supervisor to the County Superintendent.

1.

2.

3e

Le
Se

Assist in plemnimg a total educationm program for the county.

Act as teohnical sssistant for purposes of lumproving long-time
educational program of the county.

Work with principals and teachers in the farmulation of county
policies needed,

Call staff meetings of prineipals to meet with the superintendent.

Work with groups or schools in developing currioulum guides and
programs of atudy.
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Services to the County Superintendent

6, Acquaint superintendsnt and scheols with good practices and

Te

8.

Fe

10,

11,

13.
1le
15
16,

17.
18,

19.

21.
22,

23,

teaching procedures,

Assist in securing consultants for small groups and/or county-wide
study groups,.

Work closely with the State Department of Lducation and colleges
on sducational programs,

Work closely with the State Department of Education and colleges
in the field of teacher education.

Work closely with neighboring counties in projects which lesd
to better educational advantages for our children.

Assist in organising extension classes snd study groups whereby
teachers and principals may improve their professional quelifica-
tions.

Assist in public relations program,

Compile materials for instructional and public relations use.
Assist in seouring teachers.

Adquaint teachers with county policise and total county program.

Assist textbook mmnager in efficient requisitioning of state
textbooks.

Organize county professional library.
Assist in checking all school attendance and accreditation reports,

Assist in coordinating county educationsl programs with total
school program.

Represent the county at state and regional educational conferances
and bring back new ideas and materials for the improvement of
local sohools,

Coordinate KN.D.E.A.

Coordinate Public law 87L survey.

Perform and assist superintendent at his request,
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SUBPENSION AND DISMISSAL

OcuntF Sehoel %ﬁ. The county school board, soting as a board,

t or dismiss members of the instructional staff and

other school eaployees, provided, that no sdministrative assistant,
supervisor, prineipal, teacher or other member of the instructional
staff my be discharged or removed during the term for which he is
exployed without opportunity to be heard at a public hearing., After

at least ten (10) days' writtem notice of the charges against him

and of the time and place of hearing, and provided further, that the
charges must be based on immerality, aissonduct in office, incompetency,
gross insuberdinstion, wilful neglect of duty, drunkennsss, or con~
viction of any crime inwlving moral turpitude. Whemsver such charges
are made against any such employee of the county board, the county
board may suspmd such person without pay, pmding & speedy hearing

of such charges, but if ths charges are sustained, he shall immediately
be reinstated and his back salary shall be paid, In cases of suspension
by the county bosrd or by the counmty superintendent, the county beard
shall hold a public hearing, after notice as above provided, to detemine
upon the evidence submiited whether the charges have been sustained, and,
if said charges ars sustained, either tc dismiss said smployes or fix
the terms under which said employee may be reinstated. If such charges
are sustained and such employee is discharged, his oontract of llflﬂ'
ment is thereby cancelled." (Fla. Statutes, Sec. 230,23 (71 (1.

adent. The county superintendemt shall:s "Suspend
memb of nstructional staff and other school employess during
emergencies for a period of not 1o exceed ten (10) school days,

notify the county board immedistely of such sugpension, and when
suthorized te do 80, serve notice on suspended member of the instrue-
tional staff of the charges made against him and of ihe date of

hearing; recommend employees for dismissal under terms prescribed herein,"
(ﬂl. Stat\t‘tll, 3“0 2”.33 (?) (h)c)
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PUPIL SUSPENSION

"The school bus driver....shall preserve good order and good behavior
on the part of all persons being transported to or frem school or
school functions at public expense., Any pupil who persists in dis-
orderly conduct en the bus shall be reported to the principal of

the school he attends, but no psrson shall be suspended from being
transported or be given physical punishment by the bus driver, or be
put off the bus at other thsn the regular step for that pupil except

on permission of the principal or parent,"” (Fla. Statutes, Sec. 232.28)

The principal "may suspend any pupil transparted to or from school at
public expense from the privilege of riding on a school bus for a

peried of ten days, or until such suspension is modified or made a dismissal
by the county board.® In such csses, the county superintendent and
perents shall be given immediate notice in writing., (Fla. Statutes,

3030 232'26)

Suspension from Classes, "....Under no circumstances may a teacher,
(except a one-teacher school), suspend a pupil from a school or a
class." (Fla. Statutes, See. 232.27)

The principal vs.."may suspend a pupil for wilful disobedience, open
defiance of authority of a mesber of his staff, for the use of profane
langusage, or for other mis conduct when other means of correction have
falled to bring about proper comduot; provided, that each such sus-
pension, with the reasons therefor, shall be reported immediately in
writing to the parent and to the county superintendent; and provided,
further, that no one suspension shall be for more than ten days and
that no suspension shall be made & dismissal unless so ordered by the
county board in a resolution adopted snd spread upon its minutes,...”
(Fla. Statutes, Seec. 232,26)

Disturbing Teachers and/or Their Homes, and Insulting in Public,

The principal shall have the authority to swpend or % recomend
dismissal, or restrict a pupil's attendance far as mwh as 10 days
as recognised under other provisions of the law, any student for the
following reasons:

a. Disturbing or attacking the home of a teacher, md/or
be Insulting the dignity of a teacher in & public place



A.

Ba

Ce

177

SUSPENSIONS

The prineipal or teacher in charge of the school shall have the right
to suspend a pupil from school for not mere than 10 days, for:

1. Willful disobedience;

2+ Upen defiance of sathority;

3+ Use of profane or obscens language; or

Le For other misconduct when other msans of correction have
failed to bring atout the proper conduct,

In the event of suspension, written notices, stating the cause and
duration of the suspension, shall be sent to the parents of the
suspended pupil, with copy to the Superintendent,

Fupils may also be suspended for not to exceed 10 days, from
transportation by schoel buses. In the event of such suspensicn,
parents should be notified as in "B" above.

The Board of Public Instruction is the only body which may order
permanent sxpulsion of a pupil from school.

Habitual truancy is considered defiance of authority,
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APPOINTMENT (F TEACHERS

mwbmt of lew Teachers

le The responsibility of securing credentials and investigating the
professional fitness of new teachers is charged to the prineipal,
He should not consider m spplicant with less than a four year
degree (Rank III certificate or sbove), and should bs cautious in
recommending candidates who have attained or are approaching re-
tirement ages The practics of appointing teachers near retireamt
age might result in a faculty belng over balanced with older teachers.

2. After conferring with the county superintendent, the prineipal shall
submit his recommendations to the trustees.

3., The trustess, as a board, shall nominate teachers as recommended by
the principal. A reccmmendation may be rejected for legal cause.

L The county board shall slect teachers nominated by the trustees.
A nomination may be rejected for legal omuse.

Wmmt of Teachers

1. The principsl and the coumty superintendent shall submit faculty
recommendations to trustees at a reascnable peried prior to
trustee action.

2, The trustees as a board shall re-nominate to the county board not
less than six (6) weeks and not mare than ten (10) weeks prior to
the closs of the school terme They mmy reject a recommendation
with legal cause,

3¢« The county board shall elect re-nominsted teachers at least four
(L) weeks prior to the close of the school term, The board may
reject a nomination for legal cause. (Fla, Statutes 230.23, 230.33,
230,43 and 231.35)

Failure to Re-appoint.

A teacher who fails to gain resppointment shall be duly notified by
the county superintendent as to the board's action.

Asceptanse of Appointmsnt

Teschers shall have fifteen (15) days in which o accept ar reject
appointment. (County Board Regulation, May 3, 1955)

Tenure

1. A teacher shall be issuad an annual contract on the basis of a
valid Florida certificate., All contracts are for & ome year
period for the first three ysars,

175



Appointment of Teachers - Cont'd,

E. Tenure (Cont'd)

2¢ After three years of satisfactory service in the county , having
besn reappeinted in such county for the fourth successive Yyear,
and met the requirements of Sec. 231.16(2) relating to compre=-
hensive examination and seore thereon, the teacher shall be en-
titled to and shall be iesued a continuing contract in such form as
may 'gz) prescribed by regulations of the state board. (Fla. Statutes
*9l.
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TERMINATIOR OF SERVICES

In the sevent a ileacher elects to lsave the smployment of the county beard,
a letter of reaignation should be f1led with the principal. This is an
important item for the teacher's personnel record,
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TEXTBOOKS

The principal shall submit an anmual inventory and requisition of
textbooks for his ascheol. (Fla, Statutes, Sec. 233.46)

Textbooks shall be stored in a dry room and shall be neatly arranged
by title, subject ar grade, (Fla, Statutes, Sec. 233.26)

The principal shall colleoct or cause to be collscied from each
pupil or his parent the purchase price of each book the pupil has
lost, destroyed or unnecessarily damged, and shall repert and
transmit such amounts so collected to the county superiniendent for
transmission to the state superintendent, provided that if such
textbook so lost, destroyed orc amaged has been in school use for
more than one year, a sum ranging between fifty and seventy~-five
percent of the purchase price of the book shall be collected, such
sum t© be determined by the physical condition of the book.

(Fla. Statutes, Sec. 233.L6)



TUITION SUMMER SCHOOL

Oseeola
The Rxsmaxsl County Board of Public Instruction, by authority of Florida
Statutes 230,23 and sccerding to State Board Regulations-Standards of
accreditation Seotion V, G, page 32, establishes the folleowing policies

governing the Tuition Summer School Program.
A+ Autherisation - The tuition summer school, as suthorised herein,

operated under this Sec. and such other applicable
policies as have been or may be established by the Board of Public
Instruction,

Be location ~ The location of tuition summer school centers shall be
determined by the Board of Public Instruction.

Co Tarm - The minimum term for tuition summer school shall be six weeks
of five days per week, four houwrs per day, or the equivalent thereof,

D¢ Credit « Summer school work accepted in grades 7 = 12 shall be
‘Timited to one credit, whether new o make up. A minimum of 120 hours
is required for one credit or 60 hours for one-half credit,

Ee Persomnel - State certification requirements shall apply to all
personnel employed,

1. The Superintendent shall recommend to the Board of Fublie
Instruction the appointment of the principals for the tuition
summer schocl centers,

2s Each tuition summer school principal shall submit a personnel
list to the Superintendent for his consideration and recommen-
dation to the Board of Publie Instruction.

Fy Salaries » A.ll salaries shall be governed by duly adopted schedule,
shall Be pald oy the Oscecla County Board of Puhlic Instruction, and
shall be subject to all Federal, State and County payroll requirements,

G+ Administration <« Principals sppointed for tuition summer school
centers shall be responsible for the administration and supervision
of the operation of the tuition summer school program at their
centers, including the maintenance and submission of all required
records and reports which may be prescribed by law, by the State
Department of Edueation, or by poliey of the Usceola County Soard of
Public Instruction.

1. State required personnel reports shall be filled in and
submitted to the Superintendent not later than the end
of the second week of tuition summer school,

2+ The tuition swummer school program shall be finanecially
self-supporting so far as possible. Principals shall be
respensible for the operation of the program at their
respective centers within the limitations of available funds.

) 8!



Tuition Summer School (Cont'd)

He

Fees = All fees shall be due and payable at the time of registration;
provided, however, that the principal may approve the paymsnt of
certain portions of the tuition fee over a period of time not to
exceed the first four weeks of instruction, In no case shall the
prorated amount of tuition be in arrears for the period of instruction
received,

1. The fee for one unit of work shall be a total of $28.,00, of which
$25.,00 shall be tunition and $3.,00 shall be allocated as a
registration fee,

2, The fes for ons-half unit of work shall be a total of §18,00, of
which $15,00 shall be tuition and $3.00 shall be allocated as a
registration fee,

3+ Other nominal fees may be charged feor consumable supplies to be
used in the various subject areas, such as science, typing, etc,

Lo HNo refund shall be made of any fee after the close of the first
week of instruction,

Se All monies collected from participants in the tuition summer
school program shall be processed through the Internal Accounts
of the respective schools mmd in accordance with procedures
established in the Handbook of Internal Accounts,

(2) Receipts on approved furms shall be issued for fees collected.

(b) All fees shall be deposited in the school's activity fund
smd handled as a department ascount entitled, "Tuitien
Summer Scheol.*

f2x (c) Honies collected as tuition shall be remitted to the Board
of Public Instruction at such times and in such menner
presocribed by the Superintendent.

(d) Registration and supply fees shall be retained by the
school as source of disbursements to defray administrative
costs in the center,

6+ Balances existing in the Board of Public Instruction and school
internal sccounts at the end of the course shall remain in such
accounts to be used in the next succeeding Tultion Summer School
Programe



TRANSPORTATION POLICIES

A, Acclidmmt wf Rz Drivers shall prepare an accident report,

orn Th=3, immediately after every accident inwlving a school bus
or a bus passenger. The report shall bes filed in duplicate with the
county superintendent,

B,

Ce

Bus Insurance. The couniy board shadl provide insurance for bedily injury

for transported pupils and for property damege in an amount determined
by the county board,

Bus Uperation.

1,

24

3.

L

5e

6e

Te

8.

The mechanical stop arm or traffic light signal shall be operated
to notify traffic when the bus is approximately 100 feet from the
stopping point, The stop signal shall remain extended or in
operation at all times during which pupils are entering or leaving
the bua. The stop sigmal should not be used except to proteect
children from traffic hasards,

The bus shall be brought to a full stop before entering or cressing
an arterial highway or dangercus thorcughfare not safeguarded by a
traffic control signal and shall proceed only when safety is assured.

The bus shall be brought to a full stop a safe distance from the
tracks when aspproaching a railroad crossing. The driver simll not
proceed until he has looked in both directions and has opened the
door and listened for the sound of an approaching train., He shall
proceed when complete safety is assured.

The bus shall be driven at & safe speed never to exceed 40 miles
per hour. Driving conditions will be the goveming factor as to
speead,

In case of rain or fog conditions wihich reduce visibility to the m=x
danger point, the driver shall at the first opportunity pull the
bus completely off the highway and remain parked with the running
lights burning until the hazard has lifted.

Any defect in the operation of the bus shall be reported immediately
to the supervisa of transportatione.

The driver shall imep the bus clean at all times, The bus shall be
swept daily,.

The driver shall report without delay to the school principals

&, Pupil misconduct

be An aceident involving a bus passenger

¢. License number of vehisle which passes illegally

d. Reason for failure to mxintain scheduls. The driver will report
to the principal's office with this explanatien,
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Besponsibilitiss of Drivers.
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2.
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17,

To know and observe local and state traffic lawa,

To pass an annual physical exsminstion and meset the requirements
of the state and local board,

To be neat and clean in perscnal appesrance, to refrain from the
use of tobacco whils on duty, and to use no profame or vulgar

language in the presence of pupils.
To practice TOTAL ABSTINENCE in the use of alcoholic beverages.

The driver shall not attempt to handle disciplinary problens
with parents, but shall report all cases of misconduct to the

principal.

The driver shall not change a route or bus stop without specific
authorisation of the county superintendent., Such informtion mey
be distributed by the supervisor of tremsportation for the county
superintendent,

The driver shall not question the authority of the principal to
assign a pupil to a tus or in the handling of a disalplinary case.

The driver shall master the principles of first aid for use in case
of an eme&rgensy.

Order and discipline shall be maintained on the bus at all times.

Pupils shall be required to observe all regulations of the state ak
and county.

A child will be permitted to leave the bus only at the regular
stop except upon written request of the parent or at the direction
of the principele.

The driver shall supervise pupils as they leave the bus and until
they oross the highway.

Children who leave the bus and croses the highway shall be required
to cross in front of the bus under the direction of the driver only
after all approaching traffic has stopped. If an unusual haszard
exists, he shall conduct the child across the highway.

Pupils shall be required to move away from the bus immediately
upon being discharged snd shall move away in view of the drivere

Pupils shall ride the buses to which assigned. The driver will
not permit occasional adult riders,

The driver shall submit prempt and accurate reports and such additional
information as requested Ly the principal for the effective operation
of the scheol.

Rules governming the conduct of pupils and the daily schedule shall
be posted in the front of the bus,



TRANSPCRTATION . Cont'd,

E. Respomsibilities of the student.

1., To occupy the seat assigned by the driver and to refrain from
leaving the seet while the bus ia in motion,

2, Observe classroom conduet except for ordinary classroom conversation.

3, Obey the driver promptly and without comment and report to the
principal when directsd to do so.

Le Warn the driver of any danger of which the student feels the driver
is not mware,

Se Stay off the highway while walting for the bus,
6. Enter and leave the bus as directed by the driver.

7« Be at the stop on time both morning and afternoon. The driver is mwt
authorised to wait for tardy pupils.

B, Wait until the bus comes to a full stop before entering or leaving
the bﬂ.'

9. Pupils shall not eat, drink soft drinks, or use chewing gum on the bus.
10, Hulsance toys will not be permitted on the tus,

F, Use of School Buses

l. Buses shall be used for the transportation of school children and
members of school groups only, except as hereinafter provided.
School groups shall include school board members, trustees,
chaperonss and employees of the school boards

2¢ At least thrae days' advance notice shall be given for any trip
outside the county.

3. Buses shall not be requested for any cccasion unless the trip bs
carefully plamed by the principal. All trips shall be properly
supervised by at least one chaperone for each bus,.

Le Principals shall instruct teachers and chapercnes as to transportatien
regulati ons concerning pupil conducte

Se The supervisor of transportation shall select the driver to tramspart
Lk=H Club and Boy Scout groups to sumer camp. The cost of transporta-
tien {driver and gas) will be paid by the Board of County Comuissionsrs
of Osceols County.

6e The cost of operating buses during the swmser recreation program shall
be paid by the mrincipal of the school cerned,



TRANSPORTATION - Cont'd.

Fe
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Cont'd.

7+ Buses will not be used for any trips, other than on regular romtes,
without the approval of the supervisor of transportation or the
county superintendent.

8. Drivers making special school trips shall be assigned by the
supervisor of tramsportation and will be paid by the principal
of the school concerned. The rate of pay for drivers on special
trips shall be fixed by the county board.

Transportetion Grants.

Transpartation grants will be paid at rate of 10¢ a mile for each mile
or fraction thereof in excess of L miles calculated on one round trip
daily, (County board, Dec. L, 1962)

Transportationd grents are pald monthly based on actual number of days
attended certifisd by principal.
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A. Ho teacher shall receive compensation for tutering any pupil in the
same class in a school in which the teacher is working,

{
g Be 'Teachers who receive compensation for tutoring shall mot use public
§ school facililies for such purposes

Ce Private instruction by band directars is an exception to the above
policy. (See Sec, )
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VACATION (dNon~Instructionsl Persomnel)

Non-instructional personnel shall be allowed two weeks vacation per ysar
after ons year of service in the Uscecla County school system. A leave
application shall be filed showing the vacation dates.

(33



INTER=-SCHOUL AND INTRA-SCHOOL
VISITATION

Each member of the instructional staff shall be allowed two (2) days per
year for professional visitation upon recommendation of principal and
supervisor, The principal should meke all arrangements with the principal
of the school to be visited, Under no condition should a teacher visit
another school unless the visit has been prsarranged, Moreover, the
teacher should upon arrival report first to the prineipal of the host
school, There is no provision for per diem or travel for these visits,
Teachers are urged to avail themselves of possible enrliching experisnces
by making such visitation trips.

(}5



PUBLIC VISITATION

Ae An individual or group desiring to bour a school shall receive

Be

Ce

permission from the Superintendent snd/er the school principal.

Mesbers of the public wishing to contact teachers or pupils during
the school day mist receive permission to do so from the principal.

Loitering on school premises during schoel hours, by individuals not
associated with the school, shall not be tolerated, When it occurs,
the police or Sheriff's Department should be notified.

e
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WEARING APPAREL

A« The hchool, s a center of learning, provides for the development of

Be

Ce

habits and attitudes conducive to acceptable practices of the school
commmnity, including good manners, appropriate wearing apparel and
good groominge

Normally, students will be expected to dress in traditional attire,
appropriate for school « girls will wear dresses, boys will wear
long trousers.

Principals shall decide whether deviations from the foregeing
requiremmts are not in keeping with the standard of educational
and moral aspects of the instructional programe



WORK PERMITS

The principal of each school may have the delegated authority to issue
work permits in accordance with the laws of Florida.
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WORKMEN ¢S COMPENSATION

All employees of the Board of Public Instruction are entitled to the
benefits of the Werkmen's Compensation Law, (Chapter LLO, Florida
Statutes)

Any employee who 1s injJured as the result of an accident while on
duty, any subsequently is absent from duty as result of such accident,
shall be entitled to Disability Leave, as provided in Section

of the Folicy Handbooke

No Workmen's Compensation is payable for the first seven (7) days of
absence from duty on account of accldent, provided, if the disability
extends beyond 21 days, compensation payments are allowed from the
commencement of the disabilitys

Workmen's Compensation psyments are at the rate of &OF% of the average
weakly wage, not to exceed $42,00 per week.

In the event of accidental injury, an Employer's First Report of
Injury, prepared in accordance with directions from the county office,
on forme provided by that office, shall be filed promptly by the
prineipal or department head,

A certificate of absence showing the absence under "persmal illness®
but identified by the initials "DL" in the right margin, spproved by
the prineipal or department head, shall be presented «dith the payroll
dovering the period during which the absence occourred,
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SUBGE @ oun s AR WAFER OLTURES 21

It shall be the responsibiilty of the principal w0 prepars & propossd
district budget. There should be an equitable distribution of funds
based on the needs of sesh depertaenmt.

Ko purchase shall be made without the consent of the principel.

aAll bills shall be socompanied Uy an origimsl inwoice and shall bear
the signature of the mvaeelving party.

All purchases of $25 or more shall be [receded Dy a requisition msade
in triplicate and forverded to tie murty supsrinitesdent for his
signature. It iz desirable that price quotations snd Wlds be secuwred
on sejor items,

shen price quotations or Wde are called for, the terms wnd deseription
shonld be uniform. Uid calls arould be to a minimum of three muyplisrs.
1f vim blds are expected 10 be under $I0.0, & list of the vidders and
non bidders should scoompmy the requisition for the superintendent's sx
approval. dWhen thw purchase is anticlpated to be $300.0 ar mors, pere
mission from the superintendent is required befere calling for ulds.
ividence of bids or negation from three or =ore prospgective suppliers
m;m secompany & requisition of $XX.00 or amre far the county office
Lilasg.

The principal shall kesp an acourate recorc of sach sxpwnditure aad
shall elarge each sxpenditure undar the jroper oudget account nusber.

loveices for purchases suall de checked, assigned a udget nusber and
signed by the prinsipsel befors baing presented to the county office for
paymant o

All whekks biile shall be pressnted jromptly for payment. it is poor
business practice w delay paying valid mills,

furchases must not ts mads during a eurreat fiscal year for paymsat
Guring the mticiputed fiseal year. roreover, installment purchesing
shall not be amde against any sehool account where psyments are to be
oarried over for paymmt in the next yoar o yeare without the ajproval
of the coumty board.



122 SUILDINGS AKD GROUNDS 122

4. The principal of sach school shall (a) be responsible for the care snd
maintenmce of the buildinge and grounds, md (b) supervise the custodial
staff of the sehool in maintaining en adequste progrea for such care and
MELntananos .

B. bNaintensnce or repsirs whish camnot be handled 0y the sehool custodisl
stalff shall be reperted to the Superintendent and becoms the respensi~
bility of the Haintenance Crew. Haterial for minor mintensnes jebs
shall be paid from the individeal sehool's budget whereas the building
orew payrell will be paid from coumty wide bBudget.

Ce The prineipal shall aske recommendations regarding needed repairs to or
reanovations of school bulldings @ the Superintemdent at such tinme as
thay are needed,



8 INTERNAL ACCOUNTS 18

de mwmmun@wwmm»imuwmum

2. Thers should be separate Ascounting, with a separate bank agcount,
for lunchroem funds. All asther internal acoounts sasll be in one
bsad aceonnt. (Regulstion State dosrd, Jume 1, 1948)

3. Swurplus intermal accownt funds, when not current ly needed, say be
iavested in a bmnk or savings and lown conpmy. (County Sosrd
E"«mmhuou. Dec. 19, 1541)

Lo Refer to Internal Acoount Manual adopted by the doard Jume 2§, 1960
for more comprehensive coverage of thie title.



DISASLIITY LEAVE « Cont'd k9
Gs Gont'd.

2, If the abserce fyom duty extends beyond the number of daye of
disability lsave to whioh the employee is entitlad at the be-
gnning of such abaenge, availadle sisk leave shall mext sgply.

3s 1If the sbeence Irom duty extends beyond the mumber of days of
(a) disadility leave md (b) sick lsave, to shish the employes
is entitled, aveiladls vscation leave shail mext spply.

He An employee absest from duty as specifisd in "A" above, shall give
written expression of his preferemce for compensation as follows:

1 elsoct to have:

il 1. The amount of Workaen's Cospemsation deduoted by the
school board from uy regular salary cheok s the need
arises, using in continuity of order Disability Laave,
Gick Leave, and Vacation sarned,

Plan 2. femn.mmmammeqwm any
Workmen's Compensation cheoks received by ms widle
reseiving full pay during disability lsave, sick leave
and vacation earned.

Flan 3. To sscepl vorkmen's compensation in lieu of siek lesve
or vacation pay shile dissbled in coatesplation of
saving =y earned siek leave and vacation for later usage.

1 hereby sathorise the Boeard of ublic Instruction to follow
2lan for my compmmsation.

(81igned)
{¥otary)



MATERNITY LBAVE - Conk'd, 10
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Contracts subnitted %o wonmn teachers shall inelude the following
provisions:

"By soosptance mnd exmoution of this contrect, the teacher as party
of the second part agreass to the following conditional stastemsnts:s

1. A tesgher who is pregnant ahe 1l not accept or enter upon &
teaching assignamnt st the beginning of a schoel tera.

2« That in the event of pregoaney during the lsrm of this contrael,
ahw will comply in all respects wvith the poliay estaiblished by
ine soard of Fuiblic Instruction with resmpect to maternity lsave,
of whieh policy this party is fully sware, it belng understood
and agresed that fallure to withdraw from employmsri at the tiae
required by sueh pelisy will suthorise termimation of this con-
tract as of the date sush withdrawal sivuld have been sffected.”

Any ssployes of the lsard of rfullie instruction, otimr than professiond ,

sdsinistratiye, or imstrectional personnsl whe Lecomes pregnmt, upon

verifiostion by licensed physisiwm or stherwise, shall aotlifly tbe

saperintend st lmwdiately, in writing. Such eaployee shall be released

:‘Im;l Wt at least four menths pricr to s anticipeted birth date
& ™

Perscns who have resigned begause of pregnmagy, and who have ocompliad
with "A" of tids Sestion 150, if instrectional persennsl, or with "
hareof, if non-instructional , may be re-amployed net soconer than
three (3) moemths following birth of the child ss substitutes or as
permansnt enployses uwpon suimission to the Superinteadent of medical
evidencs of aatisfastory physieal condition,

Fersons unabls to meet the requirements of the foregoing psragreph
shall not bs eligible for re-smployment during a period of twelve (12)
months following the date last previcoudy employed.

The Superintendent may recommend reassignmsat at dates earlier them
above provided, in cases of spese¢isl hardship or for the benefit of
the school system,.



16k WTIES OF THE PRINCIPAL 16k

In erder that tiw inmtructional program my be carried out ia ascordmes
vith Board of Fdueation polieies and sound educational prectices, prinmeipal
shall be responsible to the Superintendemt of Fublis Imstruction fer the
effoctive performmece of their sehool eentars. The general responeibilities
of principals simll be ax follows:

l. Urgsnization and operetion of the school.
2. aecommendation of personnsl.

3+ Care of School Froperty. “Any student who is feund gailty of dameging,
defacing, teking or destreying school propsriy, sithar during seheel
bours or at sny other tizme shall be required to repay the cost of re-
pairing tie dammye done, ani sball ke subject to a penalty of suspsnsion
from school for a peried of net less tuan (10) days up to permsnent
sxplulsion from school, in the disoretion of the principal and the
Beard of irublic Instructien." (County ieerd Soliey, Dec. 3, 1957)

ke 7The principal as custedian of iis sobool's groperty shall cuserve the
requiresmte in the property record mamwal adopied by the Counmty HSoard
Jane ?, 1960,

5. Enforcement of school law and regulations.

6. Supsrvisbn of interschool activitiss.

To ?Preparstion and submimsion of reports with promptmess and accuracy.

8. lrepuration of camulstive ard permanent file folders for esch ehild,
incluiing & health recard.

7+ Supervision of sohoel purchases and subaission of proper requisiticns
and bid data prior %o purchase.

10, faintein proper pupll eontrol, provids adequate pupil supervision,
take prompt and adequsts disciplinary sotion if necessary and provide
for the gemeral wvelfars of students.

. He sisll require that teachers mke regnlar and adequate lessam plmas,

12, iach teacher shall be visited during sctual classreom instruction. A
sinpls visitation record shall be kept and made avalladls to the Superine
tendent of ublic Instruetion,

13. ie shall work in close harscny ani cooperation with the Superviser of
laet runtion,



150 VACATION 190
{12 ¥o. Instruo tional Personnel)

day for each month of service for a maximum of ety verking days.
Aosumulation of vacation to start after three yesrs of service in e sounty
school systenm.

Ihe christmss vaoation period ether tha legal bholidays during this peried
#hall be a part of the vacation period, unless the saployee ia actaslly on

L

Vacation shadX time shall be 9o soimduled that there be & minimum af dis-
ription in the operation of the school aystem.



in JURY INTY OR COURT WITHESS i91

A+ An anpleyse of The iard of Fublic Instruction shall receive Sheir h -
Wﬂmhnnwttmﬂhu%un%mhwm\wt
case under the following conditions:

3. Thtmmmbuaumdbym“wtuadmm
not & grincipal in the case.

2. mummummsacma:wcmmnmmtm
either attormay in the case to the s uperintendent.

Bs Any male nem-instructional esployee of The Hoard of ubdlie instruction
mumwmuhm:mwd datiss mnd shall recesive
mmhrmm‘ymtrm.nuhlmmuajmrum
court case.

C. Instructional personnel simll bs exsused fram Jury Daty (Flerids 3tatutes
See. 231.05). If notice of jJury sssignsent is received the prineipal or
Supwrinteandent should be lemediately notified. ie will then contsct
mwmmmmnnmmmwwmmw
person invelwved,

umcmmcnmm-mmn reosive any salary from the
Beard of Pablie Instruetionndk for days sbeent on jury duby.



