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1.1

1.0 THE DISTRICT SCHOOL SYSTEM

DISTRICT UNIT (F.S. 230.01, F.S. 230.02)

Each county shall constitute a school district. The district making up all

of Osceola County shall be officially known as The School District of

Osceola County, Florida. It shall include all public schools, classes, and

- courses of instruction and all servi ces and activities directly related to

education in the district which are under the direction of the district school

officials.
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1.2 CONTROL - ORGANIZATION, ADMINISTRATION

1.2

District System

The district system is part of the State 5).'stem of public education.
All actions of district school officials shall be consistent and in
harmony with State laws and with rules and regulations and minimum
standards of the state board. District officials have the authority to
provide additional coportunities which are authorized but not re-

quired by law.






-1.22

Schoo! Board

1.221

Responsibility - Qualifications

The School Board is responsible for the organization and control
of the public schools of the district. The School Board of the
School District of Osceola County shall be composed of five (5)
members. Each member shall be a qualified elector of the dis-
trict and shall be a resident of the school board member residence
area in which he resides. School Board members are elected “or

terms of four (4) years by qualified electors of the entire district.

School Board member residence area for the purpose of nominating
and electing Schoo! Bocrd members are estcblished by the Scheol

Board according te Florida Statute 230.046(1), (2) and (23).

Eoch member of the School Boord skall serve as the representative

of the entire district, rother than as the representative of a

Schoo! Boord member residence cre;x. (F.S. 23C.11)






1.222

Organization

On the third Tuesday after the first Monday in November
of each year, the school board sﬁa]] organize by electing
a chairman and a vice-chairman. The superintendent shall
§ct as the ex-officio secretary. If a vacancy should
occur in the chairmanship, the school board shall proceed
to elect a chairman at the next ensuing regular or special
meeting. At the organization meeting, the superintendent
shall act as chairman until the organization is completed.
The chairman and secretary shall then make and sign a copy
of the proceedings of organizaticn, including the schedule
for regular meetings and the names and addresses of all
district school officers, and annex their affidavits that
the same is a true and correct copy of the original, and
the secretary shall file the document within two weeks

with the department of education.(F.S. 230.15)

The chairman shall be the presiding officer of the board

and shall preserve order at the meetings. His signature,

or his facsimile signature, shall appear on all warrants for
authorized payments by the board, and his signature shall -
appear on contracts and other papers pertaining to the bus-
fness of the board when directed by the board. The vice-

chairman shall act for the chairman in his absence or

disability.






1.223

Vacancy

The office of any school board member shall be vacant when he
removes his residence from the school board residence area from

which he was elected. All vacancies on the school board shall

be filled by appointment of the Governor. (F. S. 230.19)

-






1.224 Meetings:

The school board of the School District of Osceola County
shall hold not less than one regular meeting each month
which is scheduled for the first Tuesday of each month at
the county commissioners meeting room of the county
commissioners meeting room of the county court house.

(F.S.230.16 and F.S. 230.17)

Special meetings may be called by the Superintendent or

by the Superintendent upon the request of the chairman of
the School Board or on request of a majority of the members
of the school board upon compliance of Florida Statute

230.16 and 230.17.






1.225 General Powers and Duties

The school board, acting as a board, after considering
recommendations submitted by the Superintendent shall
exercise the following general powers and duties:
(F.S.230.22 and 230.23)

a. Determine and adopt policies deemed necessary for
the efficient operation and improvement of the
school system. (F.S$.230.22)(1)

b. The school board shall establish a school advisory
committee or committees, but such school advisory
committees shall not have any of the powers and
duties now reserved by law to the school toard.

c. Adopt rules and regulations to supplement those
prescribed by the state becard.(230.22)(2)

d. Adopt minimum standards as are consicdered desirable
for improving the schools of the district.(230.22)(3)

e. Contract, sue and be sued in the name of the board.
(230.22)(4)

f. Perform duties and exercise responsibilities which
are assigned by law and in additicn those which it
may find necessary for the improvement of the district.

g. Require that minutes and records be kept. The minutes
shall show the vote of each member present on all
matters on which the Board takes action. o member may

- abstain from voting unless he has a persoral conflict
of interest which he must state (in writing).

h. Control of all property on which title is held.

§. ADOPT COMPREHENSIVE EDUCATIOH PLAN.--Authorize assembling
of all data and the making of school surveys essential to
the development of a school program for the entire dis-
trict and to adopt such a program as the basis for opera-
ting the schools -- one phase of the program to be a long-
time program and another phase to constitute the annual
program(F.S.230.23)(3)

J. Adopt and provide for the execution of plans for the
establishnent, organization and operation of the schools,
fncluding attendance areas.

9.






Z.

aa.

1.225 £

Provide for elimination of school centers and for
consolidation of schools.

Provide adequecate facilities for all children.

Cooperate with boards of adjoining districts in
maintaining schools.

Provide for classification and standardization of
schools.

Establish a school calendar annually prior to
March 1.

Approve and designate school holidays.

Provide for vocational schools and classes.
Provide public evening schools and classes.
Cooperate with other agencies in joint projects.

Adopt plans and regulations which will make provision
for teacher planning tirme.

Develop a comprehensive program of staff development.

Excepticnal students.-- Provide for an appropriate
program of special instruction, facilities, and
services for exceptional students, as prescribed
by the state board as acceptatle.

Designate positions to be filled, and provide for
appointment, compensation, transfer end promotion,
suspension, and dismissal of employees in accorcdance
with the Statutes of tha State of Florida.(23C.23)(5)

Provide for the proper accounting for all children of
school age ~-- attendance, health, safety, control,
admission, promotion, graduation. (230.23)(6)

Adopt courses of study and provide adequate instruc-
tional aids.

Provide necessary student transportation.
Approve plans for locating, planning, constructing,

sanitating, insuring, maintaining, protecting, and
condemning school property. (230.23)(9)

10.






L R #

bb. Provide finance to operate school system for a
term of at least 180 days, cause to be prepared
an annual budget, adopt and spread on its minutes
a resolution fixing the district school tax levy.
See that accurate accounts are kept of school funds,
borrow money when necessary, approve payment of
accounts, fix and prescribe the bonds of employees,
contract for materials, supplies, and services, and
adopt policies for investment of school funds.
(230.23)(10)

cc. Adopt policies needed to provide adequate school
facilities to include elections, bonds, and school
tax areas. (F.S. 236)

dd. Provide for the keeping of all necessary records and
making of all needed or required reports.(230.23)(11)

ee. COOPERATICH WITH OTHER AGENCIES.-- Cooperate with
federal, state, county, and municipal azencies in all

matters relating to education and child welfare.
(230.23)(12)

ff. See that all laws and rules and reguletions of the
State Board are properly enforced.(230.23)(13)

gg. Cooperate fully with the Superintendent at all times
to the end that the district system may constantly
be improved. (2306.23)(14)

hh. Assume necessary responsibilities in regard to the
school lunch program.(232.23){15)

if. Adopt measures for keeping the public informed of the
educational programs, needs, and objective.{220.23)(16)

33. Provide for assignment of pupils.(230.232)
kk. May provide for legal services for employees who may

be sued in tort for accidents which occur while employees
are on active duty supervising students.(230.234)

11.






1.226

Legal Counsel (S. R. 6A-1.42)

An ottorney :shoH be employed on an annual basis by the board to
provide for general and specialized legal counsel as required by
the board. He shall attend all board meetings and shall serve as
porliamentarian. His annual salary shall be set by the board during
the onnual budget forming time. His appointment does not need

the recommendation of the Superintendent.

Should it become necessary to obtain a formal or an informal inter-
pretation of law from the general counsel for the Department of
Education for administrative purposes, it sholi be requested by the
Superintendent or a school board member through the director of

the division of elementary and secondery educction. (S.R. 6A-1.42)

12.






1.227

Appointment and Reappointment of Personnel

The Osceola School Board shall act upon recommendations submitted
by the Superintendent for all positions, instructional and non-
instructio-al, to be filled and for minimum qualifications for

personnel for the various positions.(F.S5.230.23(5))

In emergency cases the Superintendent may make temporary appoint-
ments to approved positions pendina action by the school board at

the next mceting that the item has been placed on the agenda.

The board shall act not later than six weeks before the close of

¢}

the post school conference during any year on the nominations by
the Superintendent of supervisors and principals; act not later

than four weeks before the close of the post school conference

on the nominations by the Superintendent of all other members of

the instructional staff.

The school board may reject any supervisor, principal or other
employee nominated according to provision of Statute 230.23(5)(b).
In case the third nomination by the Superintendent for any position
be rejected, the school board shall then proceed on its own motion

to fill such position.

13.






1.228 Agenda

An agenda for each board meeting shall be prepared by the
Superintendent and delivered to each board member seven (7)
days prior to the meeting. Supporting material and information

for each item on the agenda shall be included when possible.

An agenda shall be made available to the press, radio stations,
principals, and others interested seven (7) days prior to all
meetings. Agenda and minutes shall be posted in each school in

an approriate place(accessible to all personnel).

People desiring to have items placed on the acenda shall submit
their requests in writing to the Superintendent no later than

eight (8) days prior to the meeting date.

The agenda shall contain the items to be considered in the order
of presentation, and after distribution may not be changed except
for good cause, as determined by the presiding officer and stated

in the official record.

Board members shall be furnished a copy of the minutes of the

previous meeting prior to the meeting.

14.






1.229

Board Salary - - Expenses

The salary for board members is established by the

Legislature.

In addition to the salary provided each member of the
school board shall be allowed from the district
school funds reimbursement for travel expenses as
authorized by Florida Statutes 112.061. All travel
within and outside the county shall be 14¢ per mile.

Per diem is limited to $25.00 per day.






1.2210 Retirement

School board members shall participate in the Florida
Retirement System and are eligible for social security

through regular deductions from their salaries.

16.
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1.2211 Official Minutes

The minutes of meetings become official after board approval.
The minutes, when approved, shall be ‘signed by the board
chairman and the Superintendent. The minutes shall be kept
as public record in a permanent book in the Superintendent's

office.

/7.






1.2212

Records

The board has caused the esfublishing.ond maintaining of
adequate personnel records for all employees. The contents of
such records show conveniently and completely all information
for making required reports to the commissioner of education,
for administration of district salaries, for auditing purposes, and
for records as prescribed in State Regulations 5A-1.69. Such
service records are filed in fire protection devices with locking

devices.






1.23

/P

SUPERINTENDENT

The Superintendent shall be the secretary and the
executive officer of the school board. The Super-
intendent of the District of Osceola County, Florida,
shall be elected for a term of four (4) years, or
until the election or appointment and qualification

of his successor.(230.31)

The superintendent shall be the secretary and executive
officer of the school board; provided, that when the
superintendent of any district is required to be absent
on account of performing services in the volunteer

forces of the United States, or-in the hational Guard

of the state or in the recular Army or lavy of the United
States, when the said superintencent shall be called into
active training or service of the United States under an
Act of Congress or pursuant to a proclamaticn ty the
President of the United States, he shall then be entitled
to a leave of absence for not to exceed the remaining

portion of the term for which he was elected.

The office of the Superintendent shall be located in the
Emma Yowell Building located at 401 Church Street,Kissimmee,
Florida 32741. It shall be maintained and furnished by

the District Board.

The Superintendent shall have the authority and when
necessary for the more efficient and adequate operation
of the district school system, the superintendent shall
exercise the following powers:

/P,







1.23  #

(1) GENERAL OVERSIGHT.--Exercise general oversight
over the district school system in order to determine
problems and nceds,and recomnend improvements.

(2) ADVISE, COUNSEL, AND RECOMMEND TO SCHOOL BOARD.--
Advise and counsel with the school board on all educa-
tional matters and recommend to the school board for
action such matters as should be acted upon.

(3) RECOMMEND POLICIES.--Recommend to the school
board for adoption such policies pertaining to the dis-
trict school system as he may consider necessary for
its more efficient operation.

(4) RECOMMEND AND EXECUTE RULES AND REGULATIONS.--
Prepare and organize by subjects and submit to the
school board for adoption such rules and regulations
to supplement those adopted by the state board, as,
in his opinion, will contribute to the efficient
operation of any aspect of education in the district.
Khen rules and regqulations have been adopted, the
superintendent shall see that they are executed.

(5) RECCMMEND AND EXECUTE MININUM STANDARIS.--
From tire to time to prepare, orcanize oy suSiects, and
submiit to the scnool torad for adecticn such mininum
standards relating to the gperaticn of any rghazse cof the
district school system as are needed tc supplarment
those adopted by the state board as will c”ﬂ‘r*~uue
to the eff1c1en; creration of any aspect o7 educaticn
in the district; to see that minimum standards adopted
by the school board are observed.

(6) PERFOR!M DUTIES AND EXERCISE RESPCHNSISILITIES.--
Perform such duties and exercise such responsibilities
as are assigned to him by law and by regulations of the
state board..

2o,
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1.231 Duties and Responsibilities of the Superintendent (230.33)

The Superintendent shall exercise all powers and perform
all duties below and elsewhere in the law; provided, that
in so doing he shall advise and counsel with the school
board. The recommendations, nominations, proposals and
reports required by Jaw and regulation to be made to the
school board by the Superintendent shall be either in the
minutes or shall be made in writing, noted in the minutes,
and filed in the public records of the board.

a. Preside at the organizational meetinc of the school
board and transmit to the departrment of education,
within two weeks following such meeting, & certitied
copy of the proceedinsgs of the organizaticn, inciud-

ing the schedule of recular meetincs, and the names
and addresses of district school officiais.

b. Attend all regular meetings of the school scard, call
special rieetings, advise, but not vote on cuestions
under consideration. Furnisnh boara informetion,
research, and statistics necessary 1o make intelligent
decisions.

c. Keep minutes of all official actions and proceedings
o of the school board. Keep other records, including
property held or disposed of by the school board.

d.  The Superintendent shall have the responsibility
for bargaining on behalf of the district school board.

e. Act for the school board as custodian of school property--

1. Recommend plans for contracting, receiving, pur-
chasing acquiring by the institution of condemna-
tion proceedings if necessary, leasing, selling,
holding, transmitting, and conveying title to real
and personal property.

2. Recommend plans for holding in trust and administer-
ing property, real and personal, money oOr other
things of value, granted, conveyed, devised, or
bequeathed for the benefit of the schools of the
district.

£. Be responsible for studies and gathering of data ne-

cessary to recommend annual and long-term planning
through the District Comprehensive Plan involving:

4 ‘2/.

ﬂd






7.

1.231 &

Location and development of school facilities;
Transportation;

Personnel;

Instruction;

Interest and welfare of students;

Budget;

Sites.

Recommend the establishment, organization, and operation
of such schools, classes, and services as are needed to
provide adequeate educational opportunities for all
children -including; :

]0

w o -~ o (22 B - w ~N
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Location of attendance areas;

Recommendation for adequate facilities;

Elimination of school centers;

Cooperation with other districts;

Classification and standardization of schools;

Opening and closing dates of schools;

Recommendation for school holidays and vacation periods;
Recommendations for vocational classes and schools;
Recommendation for school lunch programs;

Recommendations for exceptional education programs.

22






1.232

Superintendents Salary - Expenses

Superintendent's salary and expenses are set by the

Legislature.

In addition to the salary provided,the Superintendent
shall be allowed from the district school funds,
reimbursement for travel expenses as authorized by
Florida Statutes 112.061.

All travel within and outside the county shall be

14¢ per mile. Per diem is limited to $25.00 per day.

<3.
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1.233

7

Personnel

The superintendent shall be responsible for directing

the work of the personnel relating to:

1. Duties and responsibilities to be performed and positions
needed to effectively put on an adequate program. Recom-
mend minimum qualifications of personnel for these positions.

2. Recommendations in writing to board persons to act as admin-
istrative, supervisory, technical, attendance or health assis-
tants, office assistants, school food service personnel, bus
drivers, and all other non-instructional personrel.

3. Submit in writing to board nominations of persons to be
appointed or regppointed as supervisors or principals. This
shall be done at least eight (8) weeks before the close of
the post-school conference period.

4, Confer with principals and submit in writing to the board
his nominations for oll other percons to be apoointed or re-
appointed as members of the instructionsl staff. This shall
be done of least six (8) weeks befcre the close of the post-
school cenference period.

5. Prepare ond recommend for adoption a salary schedule for
oll employees.

6. Recommend to the boerd terms for contracting with employees
ond prepare such contracts cs are cpproved.

7. Recommend transfer of employees.
8. Suspend members of the instructionai steff and other school
employees during emergencies for a pericd extending to and

including the day of the next regular board meeting.

9. Direct work of employees and supervise instruction. Toke
necessary steps to bring obout continuous improvement.






1.234

Child Welfare

Recommend plans for child welfare which includes:

1. Rules and regulations for admitting, classifying,
promoting and graduating of pupils.

2. Enforcement of attemdance laws.
3. Control of pupils.
4. Health examinations and treatment.

(F.S.230.33)(8)(a,b,c,d)

~
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1.235

Courses of Study and Other Instructional Aids

Recommend plans for improving, providing, distributing,

accounting for, and caring for textbooks and other instructional

aids os will result in general improvement and including:

].

2.

Preparation ond recommendation for adoption of courses

of study.
Requirement for all textbooks and library books furnished
by State are properly requisitioned, distributed, acccunted

for, stored, cared for, and used.

Recommendations for other instructional aids.

Recommendations for school libraries or school likraries

open to the public.

2¢. | ,
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1.236 Transportation of Pupils

Ascertain which pupils should be transported, determine most
effective routes, recommend facilities for transporting pupils,
recommend rules and regulations which may be necessary for

the safety relating to transportation of students.

27,
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].237

§ chool Plant

Recommend plans of school plants which include:

1. A. schoo! building program on ti\e basis of surveys.
2. Purchase of sites, buildings, ond equipment.

3. Maintenance and upkeep of the school plant.

4. Insurance of school property.

5. Condemnation of buildings.

25
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7

Finance

Recommnend measures to assure educational facilities

throughout  the district including:

1.
2.

Plans for operating all schools for a minimum term.

Preparation of annual budgets.
Recommendations for tax levies.

Keeping accurate records of school funds.
Plans for borrowing money if needed.
Preparation of payrolls and accounts.
Plans for bonds for employees.

Contractual services with industry.

Plans for investment policies.

Plans for millage elections.

Plans for scholl budgets and expenditures.

Recommend amount of bends and prepare necessary
papers for bond referendums.

”
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1.239

Records and Reports

Recommend such records as should be kept - - those
required by the State Board and those in oddition as

approved by the Board.

Zo,







1.23W

Miscellaneous

1.

Cooperation with other agencies -

Recommend plans for cooperation on the basis of
approved plans with Federal, state, county and
municipal agencies in the enforcement of laws
and regulations pertaining to all matters relating

to education and child welfare.

Cooperate with School Board for continued improve-
ment of schools.

Visitation of schools.

Call and conduct institutes and conferences with em-
ployees, patrons, and interested citizens.

Attend professional conferences.

Recommend in writing the revoking of certificates for
good couse.

Make records avoilable to successor.
Recommend procedures for informing public.

Perform other duties cs moy be assigned by regulctions
of the State Board.

(Approved - July 17, 1973)

3/
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1.2311

e

Duties Delegated to Superintendent

The following duties are delegated to the Superintendent and

any action taken by him in any of these matters shall appear

as a part of the Board Minutes:

1.
2.

Approve or deny request for zone change by students.

Authority to appoint new teaching units when overcrowding
in the classroom occurs, such appointment to be subject
to Board approval at the next meeting that the item has
been placed on the agenda.

Authority to appoint teachers under emergency replace-
ments, such appointments to be subject to Board approval
at the next meeting that the item has been placed on the
agenda.

Act on maternity, professional, duty, and personal leave
requests.

Approve or deny requests for the use of school buses.

Act on vacation leave requests by twelve (12) month
personnel.

Authority to remove property from inventory records.

Authority to approve requests of teachers to leave school
early in order to attend college classes.

IR,






1.3

SCHOOL BOARD - EMPLOYEE ORGANIZATION RELATIONSHIPS

POLICIES AND PROCEDURES

The District School Board of Osceola County will maintain
relations with Employee Organizations in accordance with

CSHB 2028 Collective Bargaining by Public Employees.
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2.4

2.0 DISTRICT FIHANCIAL ADMINISTRATION
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2.0 DISTRICT FINANCIAL ADMINISTRATION

2.1

Goals

The goals of the District Financial Administration are to:
Provide professionally trained personnel to assist the Superin-
tendent and School Board in administering the fiscal aspects of

the district and local school progrem.

Utilize a uniform system of financial accounting os preseribed
by the Florida Statutes, State Board Regulations, the Bureau of
District Schoo! Finance and Business Marcgement, the Audiror

General's office, and the tocal School Board's pelicies.

Implement a long-range plor of programming, planning, and
budgeting, including cost enalysis, ot time intervals consistent
with state-wide schedule of adopiion.

Develop district-wide administrative services which promote

greater operational efficiency and financiai economy.

(State Accred. 9.523)

Z6






2.2

BUSINESS OPERATIONS

2.21

District Financial Records

(1)

(2)

The Superintendent of Schools shall be responsible for
keeping adequate records and accounts of all financial
transactions in the manner prescribed by the Commissioner

of Education. (S.R. 6A-1.01)

The Superintendent is authorized to develop internal
forms, establish subsidary records, establish cut off
dates and develop any other operational procedure that
he deems necessary in order to ensure sufficient control
and effectiveness. These actions must be pubished and
distributed in su-ficient time prior to the effective
date in order to ensure an orderly transition. No pro-
cedure shall be contrary to Florida Laws or State Doard

Regulations.

77






2.22 District School Budaets

2.221  Annual Budget

Annual budgets shall be:

(a) Prepared in a form prescribed by the Commissioner
of Education;

(b) Advertised;

(c) Presented at a public hearing pursuant to the
advertisement(F.S.237.12);(F.5.237.061)

(e) Submitted to the Commissioner of Education
prescribed by the State Board Regulations.

3¢,






v
2.222 Budget Amendments

Budget amendments shall be submitted to the Com-
missioner of Education for Approval according to

State Board Regulations.(S.R. 6A-1.06).

29






2.223

Financial Reports

Quarterly financial reports are due the in the
Commissioner's office as prescribed by the State

Board Regulations.

A monthly financial statement shall be submitted
to each member of the School Board in a manner

prescribed by the Board.






2,224

Copital Improvement Fund

The Board shall establish o depository account entitled

Capital Improvement Fundas required by State Board

Regulations.

Separate projects accounts or corstru ction accounts are
kept for all capital outlay prejects costing in excess of
$7,500.00; expenditures on projects costing less than
$7,500. 00 are recorded as ¢ithar cenuitte accounts o

in miscellaneous accounts.

/.
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2.225

Official Budget

The District Budget becomes official and shall
regulate the expenditures of the School Board
when:

Appr oved in accordance with State Board

Regulations.

=






- 2.226 Execution of Budaet

It shall be the duty of the Superintendent and the
School Board to take whatever action is necessary
during the fiscal year to keep expenditures and
obligations within the budgeted income, provided

by state regulations.

“ 3.






2.227

Purchasina Policies

The Superintendent is authorized to centralize

the purchasing activities of the District and to

publish a Purchasing Manual defining guidelines

and procedures for conducting the function of

purchasing in accordance with the following

stated policy:

2.2271

##,

Requisitions

A11 purchases except petty cash purchases
vill be based on requisitions. The Super-
intendent is authorized to approve requi-
sitions to a limit of $1,000.00,provided

he shall certify that such funds to cover
the expenditure are authorized by the budget

and have not been encumbered.

The Superintendent may authorize a designee

to make purcﬁases not to exceed $500.00.

Any purchase exceeding $1,000.00, but not
more than $2,000.00, shall require Board
approval but bids are not required. Price
quotations to accompany the requests for

Board approval are recommended.

Consideration shall be given to price agree-
ments, and state contracts available under
regulations of the Department of General Ser-

vices, Division of Purchasing.






2.2272

S,

Bids

Bids will be requested from three(3) or more
sources for authorized purchase which exceeds
$2,000.00, except for food items being pur-
chased for the School Food Program. Bids will
be opened and tahulated at a previously an-
nounced time and place prior to the Board meet-
ing, so that recommendations can be made to the

Board at that time.

The School Board shall have the authority to

reject any or all bids and request new bids.

The requirements for requesting bids from

three (3) or more sources is waived as provided

by law for the purchase of:(a) Tests:(b)Text-
books and printed instructional materials;(c)
Film, film strips, video tapes, disc and tape
recordings, or similar audio-visual materials;
(d)Library and reference books, library cards

purchased from publishers, the owners of the

copyrights, or exclusive agents within the

state or governmental agency or a recognized

educational institution.(S.R.6A-1.12(6))

3






2.2273

#é.

Pool Purchases

The School Board has authorized engagement
in pool purchases with other districts,the
State Department of Education, or other
governmental agencies, if such purchasing
is an advantage to the district. Pool pur-
chases shall require agreements as stated

in State Board Regulatiens.






~2.228  Capital Outlay Fund

The Capital Outlay Fund will be administered in

accordance wi th State Board Regulations.

77






~2.2281 -~ School Plant Survey

If at any time there is reason to believe that conditions in a
D.istrict have changed, so that the conditions of the most recent
survey have become obsolete and invalid, the School Board may
arrange for a new survey and prepare a new priority list based

on the new survey.

A new district-wide survey shall supersede all previous survey

recommendations which have not been implemented.

District-wide school building surveys shall provide for o five (5)

year building program.

<






. Issuance of Local Bonds Pledging Capital Outlay ond Debt
Service Forestry Funds for Debt Service (8A-1.301)

If the School Board proposes to issue revenue bonds under the
provisions of (5.236.612) Florida Statutes, the Board shall sub-
mit to the Commissioner of Education a resolution proposing
issuance of bonds showing proposed project or projects and
estimating the annual debt service thereon computed not to

exceed 5% interest.

The Cemmissioner may approve or not approve accerding to

Stote Regulation 6A1.301.

e






2.229 District Petty Cash Fund(S.R.EA-1.57)

The Distri¢t Board has authorized the Finance Officer
to maintain a Petty Cash Fund not to exceed Fifty
($50.00) Dollars for the purpose of makina small

expenditures for operation of schools.

This petty cash fund shall be kept separate from all

other funds.

The School Board may reimburse this authorized petty
cash fund as often as necessary upon the presentation
or receipts equal to the amount of the requested re-
imbursement. These funds shall never be used as a
loan or advancement to anyone and shall not be used

to cash a personal check.

The Petty Cash Fund nust be replenished at the close

of business on the last working day of the fiscal year.






-2.2210

- Fidelity Bonds (S. R. 6A-1.692)

Each and every official or other person responsible for handling
or expending school funds or property shall be adequately bond-
ed at all times.

Superintendent

Before assuming office he shall execute with a surety company
authorized so in Florida a bond conditioned upon the faithful
perfcrmance of the duties of his office.

the amount of the bond of the Superintendent shall be deter-
mined 1a the same manner as the totai bond for the Chairman
of the Boaid, except the bond for the Superinterdent shall be
ore thousand (51,000, 00) ds'tars in excess of the bond of the

Board Chairmon.

Each énd every member of the Board shall be required to execute
a sufficient bond with a surety company conditicned upon the
faithful performance of the duties of his office, including the
proper safeguarding of all funds for which the Board has super-

vision.

Chapter 72-220, Laws of Florida, os enacted by the 1972
Legislature, omended Section 237,31, Florida Statutes, by re-
moving the stipulated amounts for bonds of schoo! officers and
providing insteuad that the amount of such bonds be presciibed
by the State Boord of Education.

These amount. bave been prescribed by Section 4A-1.492,

State Board of Education Regulations, as follows:

S/,






2.2211.

Interncl Accounting (6A-1,85)

~2.22111

State Requirements

Monies collected and expended within a school by pupils and
school personnel shall be used for financing the normal program
of student activities not otherwise financed, for providing
necessary and proper services and materials for pupils and
personnel, and for other purposes consistent with the school
program as established and approved by the School Board.
Control of such funds is the responsibility of the School Board
and it sE'cle be the duty of the School Board to see that they

are properly administered and accounted for. The collection

of monies by teachers must be kept to a minimum so the teachers

con devote the maximum of tine to assigned instructional duties.

All monies collected and disbursed by school personnal within

a school or in connection with the school program, for the bene-
fit of a school or a school sponsore;i activity, and also property
and other benefits accruing to the school from other than tax
sources and not accounted for in the regular inventory of school
board property, shall be received, administered, and accounted

for as prescribed in this regulation, including school funds, funds

- collected in connection with summer program activities, funds

derived from school athletic events, gifts, and contributions
made by band or athletic booster clubs, civic organizations,
parent-teacher organizations, and commercial agencies, and
all other similar monies, properties, or benefits.

The School Board shall provide for an annual oudit of all internal
S







2.22111

accounts by a qualified auditor or auditor, The auditor shall
submit a separate, signed, written report to the School Board
covering school food service and other internal funds, both of
which shall include any notations of any failure to comply with
Federal requirements relating to school food service, requirements
of Florida Statutes, State Board of Education regulations and
policies of the School Board, and commentary as to financial
management and irregularities. Such audit shall be presented to
the School Board while in session and filed as a part of the

public record.

Reporting Internal Funds.--The Superintendent's annual financial
report to the Director of the Division of Elementary and Seconcay
fEducation shall contain evidence in such form as may he prescribed
by the Commissioner of Education that internal funcs in all schools
of the district have been administered in compliance with laws,
regulations of the State Board of Education, and policies of the

School Board.

School Petty Cash Fund (S.R. 6A-1.57)

The district board authorizes each school to maintain a Petty
Cash Fund not to exceed fifty ($¢50.00) dollars for the purpose

of making small expenditures for operation of that school.

Such Petty Cash Fund shall be separate from all other funds.

Each Petty Cash Fund must be replenished at the close of business
on the last working day of the fiscal yecar. lo district funds may

be used at schools for petty cash purposes.






2.22112

Local Policies

Each principal is required to maintain adequate and
accurate records of internal accounts as prescribed
by law -- on forms prescribed by the State Depart-
ment of Education (F.S. 236.02(1)). To assist prin-
cipals the State Department of Education has provided

Bulletin 39-196C - Internal Accounting for School

Activities as a guide.

There shall be separate accounting, with a separate
bank account for lunchroom funds. A1l other internal

accounts shall be in one han¥ account.

Surplus internal account funds, when not currently
needed, may be invested in a bank or savings and loan

conpany.

Each principal is responsible for the disposal of
internal account funds raised by means other than

taxation.

=y
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2.22113  Collection of Money for Instructional Supplies

No teacher shall collect money for instructiona
materials, newspapers, books, magazines, etc,
without receiving prior approval from the prin-
cipal upon written application for permission

to make such collection.

It is the responsibility of the principal and
staff to see that all monies collected are pro-
perly deposited daily and that no money be

Teft in classrooms over night.

5
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2.2212

Workmen's Compensation
A1l employees of the Osceola County School Board
are entitled to the benefits of Workmen's Comnpen-

sation {aw.

In the event of accidental injury, an Employer's
First Report of Injury, prepared in accordance

with directions from the County Office, an forms
provided by that office, shall be filed promptly

by the principal or department head.

2






2.3 BUDGETING CONCEPTS AND PROCEDURES FOR SCHOQLS OF OSCEOLA COUNTY

2.31

Concept

Sound business management requires careful planning. The preparation
and maintenance of the annual budget is a year 'reund job. To insure
economy and efficiency of the financial operations and to keep ex-
penditures within anticipated receipts, a budget system has been es-
tablished by Florida Statutes for the control of finances. To be effec-
tive and to produce budgetary control that is required and necessary

will require the cooperation of all School Board employees.

A good school budget is essentially the financial pians develeoped to
meet the educational needs. These plans should inciude expenditures
for the next fiscol year and long renge programs. Budget requirements

include both instructional and non-instructional proarams.
prog

In developrent of the school's budget the principal should involve

his teachers and staff in curriculum cdevelopment and instru;ﬁiona]

procedures to include supplies, expensgél_gggjgggqtlﬂgnd»uti]ities.

Plans shall be supported by statement of purposes, reason for

change, and sumnaries of research and expcrience. Requests from

department heads should be based on an inventory of school equip-

ment _and supplies, plans, and nceds for the coming year and projected

long term plans.

s 7.

e






2.32

Budget Review Board

A Budget Review Board will be appointed by the Superintendent
to serve at his discretion for the purpose of developing

and reviewing the District School Budget.

o
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2.33

- Determining Principal's Budget

The amount of each principal's budget will be determined
by tabulating an estimated beginnina enrollment for each‘
school and allocating a dollar amount as set by the Board.
Each principal shall be permitted to add to his dollar

allocation any unspent portion of his last year's budget,

not to exceed 10% of his previous year's Total Budget.

57.






2.34 Budget Schedule

Upon recommendation of the Superintendent the School Board
shall establish a budget schedule at its first meeting in

January.

6o,






2.4

i

SALARY SCHEDULE POLICIES

2.41

Salary Schedule

The Osceola County District School Board shall
annually adopt and spread on its Minutes a salary
schedule for employees of the District School
System prior to the beginning of the new employ-
ment period. Such salary schedules shall clearly
show the method of computing compensation of
employces, whether paid on hourly, daily, weekly,

monthly or annual rates, and individual personnel

‘records for each employee shall contain evidence

of each factor used in calculating that employee's

compensation for the yea r.(S.R. (A-1.52)

6/






2.42

Payroll Periods

Payroll period schedules are adopted by the School Board at the

beginning of each school year. In the case of ten (10) month
instructional personnel, the annual salary is divided into ten (10)
or twelve (12) payments, the first payment made approximately
one (1) month after teachers report for pre=school work, and pay-
ments thereafter are made monthly at opproximately the same date.
For those who select twelve (12) payments, the June payment in-
cludes thg 10th, 11th, and 12th payments. This method of ten (10)
or twelve (12) payments is made at the request of teachers in writ~
ing at the beginning of each school term. (S.R. 6A-1.52) All

other personnel are paid monthly on the payroll period set by the

Board.

£ 2
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243

Teachers Salaries

Salary sﬁhedu]es provide for equivalent salaries
in elementary, junior and senior high schools for

teachers with equivalent qualifications.(S.R.6A-1.52)(1)(a)

Teachers will be paid at the appropriate level of exper-
fence and rank.(Regulations 6A-1.52)(1)(F.S5.230.33)(7)(e),
230.23(5)(e),231.36, 236.02(6),236.07(3). To receive pay
on rank 1, 1-A, II, one must have met all requirements

by SEPTEMBER 1st, and filed an application for the new
rank with the Certification Section of the Department of

Education in Tallahassee on or before OCTO3ER 1st.

The salary schedule is based on a full day schedule of

assigned responsibilities.

Rank IV Salary Schedule -  Except for any teacher employed

prior to 1968, no Rank IV teachers will be employed for
regular teaching positions without prior permission from

the School Board. (See salary schedule)






2.431

Incentive Pay

See salary schedule adopted annually.

A






2.432

Teaching Experience

Experience may be allowed up to a maximum of twenty(20)

year.

OUT OF STATE experience allowable by the salary schedule

(upon verification) will be considered for the following:

(1) Public school of other States of the United States.

(2) Private and parochial schools if the teacher was
certified with a four (4) year degree at the time
of teaching and if the school was accredited by
a State or Regional accrediting agency.

(3) Higher educational institutions which were accredited
by State or Regional Institutions. HNo credit is

all allowed for student teaching, practice teaching, or
graduate assistant teacning.

(4) Outside the United States teachinag will be aranted
only to those who taught in a recular school operated
for dependent children of American citizens or those
who taught on an exchange teacher basis.

VOCATIONAL EXPERIENCE (not teaching experience) may be

allowed on a year-to-year basis to vocational education

teachers for the type occupational experience approved by
the State Department of Education for certification in Rank

I1I, or above, to a maximum of five (5) years for all voca-

tional teachers contracted after January 1, 1973.

Fractional parts of different school years will not be added

together for teaching experience purposes.

A1l other non-instructional personnel will be granted experience
pay as proved on the salary schedules provided the experience is

in the area of work being done at the present time.

s






2.433

Sick Leave

Each member of the instructional staff employed on a
full-time basis shall be entitled to four days of sick
leave as of the first day of employment of each contract
year, and shall thereafter earn one day of sick leave

for each month of employment, which shall be credited to
the member at the end of that month, and which shall not
be used prior to the time it is earned and credited to
the member; provided, that the member shall be entitled
to earn no more than one day of sick leave times the
number of months of employment during the year of employ-
ment; provided, that such leave shall be tal:cn oniy when
necessary because of sickness as herein prescrited. Such
sick leave shall be cumulative from year to year; provided,
there shall be no 1imit on the number of days of sick
leave a member of the instructional staff may accrue;

and provided, further, that at least one half of this
cumulative leave must be established within the district

granting such leave.

3






2,434

Military Leave

One (1) year or less shall not be considered a break in service
for the purpose of obtaining continuing contract; however, such
time in Service will not be counted in computing years of service

for such contract.






il

2.435 _Salary Schedule for Substitute Teachers (See Substitute_

_Salary Schedule)

Substitute teachers may be employed on a day-to-day

basis to fill in for teachers temporarily absent from

duty.

They shall be paid according to the substitute

teaching salary schedule.

The school board shall, by duly adopted policy, authorize

the superintendent to appoint emergency teachers.

(M)

(2)

When a reqgular teacher is not available, a certified
or non-certified individual may be employed during an

emergency.

School boards are further authorized tc contract with
properly certified personnel in order to provide tea-
chers in an emergency when the regular teacher is unable
to perform assigned duties. The conditions of such con-
tracts shall be the same as those of contracts issued

to regular instructional personnel, except that compen-
sation shall be earned by the holders of such contracts
only for the days during which services are actually
rendered. The compensation for such employeces shall be -
computed at the same daily rate that would be allowed to

full-time employees with the same qualifications and

status. (S.R. 6A-1.54

£/






2.436

7

Change in Rank

Effective July 1, 1974, the effective date of the rank
of the cértificate shall be deteﬁnined by the date of
completion of all courses and all requirements for the
degree, and in accordance with sections 6A-4.03 and
6A-4.04, The effective date of the rank shall coincide
with the beginning date of the validity of the certifi-
cate, except that if certification is requested to be
valid for a current school fiscal year which began

July 1 ihmediate]y preceding the date the requirements
for the rank of the certificate where completed, the
effective date of the rank of the certificate shall be
specifically disignated cn the face of the certificate.

(S.R. 6-A- 4.02)(17)






2,437

Annual Contract

Any certificated, full-time instructional person who does not
meet the requirements for a continuing contract as provided
by low and State Board of Education Regulations shall be

placed on an annual contract status.
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2.438

Continuing Contract

A continuing contract may be issued to any instructional

personnel who meet all the following:

(1) Holds a regular certificate as def1ned by State Board
Regulations.

(2) Has rendered three(3) years of probationary service
during a per1od of five (5) successive years, with
such service being continuous except for leave duly
authorized and granted.

(3) Has been re-appointed for the fourth (4th) year.

(4) Has been recommended by the Superintendent for
continuing contract status.

Instructional personnel advanced to posifions which do

not carry continuing contract status may retain continuing

contract status at the last eligible position for which they

had continuing contract.

Superintendents returning to instructional duties may be
given continuing contract status in the position last held

in continuing contract by action of the County Board.

77
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2.4

3

Personnel’ Employed Beyond Ten (10) Months

Summer personnel must have been employed by the Osceola
District School Board in the preceding regular ten (10)

months term.

~Contracted personnel employed beyond the specified

contract period will be compensated at the same rate

as their current contract.






2.4310

Year's Service

The minimum time which may be recognized as a year of

service ;holl be full-time actual service, excluding holi-
days and all types of leave, excei)f paid sick leave, for a
total of more than half the number of days required for the

normal contractual period of service which is 196 days or

longer . (F.S. 228.041)(21)

All instructional personnel under contract to render services
either as full-time or as part-time employece shall be paid at
rote determined by the official salary schedule. When it is
determined that an incorrect cmount has been paid, the
difference shall be adjusted betwean the Boord and the em-
ployee to the end that the employee shail receive the amount

to which he is entitled under the salary schedule.

(S. R. 6A-1.52)
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2.4311

Deductions

No deductions shall be made from the salaries
of the employees of a Sciiool Board unless such
deductions are required by law or are approved
in writing by the employee to be affected.(S.R.
6A-1.52)

Authorization for organizational membership dues

shall be made on an annual basis; -this—authorization

-must be submitied no later than—thelastdayof

pre-planning=—Ho-authorization will be accepted-
afterthis—day. Termination of any deduction must

be in writing to the Pavroll Department.

Deductions fer group hospital irsurance will be

limited to one (1) group insurance company.

o






2.4312 Salary Suﬁp]ements

Salary supplements may be assigned because of extra
duties and services or special situations according

to S. R. 6A-1.52.

(1){(a). Such supplements are identified annually upon
recommendation of the Superintendent and approved
by the School Board.Personnel selected to receive
supplements shall be nominated by the Principals’,
recommended by the Superintendent, and approved
by the Board. The ﬁumber of such supplements to
any one individual is regulated by Board action.

"(b). Ildentification of personnel shall be made prior
to the beginning of the activity.
(c). Supplementzl compensation shail begin during the

time service is being rendered.

(2)(a). -Each High School shall receive a supplement for
an Athletic Director or an Athletic Business Man-
ager, whichever the principal may choose. The
supplement of the Athletic Director will be lar- ,
ger than that of the Athletic Business Manager
position.

(b). The Athletic Director would coordinate and super-

vise under and by the direction of the Principal

the entire athletic program of the school. He

would not be an active coach or assistant coach.

757
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2.412

(c). The Athletic Business Manager would be an
administrative assistant to the Principal,
handling all paper work peculiar to the Ath-
letic program of the school. He shall have
no supervisory authority over the coaches but
shall assist them in their program in an
administrative capacity. Each Head Coach shall
be directly responsible to the Principal and
not the Athletic Business Manager. The Athletic
Business Manager shall be permitted to perform
the duties and receive the supplement of one

other athletic activity.

Ho extra compensation may be made to any employee by the

Board after service shall bave been rendered, or the con-
tract made as provided by F.S.215.425, Florida Statutes.

S.R. 6A-1.52(5).

76.






2.4313

Twelve (12) Months' Personnel Annual Vacation

Administrative personnel and other personnel who are
recommended for twelve (12) months' employment by the
Superintendent and approved by the Board shall observe
only the holidays approved by the School Board.

Twelve (12) month employees may earn annual vacation

as shown in Board Policy.

77.






2.4314

Request for Pavroll Chanaes

Any payroll changes requested by personnel must be
made in writing and presented before the fifth (5th)
day of the month . Any request entered after the
fifth (5th) day deadline will be corrected the follow-

ing month.

75,






2.4315 Experience Verification

Experience verification adjustments will be made on October 10th,
January 10th, March 10th, and prior to the final June pay period.

The adjustment will be retroactive to the beginning of employment.

77.






2.4316

Accumulated Sick Leave

Administrative and Instructional personnel eligible
to retire with full benefits as set forth in the
laws of the State of Florida shall be entftled to
50% of their accumulative sick leave (not to exceed
120 days), based upon the highest rank of their
certificate at the time of retirement. The amount
per day will be based upon the current rate of

pay for the rank the employee holds. Teachers who
have been paid unused sick leave supplement, begin-
ning.1964—65 school year, will have this deducted

from their final allocation.

7o.







2.4317 Travel
I. Authorization for travel:

A. Overnight Travel: A1l travel outside the County

that requires the employce to be away from his
official station overnight or for a period of
time that extends for more than one day must be
approved in advance on Form F-D-T-1, Travel
Authorization, by the Superintendent of Schools
or his designated representative. Ho travel
outside the state may be undertaken until recom-
‘mended by the Superintendent of Schools or his
aesignated representative, to the Board of Educa-

tion and approved by the Board.

B. Travel on a Per Dav Basis: MNo travel may be

undertaken by am employee unless approved in
advance by the Superintendent of Schools or his
designated representative.

1. The Superintendent mav designate certain
“members of his staff to a perranent travel
status using Form DF-T-2, Travel Authoriza-
tion. This will be a blanket travel author-
{zation for employees to travel as their
Jobs require, on a day by day basis; This
excludes overnight travel.

2. A1 other travel must be on a by-trip basis,
approved by the Superintendent of Schools
or his desianated representative in advance

Co. o on Form DF-T-1.

5/
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II.

Reimbursement:

A.

B.

2.4317

A1l claims for reimbursement must be submitted

on Form DF-T-3, Travel Claim. If out-of-state,

overnight, or if the employee is not bn perma-

nent travel status, Form DF-T-1 must be attached.

Mileage:

route possible.

A1l travel is to be by the most direct

1. Mileage will be reimbursed at the rate of
14¢ per mile.

2. Reimbursement for vicinity mileage will be
allowed if reported separately.

Per Diem:

Travel that requires the employee to

be away from his official station overnight will

be reimbursed on a per diem of $25.C0 per day. This

is calculated on % day of $6.25 per quarter. If

an employee is away from his official station for

more than one hour of a quarter, he will be reim-

bursed for that quarter. The

follows:
6:00 A.M
12:00 P.M
6:00 P.M
12:00 A.M

. To
. To
. To
. To

Airlines or Common

M

——
o
OO OO0
OO
> U o

Carriers:

M.
M.

d

ay is divided as

$6.25
$6.25
$6.25
$6.25

Reimbursement for

ajrline or other common carrier will be reimbursed,

The receipt must accompany the claim for reimbursement.

Miscellaneous:

Employees that travel on a per day

basis will be reimbursed for tolls and parking.Any

claim for reimbursement in excess of $1.00 must be

accompanied by a receipt.
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F.

2.4317

Special Action by Board: The Board may authorize

reimbursement for accrued expenses. In such cases,

receipts for lodging must accompany the travel claim.

Registration: Registration for special meetings will

be reimbursed. Receipts must accompany travel claim.

73,
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3.1

3.0 GENERAL OPERATING POLICIES

TRANSPORTATION

3.11 School Buses

The principal of the school may apply to the Superintendent

for use of school buses, under the following conditions:

1.

Buses may be used for school activity trips, upon
prior approval by the Superintendent. Buses will
not be used for any trips, other than on regular
routes without the approval of the Supervisor of
Transportation or the Superintendent.

Buses may be used for instructional field trips,
which will end not later than 2:00 p.m., upon
prior approval by the Superintendent.

Use of school buses shall be confined to the
counties adjoining Osceola County and/or a maxi-
mum distance of 100 miles, unless approved by
the Schocl Board.

Expenses for use of school buses for such activities
or trips shall be paid by the sponsoring organi-
zations: rates are determined by the Transportation
Supervisor and Superintendent. Drivers shall be
assigned by the Supervisor of Transportation. The
rate of pay shall be fixed by the School Board.

Sponsoring organizations shall be responsible for
the general conduct of students while riding on
school buses. All1 trips shall be properly super-
vised by at least one (1) chaperone for each bus.
The principal shall instruct chaperones as to trans-
portation regulations concerning pupil conduct.

Application for use of school buses for the above
purposes must be made to the Superintendent not
later than five (5) days prior to the date for the
anticipated trip.

Expenses for use of school buses to be paid to the District

Office as follows:

A schedule of charges for use of school buses will be
established by the Superintendent with the provisions
that non-school organizations shall pay at a rate

fifty percent (50%? greater than school organizations.






3.N

CONSTITUTION OF THE STATE OF FLORIDA - Article I; Sec. 3 ---

Religious Freedom - "No revenue of the state or any political
subdivision or agency thereof shall ever be taken from the
public treasury directly or indirectly in aid of any church,

sect, or religious denomination or in aid of any sectarian
inst® stion."

7.






Vehicles Other Than School Buses

Principals shall not permit school activity trips, instructional field
trips, or school-sponsored 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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Use of Buses by Non~Schoo! Organizations

Non-profit organizations working with children of school age (Boy
Scouts, Girl Scouts, YMCA, Etc.) may make application to the
Superintendent for use of school buses under conditions listed in

section 3.11.

£,
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Accident Reports

Drivers shall prepare an accident report, Form TR-3 immediately
after every accident involving a school bus or o bus passenger.
The report shall be filed in duplicate with the county Superin-

tendent.
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3.1

Bus Insurance

The county board shall provide insuiance for bodily injury for
transported pupils and for property damage in an amount deter-

mined by the county board.
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Bus Operation

To prepare immediately after every accident involving the bus
or a school bus passenger an accident report to be filed with

the Superintendent.

To actuate the amber lights at a point approximately two hun-
dred (200) feet from the student stop or at such greater dis-
tance as is necessary due to traffic speed and road conditions,
as a warning to traffic that the bus is approaching a student
passenger stop. When the bus has stopped before the door is
opened, the amber 1ights shall be deactivated and the stop

signal arm supplemented by flashing red 1ights, shall be dis-
played as due warning that students are being loaded or unloaded.
The bus door shall not be opened to unload students until
approachina traffic in the immediate vicinity of the bus has

stopped.

The bus shall be brought to a full stop before entering or
crossing an arterial highway or dangerous thoroughfare not
safeguarded by a traffic control signal, and shall proceed only

when safety is assured.

To bring bus to a stop at least fifteen (15) feet from the
nearest rail or a railroad grade crossing. The driver shall
not proceed across tracks until after looking carefully in each
direction, opening the door and listening for the sound of an

approaching train, and determining that it is safe to proceed.






3.16

The bus door shall be closed before proceeding across the

tracks of a railroad.

The bus shall be driven at a safe speed. Driving conditions

will be the governing factor as to speed.

In case of rain or fog conditions, which reduce visibility to
the danger point, the driver shall at the first opportuhity
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 immedi-

ately to the Supervisor of Transportation.

The driver shall keep the bus clean at all times. The bus shall

be swept daily.

The driver shall report without delay to the school principal
and school bus transportation supervisor:

Pupil misconduct,

An accident involvinag a bus passencer,

License number of vehicle which passes illegally,
Reason for failure to maintain schedule. The driver
will report to the principal's office with this ex-
planation,

oo oo






3.17

Responsibilities of Drivers

To know and observe local and state traffic laws.

Te pass an annual physical examination and meet the requirements of the

state and local board.

To be neat and clean in personal appearance, to refrain from the use of
tobacco while on duty, and to use no profcne or vulgar language in the

presence of pupils.

The driver shall not be a user of alcoho! or narcotizs.

The driver shall not change a route or bus stop without rzcific authoriza-

tion of the couniy Superintendent. Such information n oy be distributed

by the Supervisor of Transportation for the county Sugeiniendent.

The driver shall not question the authority of the principal ‘o assign a

pupil to o bus or in the handling of a disciplirary case.

The driver shall master the principles of first aid for use in case of an

emergency.
Order and discipline shall be mointained on the bus ut all times.
Pupils shall be required to observe all regulations of the stete and county,

A child will be permitted to leave the bus only ot the regular stop except

) and
upon written request of the parent/em ot the discretion of the principal.
The driver sholl supervise pupils as they ieave the bus and until they

cross the highway.

73,






3.17
Pupils shall be required to move away from the bus immediately upon

being discharged and shall move away in view of the drivers.

The driver shall submit prompt and accurate reports and such additional
information as requested by the principal for the effective operation of

the school.

Pupils shall ride the buses to which assigned. The driver will not per-

mit occasional adult riders.

Rules governing the conduct of pupils and the daily schedule shall be

posted in the front of the bus.

The driver shall not attempt to handle disciplirary problems with parents,

but shall report all cases of miscenduct to the principal.

Children who leave the bus and cross 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 hozard exists, he shall

conduct the child across the highway.

7
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3.18 Tronsportaticn Grants

Transportation grants will be paid at the rate of fifteen {(152) cents a
mile for each mile or fraction thereof in excess of four (4) miles cal-

culated on one (1) round trip daily.
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3.2

INSTRUCTIONAL MATERIALS

The principal shall submit an annual inventory
of textbooks for his school.(Florida Statutes,

Sec. 233.46)

Textbooks shall be stored in a dry room and shall
be neatly arranged by title, subject or grade.

(Florida Statutes, Sec. 233.46)

The principal shall collect or cause to be collected
from each pupil or his parent the purchase price of
each.book the pupil has lost, destroyed or unncces-
sarily damaged, and shall repcrt and transmit such
amounts so collected to the County Surerintendent
for transmission to the State Superintendent, pro-

vided that if such textbook so lost, destroyed or

‘damaged has been in school use for more than one(1)

year, a sum ranging between fifty (50) and seventy-
five (75) percent of the purchase price of the book
shall be co]]ectea, such sum to be determined by the
physical condition of the book.(Florida Statutes,
Sec. 233.46)

The principal of each school shall have the authority
to determine where there are extenuating circumstan-

ces to grant exceptions.

7é .
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3.3

FIRST AID - FIRST AID EQUIPMENT

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.

Separate and complete first aid kits shall be maintained in special creas,
such as: separate buildings, shops, school lunch kitchens, and physical

education areas.

77.
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3.4

RELEASE OF STUDENTS NAMES

No names or addresses of students shall be released to any company, corporation,
or individual without written approval by the School Board of Osceola County.

This policy does not include releasing names and addresses of students from school
to school or from school to colleges or other institutions of education, public, or
private, to any of the broncés of the armed forces of the United States, or elect-

ed state or national representatives of the people.
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3.5

PUPIL CONTROL

Subject to law and rules and regulations of the State Board and the School
Board of Osceola County, each pupil enrolled in o school shall, during the
time he is being transported to or from school at public expense, during the
time he is attending and during the time he is on school premises, be under
the control and direction of the principal or teacher in charge of the school,
and under the immediate control and direction of the teacher or other mem-
bers of the instructional staff to whom such responsibility may be assigned

by the principal. (Florida Statute 232.25)
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3.6

DISMISSAL OF SCHOOL

All schools shall maintain a regular schedule. No school shall dismiss
prior to the regularly scheduled hour without permission of the county
Superintendent, except when in case of an extreme emergency the wel-

fair of children requires immediate dismissal.

A regular schedule shall be interpreted as attendance in accordance with
the daily schedule of classes or participation in a regularly scheduled field
trip. Planned room parties within the classroom or school area will be re-
cognized, but should be limited to e few special occasions and restricted as

to length. The following will not be regarded os o part of the regular

schedule:
") School parties and picnics outside the school area.
(2) Attendance at athletic events during class hours.
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3.7

CUSTODIAL SERVICES

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

as follows:

1.

2,

10.

1.

12,
13.
14,
15.
16.

17.

18.

19.

Keep the janitorial supplies neat and orderly.

Keep the ground free of paper and trash.

Keep shrubbery trimmed and properly fertilized and cared for.
Keep the windows clean.

Maintain a regular schedule of cleaning chalkboards.

Keep toilets clean, properly disinfected and free from objection-
able odors.

See that drinking fountains are cleon and sanitary.

Make minor repairs to plant and equipment.

Keep principal informed as to supplies needed.

See that windows and doors are properly locked before leaving.

Report immediately any damage to equipment or to the building, and
report persons responsible for damage, if known.

Report any safety hazards immediately.

See that fire extinguishers are kept properly charged.
See that buildings are properly heated on cold mornings.
Classrooms and halls to be kept clecn and neat.
Periodic dusting of lockers.

The jenitor shall not leave the school premises without the permission
of the principal.

There shall be o regular schedule of working hours daily.

Carry out duties as outlined in the job description circular given
him by his principal.
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3.8

ADVERTISING

Schools are not to be used as agencies for the distribution of advertising

materials for delivery to parents. No materials from outside of school

sources should be distributed to homes through pupils without the prior

approval of the Superintendent,

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 commercial advertising.

Free materials, meeting all of the following criteria, may be accepted
for classroom and school purpesed:
(n The materia! is not of a sectarian nature.

(2) The materiol fulfills a legitimate purpose of the schoo!
curriculum.

(3) The selfish or private purpose of the sponsor is not pro-
minent or dominant in the material.

(4) The advertising feature of the material is not blatant.

(3) The material does not violate the attitudes which are
recognized as ideals of the school system or of our
society.
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3.9

BUILDINGS AND GROUNDS

The principal of each school shall (a) be re-
sponsible for the care and maintenance 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 Superintendent and become the responsibility

of the Maintenance Crew.

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

nceded.
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3.10

APPOINTMENT OF PRINCIPALS

Appointment of New Principals: The county Superintendent shall

recommend a qualified person at a reasonable time prior to Board
action. The Superintendent's recommendation can be rejected only

for good cause. (Florida Statutes, Sec. 230.23, 230.33)

Reappointment of Principals: Principals shall be recommended for

appointment by the Superintendent to the Board no later than
eight (8) weeks prior to the close of past-school conference
period. The School Board shall elect renominated principals at
least six (6) weeks prior to the close of the post-school con-

ference. A nomination may be rejected for good cause.

Transfer or Promotion with Tenure: A teacher or principal may be

transferred with tenure in the position from which transferred or

promoted.

Failure to Reappoint: 1In the event the Superintendent fails to

recommend the reappointment of a principal, he shall submit his
recommendation of dismissal to the School Board no later than
eight.(8) weeks prior to the close of post school conference.

The Board shall take final action on dismissal not later than six
(6) weeks prior to the close of the post school conference. The
party dismissed shall be notified in writing of his failure to

gain reappointment.
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3.101 DUTIES OF THE PRINCIPAL

In order that the instructional program may be carried out
in accordance with School Board policies and sound educa-
tional practicés, principals shall be responsible to the
Superintendent for the effective performance of their school
centers. The general responsibilities of principals shall
be outlined in F. S. 231.085.
(231.085 Duties of principals. -- District scheol boards
shall employ, through written contract, public school prin-
cipals who shall supervise the operation and management of
the school or schools and property as the board shall
determine necessary. The principal shall assume administra-
tive responsibility and instructional leadership, under the
supervision of the superintendent, and in accordance with

" rules and regulations of the school board, for the planning,
management, operation and evaluation of the educational
program of the school to which he is assigned. The principal
shall submit recommendations to the superintendent regarding
the appointment, assignment, promotion, transfer, and dismissal
of all personnel assigned to the school. The principal shall
assume administrative responsibility for all records and re-
ports required regarding pupils, for the transfer of pupils
within the school, and for the promotion of pupils. The prin-
cipal shall have the authority to administer corporal punish-
ment in accordance with the rules and regulations of the school
board and shall have authority to suspend students from school
or from a school bus as provided for in F.S. 232.26. The prin-
cipai shall perform such other duties as may be assigned by the
superintendent pursuant to the rules and regulations of the school

board and the state board of education.)
/05,






3.102

TRANSPORTING STUDENTS FROM OTHER COUNTIES

Osceola County will continue cooperating with other counties in
transporting students in fringe areas into the Osceola County
school system, but out-of-county students shall obtain yearly

permission from the Board to attend Osceola County schools.

0 6,
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3.103

USE OF SCHOOL FACILITIES

The following shall apply to the use of school facilities:

(1)

(2)

(4)

(7)
(8)

(9)

Civic and charitable non-profit organizations, veterans'
groups and Governmental agencies will be permitted to use
school facilities.

Mo individual, group, or orcanization may use indoor facilities
for private profit.

No charge shall be made for the use of facilities, except that,
when the use necessitates extra or overtime services of cus-
todial personnel, the user will pay the school actual cost
attributable as determined from time to time by the Superinten-
dent. Groups sponsorec by local covernment acencies shall be
allowed to use the gymnasiums for only the actual éxpense in
maintenance costs. A1l such use to be under the supervision

of the principal. Payment must be made within ten {10) days of
the date of use.

Organizations and croups usinc school facilities must take
proper and ordinary care of the facilities anc will be held
responsible for any damace or vandalism incurred as a direct
result of their use.

School related organizations and activities are exempt from
the provisions of number three (3) above.

A11 organizations or groups desiring to use school facilities
must schedule their use in advance with the school principal.

Mcoholic beverages and gambling are forbidden on school premises.

Smokina dis forbidden in cymnasiums or auditoriums and other areas

designated by the building Principal.
Student are not to be in the school building without faculty

supervision, except for the attendance of public gatherings,
or by special persmission of the school principal.

/67,
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3.104 DUTIES DELEGATED TO SUPERIHTENDENT -

Refer to 1.2311 of Policy.
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3.105

NEPOTISM

The School Board shall not employ two (2) or more relatives

where one (1) member is the immediate supervisor of the other.

Any exception to this policy shall require the recommendation
of the Superintendent and the approval of the School Board.
Exceptions shall be subject to annual review by the Superin-

tendent and the School Board.

Approved by the OSCECLA COUNTY SCHOOL
BOARD on June 12, 1973
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3.106

Grievance Procedure

The Osceola County School Board recognizes that problems
develop from time to time within the Public School System

of Osceola County.

Vhenever an employee feels that he has a grievance, every
effort should be made to arrive at a satisfactory resolution
of the problem on an informal basis. When this cannot be
done, resort should be to the more formal procedures stated
herein in an effort to resolve grievances and preserve good
morale. HNo g}ievance shall be processed anonymously.
GRIEVANCE - Any problem dealing with treatment of personnel
and/or alleged violation of existing rules, con-
tracts, or policies.

REPRESENTATIVE - Any person, association, or legal counsel
designated by the aggrieved.

INDIVIDUAL - Any person or group of persons who have a
- grievance they are unable to resolve in an
informal manner.

SUPERINTENDENT - The Superintendent as duly elected and hold-

ing office in Osceola County.

SCHOOL BOARD - The elected Oscecola County School Board.

ADMINISTRATIVE CHANNEL - The normal chain of command of
administration responsibility of
the Osceola County Public School
System.

DAYS - Actual working days.

RIGHTS - The rights of employees to:

1. Call upon any representative to aid and assist in
any level of the grievance procedure.

2. Request and receive for his representative a copy
of all information pertaining to the grievance.

3. To have all documents, cormunication, and records

dealing with the processing of the grievance kept -

confidential and separately from the assessment
file of the participants.

s/ 0,
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10.

11.

3.106

No repfisals of any kind shall be taken against any
participant in the grievance procedures by reason of
such participation.

Sampfe forms shall be made available to all persons
by the Superintendent.

The number of days of each level shall be considered

@ maximum except when extended in writing by mutual

consent.

If an individual does not file a grievance within

ten (10) days after becoming aware of the act or con-
dition on which the grievance is based, then the
grievance shall be considered to have been waived.

Failure of the individual to appeal the grievance to
the next level within three (3) days shall be deemed
to be acceptance of the decision rendered at that
level.

The individual and/or his representative shall have
the right to be present at any and all levels.

Ho probationary emplovee may use the crievance pro-
cedure in any way to appeal discharce or a decision
by the Board not to rensw his ccntract.

Failure at any step of this procedure to communicate
the decision on a grievance within the specified tirme
shall permit the individual to appeal at the next step
of this procedure.

PROCEDURE FOR RESOLVING GRIEVANCES:

LEVEL 1

The individual should discuss the grievance with the
person who caused the grievance for the purpose of

~ resolving the grievance. If satisfactory results are

LEVEL 2

LEVEL 3

not obtained within five (5) days then,

The individual may file the grievance IN WRITING on a
form provided by the School Board with the person who
caused the grievance with a copy to any representative
of his choice. The person who caused the grievance
shall within five (5) days file his reply in writing
to the individual, with a copy to any representative
designated by the aggrieved. If satisfactory results
are not obtained then,

The individual may file the written "Statement of
Grievance" directly to the person in the next highest
administrative position, with copies to the person who
caused the grievance and any other representative of
his choice. The "Statement of Grievance” shall be
written on the form provided by the School Board. It
shall include the name of the employee involved, the

o






3.106

facts giving rise to the grievance, the identity by
appropriate reference of all rules, policies, or
contract provisions alleged to be violated, the con-
tention of the employee with respect to these pro-
visions, and the specific relief requested. The next

- highest administrative authority shall within ten (10)

LEVEL 4

days file his reply in writing to the individual, with
copies to the person who caused the grievance and the
aggrieved's representative. This level may be repeated
with the next higher administrative level. If satis-
factory results are not obtained at the highest admini-
strative level then,

The individual or his representative may within five (5)
days refer the grievance in writing to the County School
Board, with copies to all concernced. Within fifteen (15)
days after receipt of the grievance, the Schcol Board
Chairman shall call a meeting for the purpose of resolving
the grievance. The School Board, at the discretion of
the Chairman, may appoint an indesendent ccrmittee of his
choosing to 1nvesg1qate the crievance. Within twanty (20)
days after the ab ove meeting, the Bcard shall corrunicate
its decision in writting and state their rezscns in writ-
ing, if reguested, to the aggrieved individual, if any.
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4,0 NON-INSTRUCTIONAL PERSONNEL

4.1 EMPLOYMENT POLICIES

4.11 Qualifications of Non-Instructional Personne! (F. S. 231.02)

1.

To .be eligible for appointment to any position in the Osceola
District School System, a person sholl be of good moral charac-
ter, and when required by law, hold o certificate o license
issued under regulations of the State board of Educcation or the
division of health of the Department of Health and Rehabilita-

tion Services.

All employees are required to have o tubarculesis skin test, or

at his own expense, a chest x-ray ot the begirn'ng of cach
school year or within thitty (30) days after empioyman: begins,

. K N ~
(County Policc "194 acnd Amendcd Aogust 11, 1972).

Q2

Florida Statutes 876,05 provide that cil persons who cie on the
payroll of the School Beord cre reguired to take an coth to suo-
port the constitution cf the United Statcs and of the Stcote of

Florida.

All personnel are required to be o member of the Florida Retire-
ment System or of the State and County Officers Retirement System,
All employces employed for the 1972-73 school yeor ond thereafter
must join the Florida Retirement System. Personnel belonging to

the FRS must also contribute to Social Security.

All personne! must complete a W-4 form to authori.e proper with-

holding of monies for income tax purposes.
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4. 11

6. Food Service Workers, transpertation and maintenance
personnel shall meet qualifications as set by the depart-

ment where employed.
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EMPLOYMENT PROCEDURES

The selection of new appointees shall be originated by the admini-
strator of the unit in which the individual is to work and proceed
through the chain of command. Application blanks shall be pro-
vided by the County Office, which shall be filled out by the
applicants and which shall provide pertinent data for evaluation.
At least three (3) references relative to character and performance
of duty shall be submitted along with recommendations. Appointment

will be made by the Board.

A1l non-instructional employees will have a thirty (30) day temporary
period of employment, beginning with their date of employment. No
frienge benefits will be given until the completion of the temporary

period.
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4.13  SALARY SCHEDULES

1.

Salary schiedules for non—insh.uc.‘ionol personnel employees provide for
the various classifications of employces of the Schoo! Board. Salary
differentials are based on objective factors which are set forth in the
solary schedule. The Schoo! Board shall arnually adopit and spread on
its Minutes a salary schedule for employces. MNew positions or classifi-
cations added during the year for which provisions were not mode in
the annucl salary schedule shall be includad in cweh salary schedule

by proper amendments officiclly adopted by the Bocrd. (S.R.6A~1. 52

All regular employees of the School Bocrd employad on an hourly, daily,
or monthly basis and for which payroll deductions are required shall ra-
ceive all compensation, for services rendered, by Scheol Board warrants.

(5. R. 6A-1. 22

No deductions stall be made frem the sclaries of the erployees of o
School Board unless such deductions are reguired by law or arc cpproved
in writing by the empleyee to be uffected. Such cutherizotion shall

g piey

continue until termincted in writing except in the case of organizational

dues which shall be renewed annually. 4

No extra compensation shall be made to uny emoloyee of the Board after

service sha!l have been rendered,

Incorrect saiarics shall be adjusted.  No salary shall be paid differing from

the amount to which the employee is entiiled under the salary schedule.

The District Board moy maoke deductions for group hospital insurance for
employces upan wrilten request. Deductions will be limited to one (1)

group heolth insurance cormpany.
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4.2

LEAVE OF ABSENCE

4,21 General Policies

Eligible employces (three (3) or more years of continuous service)

may be granted leave of absence for a period not to exceed one
(1) full year (military leave cxempted). Others
may request leave of shorter duration.

Automatic renewal of an extended leave is not granted. i shall
be the responsibility of the person on leave to request renewal.
If no request for renewal is made, the employment relationship

will be terminated.

Leaves shall ke officiclly granted in advanze and shall not be
granted retroactively; provided thot leave for sickness, or other
emergencies, may be deemed to Le granted in advence if a

prompt report is made to the proper authority ot the termination

of leave. -
All personal and extended leaves she!l bz vithout pay.

All absence of Schoel Board employees from duty for gosd reason
shall be covered by leave duly authorized. Any employce willfully
ohsent from duty without leave shall forfeit compensation for the
I‘ime.of such abscnce and be subject to discharge. If an employee
granted leave fails to return to duty at the termination of the leave

his employment shall be subject to concellution by the School

Board. (S. R. 6A-1.77)

/S
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4,22

MILITARY LEAVE

Military leave shall be granted without pay under provisions of State
Statue 231.39 (2) to employees of a School Board who are required to
serve in the Armed Forces of the United States or this State in fulfull-
ment of obligations incurred under selective service lows. At the
termination of this service employees must mal.e application for recm-
ployment within six (6) months following the date of discharge or re-
lease from active duty. The School Board shall have o period rot to

exceed six (6) months to regssic nthe empleyee to duty in the scheol
g ploy Y

system.

Leave may ke granted of the discretion of the Board to uny 2o’z yoes
> p-o/

volunteering for militory duty,
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4,23 MATERNITY LEAVE

1.

All persons employed by the County School Board may be granted
maternity leave not to excecd one (1) year. Such leave shall give
the employee a right to return without prejudice as an employee of

the School Board.

When an employee knows that she is pregnant, she should imme-

diately notify her immediate superviser  and the
Superintendent. Normially the employece is expectled to

toke leave ct least two (2) monibs priot to the expoectea time of delivery.

No et feove will be granted fo. maiein* v reosons.
Following the birth of the child, cn employes moy not be cossigned

to o positicn untii a doctor's cartificate is prowented dating thor che
is capchle of returning to werk. A suitable vacancy mud exist for an
employ=2e who wishes o return to work duiing the school year in which

the maternity leave is gronted.

Persons who have withdrown kecause of muternity lcave moy be re-
emplcyed os permancnt empicyees upon recommendaticrn of the

principal und approval of the Superintendant.

An employee on maiarnity leove tholl not be entitiva 1o pay while

absent,

/20,
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4. 24

ASSIGNMENT (jr EMPLOYEES FOR TEMPORARY DUTIES

In certfain insiances non-instructional empleyees may be assigned to be
temporarily cbsent from their regular duties and places of employment

for the purpese of performing other educational services, including
participation in school surveys, professional meetings, study courses,
work shops, etc. Such assignment to temporary duty will ordinarily be
initiated by the county schoo! administiction. Employces will receive
their regular poy, ond may be allowed expenses as provided by law and
regulations of the State and County Boords. Such temperary duty shall

be considered cqual to the regular duties of the individua!, ard employaes
performing such essigred temporary dutins siioll net be considered to be on
leave. Employces may nct be assigned for the purposs ol ecrning coilege

39
o8

credits, (SPcA-1.84)
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4.25

SICK LEAVE (F.S. 231.40; S.R. GA1.83)

Any member of the non-instructional staff who is unabie te
perform his daily duties because of illness or because of

the illness or 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 must be taken only when
necessary and must be certified by an application si¢ned by

the applicant and approved by the principal or supervisor.

Sick leave for non-instructional personnel shall aicunt Lo

six (€) days for nine (9) months, seven (7) cays for ten (10)

months, eight (&) days for eleven (11) ronths, nine(?) days

for twelve (12) months per yvear, cunulative to forty (406}

days, including the leave which is earned within the current
year. Sick leave will be earncd at the rate of three (3)
days at date of employment and one.(1) day per nonth after
the first four (4) months until thc'waximum is reached. lion-

instructional personnel who are granted leaves of absence

may be credited with previously earned leave upon re-enployinent.

Those persons whose jobs cover two (2) types of work with the
Osceola County School System shall be allowed sick leave in
both arcas of work for a total of six(6), seven (7),eight(8),
and ninc(9)days per year when the combined jobs cover at least

a forty (40) hour weck, retroactive to July 1, 1979,

/2 2,

m’






4,26

ILLNESS IN LINE OF DUTY

The amount of illness in line of duty leave wvailable to employecs

shall be as follows:

Non ~instructicnal persorne! - - Ten (10) days during ony school

fiscal year; PROVIDED, if of the fime of the ill

$eS5 Oor occuirence

of the accident, the employee has been empioyed for not less than

ten (10) months.

/2 3
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4.27 ANRUAL LEAVE

Personnel employed on a twelve (12) months' basis wil}

be granted paid vacation. Non-instructional personnel
vacation days are ecarned at the rate of five (5) days

every six (6) wmonths of employment. Haximun number of

days carried forward at the beginning of the fiscal year
shall be ten (10). A leave application shall be filed with
the Superintendent showing the vacation dates. (Hon-instruc-
tional personnel who are ¢ran td leave of abscnce may be

credited with earned accumulated vacation upon re-employment.)

Vacation time for an individual employee shall be approved
by the Superintendent and scheduled so that there will bte

a minimun disruption of the operation of the schcol systen.

2 ¥,






4.28 PERSONAL LEAVE

1. Florida Statutes 231.40, re]atipg to accunulated sick
leave allowable, authorizes School Boards to grant
instructional personnel two (2) days personal lecave
each year. Such leave will be counted as sick leave
and shall be non-cumulative. This will also apply to

non-instructional personnel.

/25
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4.3 SEPARATION OF NON-INSTRUCTIONAL PERSOHNEL

4.31 (a) Resignation
The termination of employment of non-instructional
personnel will normally be by resignation. Such
resignation should be given at least two (2) weeks
in advance of datec of termination. An exit inter-
view is required prior to or at the time of receiving
Jast check. Termination of all benefits will be
effective at the last official day of employment.
Compensation for services rendered will be mace at
the next scheduled payroll fsyr on ecn following the

exit interview date.

/2¢.






432

Qccasions arise when it becomes necessary to separate an individual

who is not under contiact from the employ of the Osceola Distiict

Schoold S)‘.\h‘lﬂ.

W@ o event an employee fails to teport for duty, and iy nol
availoble fo submit arequest o resignation, the administia-
tion may, after making reasonable effoits to contact the em-

plo_\'m‘, tile a tequest for separation to the Boand.,

Y o cvent an employee is absent without Teave, the adminidia-

tor shall file a regquest for separation.
vl I the quality of the employee's work s vasatisfactory and vn-

acceptable, the administiation mav file a request for separation
to ,hk‘ BOOYd.

The Superintendent or his designated representative has the
authcrity to suspend from duty any enplioyee

when in his cpinion his continued employment would not be i the best
interests of the School Board of the Osceola Distriet School System.
Such suspension shall be reviewed by the School Board at the next mect-

ing, of which time the employce will either be restored te duty, or

separated from the employ of the school system. (F. S. 230. 33 (7; (h).

In The event of an emergency the building principal hes this

L4

authority.

/27
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4,33

AGE OF EMPLOYMENT

As established by State Board regulations or Florida Statutes.

/28,
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4,34

MISCELLANEOUS

4,341 Pall Bearer ~ -
The head of a department or o principal has outhority to
allow an employee to act as a pall bearer and permit the

employce to make up the time to avoid  less of pay.

S2 G
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4,342

Jury Duty or Court Witness - -

An employec of the Dislrict School Board shall receive

his regular salary less court fees while serving as a

witness in any court case under the follewing conditions:

(@) That the person hos been subpoenaed by the court
as a witness and not o principal in the case.

(b)  That the employee shall submit « copy of the sub-
poena or letter from either attorney in the case to
the Superintendent.

Any non-instructional employee of the District Scheol

Board sha!l be outherized 1o be absent from ossigned dut

ond shall receive his regular salary, less any court fees,

while serving as a juror in cny court case.

LS 30
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4,343

Workmen's Compensation = -

All employces of the Osceola County School Board are
entitled to the benefits of the Workmen's Compensation

Low. (Chapter 440, Florida Siatutes)
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4.344 Garnishment

(a)

In every case in which an atteompt is made to join
the Distrcit School Board as garnishec, the Doard
shall interpose its right of exemption as an agency

of the State.
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4.345 Credit Inquiry

The Superintendent, in response to a proper request by an
appropriate recognized lending institution or credit burearu

for credit purposes, is authorized to give the following infor-

mation:

1. Length of cmployment;
2, Status of employnient;
3. Salary.

In no case shall the Superintendent give, in response to such
requests, any opinion as to the cheracler of the individual con-
cerning whom the inquiry is made, or reveal anything of a con-

fidentia! noture.

/33
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4.4

TEACHERS AIDLS

This policy will determine the utilization of tcacher aids,

associated, apprentice and non-credited apprentice teachers.

It is the intent of the School Board that teacher aides be
used to the greatest advantage possible consistent with any
limitations and provisions of State Statutes and State Board

Regulations. SBR 6A 1.70 (Pages 17 & 18)
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5.0 INSTUCTIONAL PERSONNEL

5.1 EMPLOYMENT PRACTICES

5.11  Recruitment, Selection and Appointment

A.

Personne! Philosophy

In order to secure quality educational leadership for the

children of Osceola County, the School Board expects all

schools to strive to acquire teaching faculties who ex=

emplify the following attributes:

1.

2.

3.

4,

A high degree of teaching cempetency.
Good physical health.
Good mental health.

Healthy social attitudes.

. A high degree of ded’cction to doing their utmost for

children.

Staunch cdherence, active as well as passive, to the
r p ’
conviction that each child is valuable and stould be
treated in such a menner as te develop to the fullest
degree possible his potentical and talents.
g p p

. A desire to cocperate and work with other personnel for

the betterment of operaticnal procedures, such as pupil
discipline, building centrol, etc.

A profound and vital respect for the tecching profession
and/or the nation, state, and community it serves.

Qualifications of Instructional Personnel

1.

A person shall be of good moral character and shall, when
required by law, hold a certificate of license issued under

regulotions of the State Board of Education.
(F. S. 231.02)

. No person may be employed who has not attained the age

of twenty (20) years. (F. S. 231.03)

/27,
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5. %

No person shall be employed-after the close of the
school year fo]lowfhé the date on which he attains
seventy (70) years of age. This does not pertain to

suﬁglitute or part-time teaching. (F.S.231.03)

A1l personnel shall be certified in the area in which
their major assignment is made. The Superintendent
shall approve any exceptions and report such tp the
Board. A1l newly appointed personnel sh0u15/£each only
in the areas in which they are properly certified. Any
person who is holding a temporary certificate or who is
teaching out of field must complete six (6) semester

hours before being reemployed.{F.S. 231.17)

F.S. 876.05 provides that all persons who are on the
payroll of the School Board are required to take an

oath to support the Constitution of the United States and
of the State of Florida.(F.5.231.17(1)(b))

A1l personnel are required to be a member of The Florida

Retirenient System or the Teacher Retirerment Systemf/Be—

ginning teachers appointed for the 1972-73 school year and
thereafter must join the Florida Retirement System. All per-
sonnel belonging to the Florida Retirement System nmust also

contribute to Social Security.

A1 personnel must complete a W-4 form to authorize proper

withholding of monies for income tax purposes.

yoos
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5.11 72‘
C. Employment Procedures - Instructional
1. Statutory - Record of Personnel

(a) The Department of Education shall maintain a

complete statement of the academic preparation,
professional training and teaching experience of
each person to whom a certificate is issued.
(F.S. 231.29)

(b) The Superintendent of each district shall,
for the purpose of improving the quality of
instructional, administrative, and supervisory
services, establish procedures for assessing the
performance of duties and responsibilities of
these personnel. Procedures developed rust in-
clude provisions of Article 2(a),(b),(c),(d),(e)
and 3 of Statute 231.29.

2. Application Forms

Applicaticn forms for instructioral positions may be
obtained from the Superintendent's office cor from the
office of any principal. The ccmpleted application may

be given to the Superintendent or toc a principal.

Completed application forms left at the county office
are classified into teaching areas, numbered, and posted.
The applications are made known to all principals and
any principal interested in an application may have the

application or a copy of it. Principals receiving applica-

tions initially shall file a copy at the county office.

3. Responsibility of Principal

The principal shall initiate all requests for nomination,
renomination, promotion or dismissal of personnel in his

school.

He shall _aide in securing references, and investigating

professional qualifications of teachers to be employed.

73 7,
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5.11

He should not consider any applicant who cannot qualify

for a Rank III or higher certificate, and he should be

cautious in recommending candidates who have attained

or are approaching retirement age.

(a) A teacher's contract cannot be issued until a valid
Florida certificate is received and filed with the
county Superintendent. The rank of the certificate

will, in part, determine the base salary.

(b) A continuing contract is a contract for teachina
service(as defined below), issued under the pro-

visions of Section 231.36 Florida Statutes, entitling

the holder to continuing employment without annual
appo1nU ient.

(c) In accordance with the provisions of F.$.231.36, each
member of the instructicnal or supervisory staff who

is properly certificated, who has completed three(3)

years of service in Oscecla County, who has been re-

appointed in Osceola County for four {4) successive
yearsiishall be entitled to and shall be issued a
continuing contract; provided:

If the School Board prescribes that the pericd oF
probationary service shall be extended to four (&)

years, and if such extension is agreed to in writing
by the employee, such enployee shall be entitiea to a
continuing contract following reappointment in Osceola

County for the fifth (5ti) successive year.

(d) Continuing contracts for certificated personnel shall

be issued in accordance with F.S5. 231.3¢.

1\

(e) With respect to continuous service for purposes of con-
tinuing contracts and ten (10) yea rs continuous ser-

vice in Florida (but not with respect to annuai

increments), service for a fractional part of a year

shall be recognized as a year continuous with inme-
diately preceding and succeeding years, provided

teaching service (as defined below) was actually per--

formed for more than half of the normal contractual

period of service for the postiion held, which period

shall be ten (10) months or lonaer, and providing
that abscnce from duty after the date of beginning

service that year was covered by leave duly authorized
o more, or no less, than one (1) year of
teaching service may be recognized on the basis of ser-

and granted.

vice rendered during a single fiscal year.






5.11

(f) In the event the continuous service is performed in
more than one (1) position or capacity, the continuing
contract to be granted following reappointment, as
above provided, shall be in the position or capacity
held at the beginning of such three (3) year period.

(g) Three or more official references from most recent
places of employment are required when considering
an application of new personnel. The principal shall
be governed by the county's personnel philosophy.

Personnel Interviews and Application Reviews

A1l candidates shall be personally interviewed by the
Personnel Director, where possible. All candidates should

be interviewed by the principal, where possible.

The Board's sole consideration for employment shall be
the educational welfare of the children. The Superintendent
whall be expected to recommend only the best qualified
candidates from as large as possible list of eligible

persons.

Disposition of Application

An applicant who has been appointed by the Board is
notified of the appointment and is given a period not

to exceed fifteen (15) days to accept or reject the
appointment. Any person so employed on the basis of a
WRITTEN offer of a SPECIFIC POSITION by a duly authorized
agent of the School Board for a stated term of service

at a SPECIFIED SALARY, and who accepted such offer by
telegram or letter or by signing the regular contract
form, is considered as having a legal contract binding

to both parties. (F.S. 231.36 (2))
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5.12 Certification of Instructional Personnel

A, General Information

It is the responsibility of the teacher to'secure his teaching
certificate. Application forms may be secured from the Superin=
tendent's office. All certificate applicetions sheuld be processed
through the County Contact for Certification of the county office
in order to receive priority attention from the Certification

Division of the State Department of Education.

When there is a change in name, the name must be changed on the
certificate ond the certificate recorded in the Superintendent’s
Office before any records can be changad. This mav Lo dene by
sending the old certificote to the Certificorion Section, Stote

Department of Education, Tollzhassee, |

ida, ard reguesting

issuance o certificate in nevs nome onc poyment of 2 52,00 fee.

A certificate of a type other than a regular cartificete will net
entitle a member of the county instructionc!, administrative or
supervisory staff to continuing contract under 231.36. The term
"regulor” certificate shall mean one of the types of certificates
listed below:

Advonced Post Graduate - Rank 1

Special Post Graduate - Rank 1A

Post Graduate - Rank 11 (Master's degree)

Graduate - Rank 111 (Bachelor's degree)

Professionol (based on a Graduate Certificate) - Rank 111

Life Graduate State (based on a four (4) year degree -
Rank 111

Standard

Post Standard

Instructional personnel shall file o copy of his certificate with the

the County Superintendent immediately upon receipt thereof.

S 2,






; 5.12
Extension of Certificate (6A-405)

All regular certificates may be extended for a period of time equal to
the original period of validity of the certificate. Only one extension
will be granted during the original period of validity. Each succeed-
ing extension must be based on credits earned or experience completed
within the new period of validity granted on the preceding extension
(only the highest ranking certificate will be accepted for extending a

certificate or for recency of credit).

All course credit and other requirements shall be completed and proper
application filed in the State Deparment of Education prior to the

expiration date of the certificate.

Certificates may be exterded by one of the follovirg pians:

1. Earning six semesier hours at a stendard institution of higher
learning.

2. Supervision of student teachers may te accepted in licu of a
. r Y - . (A s ”‘ : ~ « .
maximum of three (3) of the six {§) semester hours. Suparvision
of one (1) student teacher shali be cccepied in lieu of cre (1)
semester hour of credit. This credit must be submitted in com-
bination of three (3) or more semester houss ¢f ccilege credit.

3. Educational travel may be presented in lieu of thiee {3) of the
six (6) semester hours of college credits under the following
conditions:

(@) Must be o pre-planned tour of a well defined itinerary for
a period of not less than three (3) weeks.

(b) Approvel must be granted in advance by the Superinterdent.
Educatioral travel must be submitted in combination with
three (3) semester hours of college credit.

4. In-service training may be used to extend a certificate. A total
of 120 points is required with not less than 20 points in cach of
the three (3) categories. If coilege credits, educational travel
or supervision of student teachers are to be used as part of in-
service training they must be translated into po’nts as outlined
in the Master Plan for In-service Training.

JS¥3.






5.12

Military service will extend a certificate for a period of
time equal to the time spent on active military duty.

Effective teaching performance may be used to extend a
post-graduate, post-standard, special post-graduate, or
an advanced post-graduate certificate provided:

(a)

(b)

(c)

(d)

The certificate holder is under continuing contract
ot the time application for extension is made.

Application is filed during the two (2) year pericd
immediately preceding the expiration of the

certificate.

The principal and the Superintendent recommend

" extension of the certificate without further college

credits.
Application must be filed in the County Personnel

Office ot least one (1) yeor before expiration of
the certificate.

S







5.12

Non Certificated Instructional Personnel(6A-1.502)

In each school district there are persons who possess

expert skill in or knowledge of a particular subject or

talent but do not hold a Florida teaching certificate

These persons constitute an invaluable community resource

for the education of the pupils in that district. Each school

board shall adopt such policies as are necessary to ensure

that t he principals and teachers of that district may util-

ize in an appropriate instructional capacity the services of

such expert persons in the community. Such persons may serve

as a non-paid volunteer or as & paid member of the instructional

staff to render instructional service in the individual's

field of speciality but shall not be required to nold a Florida

teaching certificate. The school board policies for non-

certified instructional personnel shall include, but are not
limited to, the following:

1. Health and ace. -- Health and age requirements shall be
the same as those required for certificated instructional
personnel.

2. Employment procedures -- Employment procedures shall be
the same as those followed for certificated instructional
personnel, except that non-certificated instructional per-

sonnel shall not be entitled to a contract as prescribed
by Section GA-1.64(1).

’

3. Personnel Records -- The personnel records of the district
shall contain information considered necessary by the sthool
board to establish the speciality of the indivicdual, and a
sta tement of the instructional dutiecs assigned to and per-
formed by such person.

4, Salary -- The official salary scheduled for instructional
personnel shall include a salary schedule for full-time and
part-time employed non-certificated instructional personnel.

5. Assignment, suspension and dismissal -- Procedures for the
assignment, suspension, and dismissal of non-certificated
instructional personnel shall be adopted and provided in
writing to each such euployee at the time of enployient.

S sT]
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6. Assessment of performance. -- Procedures for assessing
the performance of duties and responsibilities by all
" non-certificated instructional personncl shall ensure
that each such person adequately performs the duties
assigned.

7. Pupil welfare. -~ Procedures for assuring that each non-
certificated instruetional person who at any time is
expected to assume responsibility for the health, safety,
and welfare of pupils possesses, in advance of assuming
the responsibility, a clear understanding of statc and
district rules, policies, and regulations relevant to
instructional responsibilities. dhen assigned duties
require knowledge of rules, regulations, or policies of
a special nature, the policies shall specify that the
person occupying a specifically named position is re-
sponsible to ascertain that the pecrscn possesses, in
advance of assuming the duties, the necessary knowledge
to perform such duties in a proper and reasonable manner.

8. Instructional Practices and policies. -- Procedures for
assuring that each non-certificated instructicnal person
who at any time is expected to assume responsibility for
promoting pupil learning possesses, in advance of assum-
ing this responsibility, @ clear understanding of all
state and district instructional practices anc policies
relevant to instructional responsibilities.

9. In lieu of the requirements herein, the shcool Loard may
adopt special policies for those part-time nersonnel who
are employed to teach no more than 160 clock hours during
a fiscal year.

10. A non-certificated person emnloved pursuant to this section

shall be accorded the same protection of the laws as that
accorded the certificated teacher.

Definition of Qualified Instructional Personnel (CA-1.503)

A qualified instructional person is an instructional staff member who:

1. Holds a valid Florida tecacher's certificate with appropriate
coverage as provided for in subsection (16)of Sec.6A-4.02, or

2. Is on a special permit as provided for in current Florida
accreditation standards, or

3. Is a selected non-certificated person employed under the
provisions of Section 6A-1.502.

A
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Health Certificate

All employces of the school system are required to have a
tuberculin skin test, or at his own expense, a chest X-ray
at the beginning of each school year or within thirty (30)

days ofter employment begins.

7






5.14

Assignments and Transfers

The School Board shall act on recommendations of the Super-

intendent regarding transfers and promotion of any employce.

v
(FS 230.23 (5)(f) and (FS 230.33 (7)(g)) Assignments shall
be based on the qualifications of personnel and the require-

ments of positions.

ek
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5.15

Contracts

1.

Annual Contracts

The School Board shall provide writter contracts for all regular
me mbers of the instructicnal staff. The contract shall be in
accordance with the salary schedule adopted by the Schoel Board
and shall be in writing for definite amounts and for definite terms
of service and shall specily the number of monthiy poyments to
be made. All such contracts shall be executec in duplicate and
a true signed copy retained by the Beard in the office of the
Superintendent. The Schocel Board is prohibited from paying any

salary to any member of the instructicnal staff, except when this

2t

provision has been chserved.

The Schoci Board issues contrects to cli instructional aro cdmini-
strative persannel. Florida Law provides that the Schoz! Board
cannot pay salary to o regulor instructicnal employee unless i
has a contract with him. Further, the Bocrd cannot enter into o
contract with the prospective employee untii the employee has a
valid Florida Certificate to teach. However, if an applicafion
for a certificate has been filed through the County Contact for
Certification with the necessary attachments, o contract may be
issued on the basis of a State Department of Education number
assignment on the SDE Officiol Receipt and Acknowicdgement
form on the status report sent to the County Contact Person each
month. If after the second pay period since employement began a
valid certificote is not presented to the county office, further

checks may be withheld.
77,
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Reappointment for Annual Centract

It shall be the duty of the Superintendent to file with the Schocl
Boord in writing by the time prescribed by law u 1ecommendation
for or against reappointment of each person on annual coatract.

(FS 230.23(5))Termination of employment results from the ex-

pircfion of an annual contract,.

Contiruing Contracts

The School Board of each district may provide continuing contiacts

). o

as prescribed herein:  (FS 231.36(3

(1) Ecch membar of the instructional steff in the scheol system who
meets the following:

(a) Holds a vegulur certificots ~ Rank 1, 14, 11, or 111,

(b) Has compieted three (3) yzars of sarvice in Osceolc
County during o zericd not in excers of five 13) years,
such service being contizuous except tor leave dul

autherized and gronted, who
(c) Has been icaoppointed for the fourth 14) year: and

(d) Has been recommended by the Supmrintendent for such con-
tinuing contract besed on succassful pei‘armanca of duties
and demonsiration cf piofessional compzienze shatl be en-
titled to and shall be isseed a con'inuing contract in such

form as may be prescribed by regulations of the State

‘/‘
Boord., __ .
t
(2) The continuing contract shall be effective af the peginring of
the school riscal yeor in which all requirements are comnleted
on or befcre Soprembear st ‘ e

(3) The period of service provided herein may be extended 1o four (4)
years as provided in State Statue,
P

P

(4) The School Board mcy issue a continuing contract to a member of
the instructionol staff affer twa (2) yeors of employment "o the
district provided such individual has previously held o continuing
contract in a district within this state, s

(5) Each person to whom a continuing contiact ha: been issued shall
be entitled to continue in his poasition without the necessity for

annual nomination or reoppointmant according te (_F_S__Z_:i]_-d3<6i3,).(,€_‘)_),_‘_ \/

e

'
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4. Return to Annual Contract Status

f
17")' /
;lpv!kﬁb&i' ~ Any member of the instructional staff, including
any principal, who is under continuing contract, may
be dismissed .or may be returned to annual contract

status only after due process as contained in

L (F.S. 231.36(4)(c)) L////

5. The Hecessity to Choose Between Personnel on Continuing

Contract

Should the Board have to reduce personncl because of con-
solidation or regrouping of children, the criteria for
choosing personnel on continuing coniract shall be based

on conditions set forth in F.S. 231.3¢(%). . - ’
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5.16

Suspension and Dismissal

Suspension or dismissal of any instructional personnel shall
follow procedures and for cuases as listed in Florida Statutes

231.36(6).

The county Superintendent shall: suspend members of the instruc-
ticnal staff and other school employees during emergencies for a
period extending to and including the day of the next regular or
special meeting of the school board for which the item can be
placed on the agenda and notify the county Board immediately of
such suspension, and when authorized to do so, serve notice to
suspended member of the instructional staff of the charges made
against him and of the date of hearing; recommend employees for
dismissal under terms prescribed herein. (Florida Statutes

230.33(7)(h))

/S5 2






5.V7 Resignations and Terminations

1. Resignation

/AH instructional personnel reques‘ting~ to be

releas ed from their contract must submit a letter in writing,
giving reasen and effective date, to theif immediate superior
who may recommend acceptance to the Superintendent for
Board consideration.

2. Release from Contrac:

Any person whe shall violate the terms of his contiact by leav-
Y P 7

ing his position vithout first being released from his contract

by the Boara moy be ineligible for emoicyment ir the sclicol

e State or any county therein for o pericd of ane (1)
. P

system cf t

year from the doy of such viclarion.

nt

3. Release from Aopointm

o

The Board dees not feel obligered to releas ¢ on employee from
contractual obligations unle:s sufficient not.ce is given for

appointment of a replacement. Mcreover, such release will not
be made if such would be to the detriment of the schoo! and the

educational welfare of the children.
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5.18

(M

(2)

Personnel Files \//

The _School District shall maintain a complete

statement of the academic prepération, professional
training and teaching experience of each person to
whom a certificate is issued. The applicant, or the
Superintendent shall furnish the information making
up such records on blanks furnished by the depart-

ment.

The assessment file of each individual shall be open,

to inspection only by the school board, the superin-

tendent, the principal, the individual himself and

such other persons as the teacher or tic superinten-

dent may authqyjzgwjn wrjEipg.(F.S. 231.23(3))

_{(See School Board Policy 5.24)
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Substitute Teachers

(1)

(2)

When certified teachers are not available, emergency
non-certified teachers and teachers holding a sub-
stituté teaching certificate may be employed. The
Board may authorize the Superintendent to appoint

such emergency teachers.

6A-1.54 Employment of Emergency Teachers {Substitute
Teachers). School Eoards are authorized to contract
with properly certified personnel in order to pro-

vide teachers in an emergency when the regular tea-
cher is unable to perform assigned duties. The condi-
tions of such contracts shall be the same as those of
contracts issued to regular instructional personnel,
except that compensation shall be earned by the holders
of such contracts only for the days during which ser-
vices are actually rendered. The compensation for such
employees shall be computed at the same daily rate that
would be allowed to full-time employees with the same

qualifications and status.
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5.2

EMPLOYMENT CONDITIONS

5.21 Time Schedule - School Day, Week, and Year

The teacher is required, by law, to work a minimum of 196 days,

180 of which must be devoted to either full time instruction or be

covered by duly approved leave. i .

Working days should normally begin at 8:00 a.m. and close at 4:00 p. m.

in all schools, and ‘he totol number of hours,

»/should equal ot least forty (40) hours per week.

All members of the faculty are responsible for the supervision of the
students during school hours regardless of specific scheduled assignments.
Teachers desiring to leave the campus between the time school sterts
and the end of the schoo! day for students shall obtain permission from

the principal.

It is the intent of this section to authorize each principal to release

a member of his staff for less than one-half (1/2) day for temporary
absence without requesting approval of the Superintendent or Board.
That these temporary absences should be kept to a minimum and that
the principal assumes responsibility for such absences. In cases where
other 5io(f.mernbers are able to conduct the class of the excused
teacher and a substitute is not required, it would not be necessary to
charge the excused teacher with personal or sick leave; however, if
personal leave is charged, the Superintendent should be consulted.

Each principal should keep o record of such absences for future

reference. oA

e
o

v
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5.21

All schools will maintain regular scheduled school hours. In no
case shall school be dismissed for a sports event or any other activity
at an hour other f‘h‘on the scheduled time for dismissal without prior
approval of the Superintendent. Exceptions may be made by the
principal in case of emergencies where the safety and welfare of the

students are in jeopardy.

Principals of each individual school shall design a working schedute
which will best serve the need of the community and should be ap-
proved by the Supverinfendent and be coordinated with operation of

the transportation system.

The hours of the principal ond his office staff should be equal in
length to those of the County School office, and should remain open
on the same days. On non-school days, the office should be open

at 8:00 a.m. and close at 4:30 p.m., except by special arrangement

with the County Office.

VAR
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Vacations and Holidays

(1)

(2)

Instructional personnel who are employed on a twelve(12)

month contract may accumulate vacation as follows:

(a)

(b)

(c)

(9)

One (1) day for each month of service, or twelve
(12) days per year for those emploved in Osceola
County less than five (5) years.

One and one-quarter (1%) days per month of service,
or fifteen (15) days per year, for those employed
five (5) years or more in Osceola County.

The maximum number of vacation days which can be
carried forward at the beginning of the fiscal year
shall be twenty (20) days.

There shall be no accunulation from vear to year
until after three (3) vears of continuous service
in Osceola County School System.

Vacation is not to be taken until it is earned.

The Christmas vacation period, other than legal
holidays during this period, shall be a part of the
vacation period, uniess the employee is actually on
duty.

Vacation time shall be scneduled with the aprroval
of the Superintendent so that there will be a min-
imum of disruption in the operation of the school
system.

Eleven(11) Month Personnel Vacation and Holidays

(a)

(c)

Instructional personnel contracted hy the Osceola
County School Board for eleven (11) months' service
time shall be employed from Aucust 1 through June 30
of the fiscal year, and observe the same work sche-
dule as twelve (12) months' pearsonnel.

Eleven (11) montns' personnel shall be entitled to
observe the same holiday schedule as twelve (12)
months' personncel during time employed.

Vacation days for eleven {11) month personnel shall
be earned at the rate of one (1) day per month of
service for a total of eleven (11) days per contract
period. Ho lMore than ten (10) days vacation can be
carried forward at the beginning of a new contract
period.
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There shall be no accumulation from year to year until
after three (3) years of continuous servvice in the
Osceola County School Systeri.

Vacation is not to be taken until it is earned.

The Christmas vacation period, other than ledal holidays
during this period, shall be a part of the vacation
period, unless the employee is actually on duty.

Vacation time shall he scheduled with the apnroval of
he Superintendent so thet there will be a ninimum of
disruption in the operation of the schiool svsten.






5.23

Temporary Duty - Assignment of Emplovees

A school board shall have authority to adopt policies whereby,
when mutually agreed upon, employces may be assigned to be

temporarily absent from their regular duties and places of em-
ployment for the purpose of performing other educational ser-
vices, including participation in school surveys, professional

meetings, study courses, work shops, etc. Such assignment

to temporary duty will ordinarily be inifiated by the district P///

school administration. Employees will receive their regular
pay, and may be allowed expenses as- provided by law and reg-
ulations of the state and Qjﬁiﬁiﬁiﬁboards. Such temporary
duty shall be considered egual to the reguilar duties of the
individual, and employees performing such assicned temporary
duties shall not be considered to be on leave. Cnployeces may
not be assigned for temporary duty for the purpese of earning
college credits, improving rank, or renewing certiticates,

except when participating in a staff ceveloprent procrem

approved by the school board.(S-€A-1.24)

St o .
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5.24

p

Evaluations
Lyvalvor 100>

For the purpose of improving the quality of instructional, administrative
and supervisory services in the public schools of~the state, the Superin-
tendent shall establish procedures for assessing the performance of duties
and responsibilities of all instructional, administrative and supervisory
personnel employed in his district, and for the proper record keeping

of the some. A complete statement of the criteria and procedure to be

used shall be furnished the deportment and sheli include but not ke timit-

. - - q -
ed to the following provisions: ir,_s-ﬁ__zjj_zmg?ﬁn,_,_ ¢

(a) Acsessment for each individuc! shall be made at least once a year.
(b) A written reccrd of each cssessment shail be mards and mainrtained

in the district.

(c) The princisal or the person directly resceons'hble Tor the supervision

of the individual shall make the cssessmant of the “adividuo! to the

Superintendent and the School Beard for the puspese of reviewing
continuing contract.

(d) Prior to preoaring the wiitten report of assessment, cach individual

shall be informed of the criteria and the procedue nsed.

(e) The written report of assessment for each ‘nd’vidual <hall be shown

to him and discussed by the person responcble for prepering the
report.

The_assessment file of _each individual shall be open to inspection

_only by _the_Schoel Boarc, _the Superintendent, the principal, the

<individual himself and such other person s as _the teacher_or the

Superintendent may authorize in writing.(F.S. 231.29(3))

/¢ /.
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5.25

Removed and substituted by 3.107

76 =2,
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5.26

Professional Organizations

The respective schools will be permitted to send delegates
to annual State Professional Organization meetings. The
number of delegates will be allocated by the executive
secretary of such organization. Delegates may be granted
professional leave to attend upon recommendation of the

Superintendent and Board approval.

/43,






5.27

ff

Wearing Apparel

Teachers' dress should be dignified, non-disruptive, and in good

taste. No other criteria are necessary.

If a principal is dissatisfied with teachers' dress, he should con-

sult the Superintendent.

\
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5.28

Jury or Court Witness

An employee of the Osceola County School Board shall receive
his reqgular salary less court fees while serving as a witness
in any court case under the following

(a) That the person has been subpocnaed by the court as a
witness and not a principal in the case.

(b) That the employee shall submit a copy of the subpeona or
letter from either attorney in the case to the Superin-
tendent.

Any employee of the Osceola County School Board shall be

authorizea to be absent from assigned duties and shall receive

his regular salary less any court fees while serving as a juror

in any court case.

Instructional personnel sonetiries are excused Tfros jury duty.

IT notice of Jjury assignment is received the principal should

be immediately notified. If the employee desires to be ex-

S
cused _he or she will request such from the presiding judaoe,

_the superintendent may endorse the request.

/és7,






5.29

Pallbearer

The head of a department or a principal has outhority to allow
anyone to act as a pallbearer and permit the employee to make

up the time to avoid a loss of pay.

/¢ ¢.
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5.210 Tutoring

No teacher shall recieve compensation for tutoring any pupil

in the same class in a school in which the teacher is working.

Teachers who receive compensation for tutoring shall not use

public school facilities for such purpose .

/¢ 7,






5.21 Residence

Teachers employed in the Osceola County School System are
encouraged to live in this county. Living out of county does

not exempt the teacher in any way from his duties as a teacher.

/L5






5.212

Inter-school and Intra-school Visitation

A member of the instructional staff may be allowed a max-
imum of two (2) days of visitation per year for the purpose
of improving instruction and upon the recommendation of the

principal and Director of In-Service Education.’ TheApeacheC_‘///

shall make necessary arrangements with the school to be visited.
Under no condition should a teacher visit another school unless
the visit has been prearranged and provided further that the
teacher upon arrival to the host school reports first to the
office of the principal. Application should be made according

to provisions of the liaster In-Service Plan. -

762,






5.213

Staff Development and Performance Assessment

GOALS - The goals of the district pregrom of total staff development
are to:

(@) Improve instruction for students by developing a systematic
procedure for assisting performance and establishing needs
for personnel improvement.

(b) Improve instruction for students by developing a comprehensive
plan for personnel improvement with long and short range ob-
jectives which are consistent with the established needs.

(¢} Improve instruction for students by improving the tevel of per-
formance of all personnel in identified areas through progroms
or activities which will cause personnel to perform at the de-
sired level.

(d) Improve instruction for students by increasing competencies,
skills, and knowledge of persennel which are essential for
efficient and effective personnel utilizarion.

(e) Improve instruction for students by developing a systemaric
procedure for evaluating the effectivenszss of sreff develop-
ment activities.

State Accreditction

A Master Plan for In-service Education is prepared and coproved by

the Board and the State Department of Education annually.

A copy of the Master Plan will be filed in each school library.






5.214

| L
Children of Employees: aF

Employees' should make arrangements for their children
away from the employees' place of emb]oyment at times

other than the student school day.

/77
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5.3 LEAVES OF ABSENCE

5.31 Regulatory Provisions

Authority for Leave

Unless otherwise specifically provided by law the granting of leaves is ot
the discretion of the School Bocrd. When it is granted by the Board it shall
be allowed on the basis of policies designated to protect the operation of

schools against undue interuption because of absence of personnel.

(6A=175 e

Advance Granming of Leave

Leaves :ha't be officially grented in advance, and shiall =1 be granted
retrooctively; provided that lecves “or sickness, o cihe: crergoncies,
mao b, P U b"’ et D " ~ere b b ol b I A~

y be deemed 10 be grented 1 prempt repuit 1 mads to tre prepe:

avtherity. 8A-175

Purpose Speciifed

Leaves granted on the request of an employea sholl ke for partizulor pur-
poses or couses which shall be set forih in @ written appiication, The
Scheo! Board reserves the ~loit to determine that the lenve is uaed for
the purposes o ccuses set forth inthe applization. If nut <c used, the

Bourd shall carcel sush trave. 6A-1.79

Extended Leaves

All extended leave shall be without pay. A!l extended leaves granted
to teachers on ANNUAL CONTRACT are granted without promisa of re-
employment. A person on CONMTINUING CONTRACT to whom on ex-
tended leave is authorized and granted shall, followirg Vermination cf

such leave, be reassigned to the position held at the rime of withdrawal
s

Tig
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5.31

if available, or to a similar position, provided any are available and
provided that reassignment to an instuctional position shall be made

effective only at the beginning of a school vear.

Length of Leave

No leave, _other than military leave, shall be gran-
ted beyond one (1) year. Automatic renewal of an
extended leave is not granted. It shall be the responsibility of the person

on leave to request renewal. If no request for rencwol is mode the empioy-
ment relationship will be terminated. Only personrel whe have been em-
ployed for three (3) or more consccutive years by the Board ure eligible

for leave of absence for a period of one (1) full year. 6A-1.8C

Superintendent Authority

The Superintendent is avthorized to grant leaves acceiding io Schoo!
Board policies with the exception of leave for which expenses ara re-

quested and extended leave requests.

Unauthorized Leave

All absence of schoo! board employees from duty for good reason shall be
coveied by leave duiy authorized. Any eniployee williully absent from
duty without leave she!l forfeit compensation for the time of such obsence
and be subject to discharge for forfeiture of tenure and all other rights and
privileges as provided by law. If an employee granted leave fails to return
to duty al the termination of the leave his employment shall be subject to

cancellation by the School Board. 6A-1.77

Statutory Provisions F.S, 231 7

During the year when it is necessary to be absent from duty any member of

s
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5.31

the instructional staff may secure lcave of absence as

A

prescribed by law. 4Any such leave of absence shall be

l/dassiﬁed as:
L§

(a) Sick leave

(b) Illness-in-line-of-duty-leave

(c) Professional leave

(d) Personal leave

(e) Extended Professional leave _ o
(f) Military leave V//
(g) Maternity ]eang o

School boards shall prescribe regulations governing the

granting of leaves of absence during the year.

Voo
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5.32

Military Leave

Military leave may be granted without pay under provisions of
State Statute 231.39 (2) to employees of a School Board who are
required to serve in the Armed Forces of the United States. At
the termination of this service employecs must make opplication
for re~employment within six (6) months following the date of
discharge or release from active duty. The School Beard shall
have o period not to exceed six (6) months to reassign the em-
ployee to duty in the school system. Military leave shall not

be counted as years of service toward o continuing contract or

for allocation of minimum foundotion funds.

Leave may be granted at the discrerion of the Boad to cny em-

ployees volunteering for military duty.

/75






5.33

Maternity Leave

Professional personnel may be granted maternity leave not to ex-
ceed one (1) year. Such leave shall give the employee a right to

return without prejudice as an employee of the School Board.

When an employee knows that she is pregnant, she must immediately
notify the Superintendent. Normally, the employee is expected to
take leave at least two (2) months prior to the expected time of

delivery. No sick leave will be granted for maternity reasons.

Following the birth of the child, an employee may not be reassigned
to a position until a doctor's certificcte is presented stating that she
is capable of returning to work. A suitable vocancy must exist for
an employee who wishes to return to werk during the school year in

which the maternity leave is granted.

Instructional personnel, to whom maternity leave is granted, may be
reassigned to the position held at the time of withdrawal (if available),
or to a similar position (if avcilable), prov‘ided that reassignment to an
instructional 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 permitted, upon recommendation of the Superintendent based upon
recommendation to a specific vacancy by a principal and medical

evidence of satisfactory physical condition.

An employee on matermity leave shall not be entitled to pay while

absent.

/76 .
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5.34

Z

Professional leave and Extended Professional Leave-Definition

"Professional leave is defined as lcave granted to a member

of the instructional7staff to engage in activities which will

T

result in his professional benefit or advancement, including
earning of college credits and degrees, or that will contri-

bute to the profession of teaching. Extended professional

leave is such leave extending for more than thirty (32) con-
secutive days. Professional leave or extended professional

leave ordinarily will be initiated by the employee and will

be primarily for his benefit, or that of the teaching profession,
and only incicdentally for the benefit of the School poard. Com-
pensation during professional leave, or extended crofessional

leave, may be allowed as provided by law, state board regula-

. tions, and policies of the School Doard. The School Coard ma
Y

grant any mewber of the instructional staff three (3) consecu-

1
7

tive weeks professional leave during any fiscal year with com-
pensation when school is not in session; such leave shall be

cumulative for not more than two (2) years."

/77,






5.35

<

il

Sick Leave(Fla. Statutes 231.40-S.R. 6A-1.83)

Any member of the instructional staff employed in the public
schools of the state who is unable to perforim his duty in

the school because of illness or death of father, mother, bro-
ther, sister, husband, wife, child or other close relative,

or member of his own household, and consequently has to be
abgent from his work, shall be granted leave of absence for
sickness by the County Superintendent, or by someone deé;ﬁ—
nated in writing by him to do so. The following provisions
shall goverh’sick leave:

1. Extent of Leave.--

lgi} Each member of the instructional staff emploved on a

full-time basis shall bz entitled tc four days of sick
leave as of tne Tirst day of employment of cech contract
year, and snall thereatter earn one day of sick lecave

for each month of enployiment, which shall be credited to
the menber at tie end of that wonth, and which shall not
be used prior to the time it is earned and credited to
the wmember; providea, that the menker shall be entitled
to earn more than one cay of sick leave times the number
of months of employitent durinz the year of employient;
only when necessary because of sickness as nerein pre-
scribed. Such sick leave shall be cuw.ulative from year

to year; provided, there shall be no limit on the nunber
of days of sick leave a member of the instructional staff
may accrue; and proviged, further, that at least one half
of this cumulative leave must be established within the

district granting such leave.

T ]

!

(b) A school board may establish policies to provide ternminal
pay to a member of the instructional staff at norimal re-

tirement or to his beneficiary if service is tcrminated by
death. However, such terminal pay shall be an amount
deterinined by the daily rate of pay of the member of the
instructional staff at retirement or death, multiplied by
one-half of the total number of accumulated sick leave days
credited to the member of the instructional staff or sixty
days, whichever is less, at time of retirement or death.
"Hormal retirement," as used in this subsecction, shall mean
retirement under plan A,B,C,D,or E of the teachers' retire-

with either full or reduced benefits as provided by law or
mandatory retirement due to the attainment of the age of
seventy years. "llormal retirement" shall not be interpreted

to include disability retircment.

ment system or any other plan established by the legislature
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5.35

Any member of the instructional staff shall, before claiming
and receiving compensation for the time absent from his or
her duties while absent because of sick leave, make and file
by the end of the school month following his return from such
absence with the Superintendent a written certificate, which
shall set forth the day or days of absence, that such was
necessary and that he is entitled or not entitled to receive
pay in accordance with the sick leave policy. (231.40)

Absence because of illness beyond accumulated sick leave is
considered personal leave.

/77,
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5.36

IHness-in-Line-of-Duty

Any member of the instructional personrel shall be entitled to o
maximum of ten (10) days of illness-in-line-of-duty leave when he
has been absent from his duties because of personal injury received
in the discharge of duty of because of illness from a contagious cr
infectious disease contracted in school work. Requirements for

such leave are found in Florida Statutes 231,41,

/ FO.
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5.37 - Personal leave

)

Without Pa¥,~— Personnel may be. granted personal leave

/ (2)

without pay by the Superintendent in accordance with
Florida Statutes 231.43.
(a) Each teacher is authorized two (2) days'
personal leave non-cumulative, during the
school year without giving reason for the
request.
ATl such leave must have prior approval by the Superin-

tendent, otherwise the person is subject to dismissal.

A1l personal leave requests must have the approval of
the principal, and be submitted to the Superiniendent at

least one (1) week prior to starting date of leave.

A11 personal leave will be reflected in the minutes.

Charged to Accrued Sick Leave

Florida Statutes 231.40, re]ggkng to accumulated sick
leave allowable, authorizes scﬁoo] boards to grant
instructional personnel two (2) days' personal lcave
each year for extenuating circumstances. Such leave will

be counted as sick leave and shall be non-cumulative.
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Absent from Duty

Any member of the instructional staff who is willfully absent
from duty without leave shall forfeit compensation for the time

of absence and his contract shall be subject to canceliation by

the Board. (S 231.44)
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5.4

BENEFITS AND DUTIES

5.41 Retirement
A11 school employees beginniné vork after December 1,
1970 must participate in the Florida Retirement System

(FRS) as a condition of employment.

Instructio nal personnel on Teachers Retirement System
(TRS) prior to December 1, 1970, may continue in the
Teachers Retirement System provided there has been

no break in continuity of service. Teachers in ques-

tion should check with payroll department or with the

Retirement System as to status. Contributions by members

/& 3.
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5.42 Social Security

Social Security is required of every member of the Florida

Retirement System.
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*

Rate of Contribution to Florida Retirement System(FRS)

S
*_Effective January 1, 1975 each public empioyer will be
_required _to _contribute nine percent of the gross cowmpu- _

tation each pay period for each of its employees who

care members of the system. The Social Security contri-

_bution is also required.
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5.44

Lega! Dutics (Florida Statutes 281.09)

Members of the instructional staff of the public schools, subject to
the rules and regulations of the state board and of 11 : Schocl Board,
shall perform the following functions:

TEACHING

(a) Teach efficiently and foithfully, using the books and materials
required, following the prescribed courses of study, and em-
ploying aporoved methods of instruction the following:

(1) The essentials of the United States Constitution.

(2) Flag education, including proper flag display and
flag salute.
(3) The eiements of civi! government.

4) The elementary orincipies of agriculture.
Y g

5) A positive attitude towa s the dianity of work, the
K : )]

dignity and value of all legitimate ¢

<

cupo’rionol
pursuits.

() The true efiects of all alcoholic and intexicatirg
liquors and bevercges and norcctics upon the human
body and mind, the adverse Leaiths effects ond im-
plications of cigsrette smoking.

=

(7) Kindness to animcls.

(8) The history of the state, conservation of naturc!
resources.

($) And such additional materials, subjects, courses, or
fields in such grades as may be prescribed by law or
g y be p y
regulations of the stote board and the Schoot Board
in fulfilling the requirements of faw.

(b) State and district cchool officiole shall furnish and pct into
exccution a sysiem and method of teaching the true effects of
alcohol and narcetice on the human body and mind end the ad-
verse health effects und implications of cigareite smoking, pro-
vide the necessary texibeooks, iitzroture, equipment, and direc-
tions; sec that such subjects are cificientiy teught by means of
pictures, charts, oral instruction, lectures and othar anproved

/5.
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5.4

methods; and reauvire such reports as are deemed necessory 1o show the
work which is being covered and the results being accomplishad.

(¢} Any child whose parent shall prerant 1o the school principoi a signed
statement that the teaching of disease and ivs sympions, develepmen
and treatment and the viewing of pictures or motion nicture: of such
subjects conflicts with the religious teachings of the’r church sholl be
exempt from such instruction, and no -hild so exempt shall be jonaiiz-
ed by reason of such exemption.

EXAMPLE FOR PUPILS

Labor faithfully and earnestly for the advoncement of to pupils in their
studies, deportment and morals, and embrace every oppyvoriry to nstill by
sriotism and the

precept and example the nrincipals of rruin, honesiv sno p

£ .

ractice of every Christian virtue.,
r

TREATMENT OF FUPILS

Treat pupils under their care kindly, corsiderciely, erd humorely, admi.is-
tering discipiine in accordance with regulaticns of the Tiote Board ond the

1 - ¥ N . . ] -0
Schoo! Board; provided, inhat in ao cote stall crvel or ivho sas cunishment

be admirnistered to any child ottending the sublic schosis,

Teachers may not inflict corporai punishment bafore corulting the principel

or teccher in charge of the school, and in no case shall punishment k= de-

!
greding or unduly scverz in its nature, (F. S. 232.27; :
Corporal punishunent shall n~t be odministered with mclic: o in ¢ time of
anger, nor shall the punishiment be unreasonoble. At least one (1) adult wit-
ness shall be present at the fime the punithinent is caminicered. ../

OBJECTIVE FOR PUPILS

Require the pupils to observe parsonal cieonlines:, neatress, order, nrompt-

ness, and gentility of manners, avoid vulgarity and prefuniiy, and cultivate
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in them habits of ‘ndustry and economy, a regard for the rights and
feelings of others, and their own respensibilities and dutices as citizens.

CONFERENCES

Attend such conferences relating to cducation as may be required by law,
by the department of educaticn, or by the Superintendent.

COOPERATION

Cooperate with the stete, district, and local schoot offizials in the en-
! rf
forcement of schoo! iavs and of stale and district board reguiations.

RECORDS AND REPORTS

Keep such records and pepare and submit suclh repoits as mey be required
P prep , Qq
by law, Ly ragulations of the state broid, or of the employing School

Board. o member shall Le entitled to receive any salary unless
.all such records and reports have becn made.(F.5.231.05(7))

It is the resporsipility of the principai and reecner: to keep accurcte ond
neat records in the reachers' iegisters. The:e sha'l be sobmitted to the

county office af the close of each schnol year.

No names or oddresses of students shall be released to any company, corpora-
tion, or individual without written approval by the Schocl Board. The
policy does not include ~cleasing names and addiesses of siudents from

school to school or from school to ccileges or aither institerions of educa-
tion, public or private.

RULES AND RECULATIONS

Conform to all rules and regulations that may be n-escribed by the state

board and by the Schoo! Boaid.

5,
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PROTECT PROPERTY

See that the schoo! building, and all things pertaining thereto, are not

unnecessarily defaced or injured.

It is the responsibility of the teacher to see that he: classioom is clean,

attractive and properly ventilated.

It is the responsibility of the teacher to see that pupils exercise the pro-
per use and ccre of scheol property. The destruction and defacing of

! property g
property within the classroom will be cherged to the negiea: of the

teacher.

Teachers are expected to care for schozl property with virecit sincerity.

FIRE AND EMERGENCY DRILLS

Give instructions in and kold under the direction of the scheo! principal,
such fire and emergency drills as may be presciibed by 'aw, by reguloticons
of the stote board and the Schoo! Baard, and as otherwise may be deamed

necessary.

CUSTCDY OF PROPERTY .

Deliver, on closing or suspznding schoo!, all keys, records and recorts,
and account for all oiher school property to the princigol of the school or
to the Superintendent, us may be prescribed by regulations of the state
board and of the School Board.

CONTRACTS

Fulfill the terms of any written contract, unless relcase from the contract

by the School Board,

Recrg
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Professional Duties

CO-CURRICULAR RESPOMNSIBILITIES OF TEACHERS

Each member of the instructional staff of the school, np matter what his or
her class load assignment may be, shall, under leadership of the principal,

carry his or her fair part in the total concerns of the schools, including
in service training, adwinistrative faculty meetings, policy
making,noon_activity duty, committee assignments, student club

,//;aﬁiiﬂnmﬁuis,and the entire category of duties and responsibilities

necessary to making the school function as a total orcanization.

FACULTY MEETINGS

Each principal should hold regular and such special ‘oculty meetings as he
may consider necessary. In the problem of guiding youth, it is imrarctive
that teachers plan rogetier. Furthermore, school taculties need 1o meer
and plan together for the sake of unity. Facultics wiil find it profitable
to consider together matters such as:

(a) Administrative problems and procedures.

(b) School policies.

(c) Professional study for improvement.
(d) Involvement in total curriculum.
(e) Mo teache gha]l take the prerogative of being absent fiom

a faculty meeting without the principal's approval. Absence

.~ shall be approved in odvance.

FIELD TRIPS

Teachers planning field trips shall:

(a) Schedule each trip with the school principal, specifying the desting-
tion, the method of transportation, and the perind of absence from
school.

ST e






(b)

(c)

(d)

FE
5.45

Complete all necessary arrangements with the organ-
ization, firm and/or owner of the property to be
visited.

Obtain from parents of all pupils who are to par-
ticipate in a field trip written permission, on
county-approved form, for their children to be away
from school during the time required for the trip.

Food Service will_be notified_in advance of any trips.

interrupting normal_lunch pericds. Refer-Osceola

County_School Policy No. 8.23(7) &(8)..

School buses may be used for school activity trips for

which approval has been obtained.

are
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School Registers

It is the responsibility of the piincipal and teachers to keep accurate
and neat records in the teacher's registers. These shall be submitted

to the county office at the close of each school year.

No names or addresses of students shall be released to any compory,
corporation, or individual without wrilten approval by the County
School Board. This policy does nat include releasing names and
addresses of students from schooi o schocl or from school 1o colleges
or other institutions of education, public or orivate; or brarches of

United States Militery Service.
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5.47

I

Care of Classroom and Propeity

It is the responsibility of the teacher to see that her classroem is

clean, attractive and properly ventilated.. F.S. 231 .09(9) 4

It is the responsibility of the teacher to see that punils exercise the
proper use and core of school preperty. The destruction cnd defacing
of property wirhin the classroom will be charged to the reglect of the

teacher.

Teachers are expected 1o care for school sioperty with utrost sin-

cerity.







I~

5.48 Lesson Plans

—

The S chool Board requires that each teacker follow a regutar system of

#//’ unit and lesson planning’ The common practice of merely
: b hihiddeAd
giving textbook and workbook pages will be considered in-

adequate. The principal .~ shall

assist his teachers in the develooment of safisfactory unit and 1esson_/

plans to _meet accreditation requirements.;////

s
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- 6.01

PHILOSOPHY

Pupil Personnel Services is an organized, cooperative team effort
designed for the purpose of meeting the needs of students. It is
the responsibility of the pupil personnel team 1o help students
achieve their goals, cope with their concerns and develop positive

and healthy self concepts.

The Pupil Personnel team chares the responsibility with the home
and community in giving professional aid to students in all areas

of development.

Services include:
a. Guidance and counseling
b. Placement and follow up of graduates and school leavers
c. Providing attendance services

d. Providing psychological services for the disruptive
student

e. Testing and research
f. Providing health services
g. VWorking closely and cooperatively with out-of-school

community governmental agencies in an attempt to meet
the needs of our students and school community.

Pupil Personnel Services

A. Guidance and Counseling --
Each elementary, Middle and High school in Osceola County has
at least one Guidance Counselor. Refer to Osceola County Guid-

ance Manual for Guidance and Counseling services.

B. Placement and follow up of graduates and school leavers--
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6.01

Fiorida Law, Chapter 72-235, requires that "on or befo: -
Sept. 1, 1974, each district school board shall establish
and maintain job placement and follow up services for all
students graduating or leaving the public school system,
including area vocational technical centers." See place-
ment and follow up guidelines.

C. Attendance Services--
Attendance services are provided when a child misses five
(5) continuous days of school and the school is unable to
find out the reason, ten (10) days within a grading period
or has been truant for five (5) days. The attendance clerk
should fill out Form PPS-1 with the Guidance Counsclor or
Principal's assitance and send the form to PPS. In the
event further referrals for attencance reed to be made
use Forii PPS-2. Division of Youth Services will be working
closely with the school system this year. All cases of
five (5) proven truancies will be referred to D.Y.S. and
treated as "habitual" truancy, a violation of Florida
Statutes 232.01.

D. Psychological Services--
A school psychologist is an essential part of Pupil Personﬁe]
Services. The Osceola County school system recognizes each
child has unique needs because he has a mixture of abilities

and emotions.

The responsibilities of the school psychologist working in

Pupil Personnel includes:

VS
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1. Counseling the discruptive student
2. Testing students for early school admission

3. Conferring with teachers, counselors, parents,
and other personnel concerning referrals.

4. Observing referred students classroon behavior.

The school psycholegist will spend one-half(}) day every
two (2) weeks in each elemen @ary and middle school in the
county. The psychologist will spend one (1) day per week
in high schools and schools having an in-school suspension

progranm.

E. Testing and Research --
The Osceola County testing program js coordinated by Pupil
Personnel Services. Students will receive Achievement and
Mental Ability Tests'. A Vocational Interest Survey will
be used at grade 9 and the 10th arade students will take
an Aptitude Test. Tests will be administered early so that
results will be returned as soon as possible. Counselors
will then meet with students and parenté explaining tests and
fesults. Overall profiles of test results will be developed

pointing out curricular deficiencies.

F. Health Services --
Health Services are provided at each school. A Registered
Nurse trains and supervises a health aid in each school.The
Registered Nurse has a cchedule of regular visits to the
schools. A check list of skills will be used by the Nurse
to determine when the aides have developed needed skills.

Records relating to health and jmmunizations will be kept up
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to date by the health aide. The Registered Nurse
also handles referrals to Pupil Personnel Services

under suspected health disabilities.

G. Working closely and cooperatively with out-of-school
conmunity and governmental agencies and in an attempt

to meet the needs of our students and school community.

No areas of Pupil Personnal Services is potentially more pro-
ductive than those focused on the community. Services must be
fully explained so that the community will uncerstand and take
full advantage of available services. School personnel will

be given a listing of all cormunity and governmental agencies,'
their contact pecple and responsibilities. Pupil Fersonnel
Services act as liaison between the school system and these

agencies.






PUPIL PERSONNEL POLICIES

6.1 SCHOOL ATTENDANCE

6.11  Requirement for School Admission and Attendance

6.111 General Requirements

All children who have attained the age of seven (7) years or who
will be seven (7) years of age by February 1st of any scheo! year,

and all others who have not attained the age of sixteen (16) years

are required to attend school regularly during the entire school

year except that:

1.

A child who attains the age of sixteen yzars during the school
year shall not be required io aitend scheool beyond the birth
date.

Students who become or have become married, unmaorried students
who are pregnant, and students whe have clready had a child
outside of wediock shall not be required t5 atrend. These students
shall be entitled to the same educctioral instruction or its
equivalent as other students, but may ke assigned to a special
class or progrom better suited to their special needs. These
students shall request in writing to the Superintendent o desire

to continue or further their education. The Superintendent shall
then assign the applicant to a school program according to the
recommendation of a review committec of not less than three (3),
nor more than five (5), with the Superintendent having the dis-
cretion to appoint the ccmmittee with the understanding that a
different committee can be appointed for each case, if necessary.

(F. S. 232.01) | -

Porents or guardians who wish to enroll a studert in Florida Public
schools, and who are non-residents of Florida, are required to:

a. Obtain a Florida license tag for his automobila.
b. Obtain a Florida driver's license. (Migrant form workers
excepted).

c. Poy o tuition charge of fifty ($50.00) dollars for coch
child enrolled.

22/,
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Evidence of (a) and (b) must be presented to the school
administration at time of enrollment. Tuition will be
paid to the school administration and transmitted by

him to the School District Finance Officer.

A parent or quardian who is enrolling students in the

schools of Osceola County may be excempt from tuition -
charge:
A. if the student was previously enrolled in a Public

school of Florida

B. if he is the owner of Florida real estate
C. if he is a reaistered voter in Osceola County
D. if he presents a declaration of domicile.

The Florida license tage is also a reguirement in each of

these instances.

Adu]ts.who are not bonafide residents of the State of
Florida, who own and operate a motor vehicle in Florida,
and who apply for admission to Adult Education classes
must present evidence of purchase of a Florida license

tage at the time of registration in the class.

R,
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6.112 Admission to First Grade

(1)  232.01(1)(d)

Any child who has attained the age of six (6) years on or v
before January 1st of the school year of any school having
annual promotions shall be admitted to the first grade at

any time during the school year.

(2) Early admission to First Grade

232.01(1)(qg)

(g) Any child who will attain the age of six years
subsequent to January 1 and during the school
fiscal year of any school having annual promotions
shall be admitted at the beginning of that school
year or at any time during the first month of the
school year to the first grade, provided the
child has demonstrated a readiness to enter the first
grade in accordance with uniform criteria as es-

tablished by the state board of education.
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6.113 Admission to Kindergarten

Children who will have attained the age of five (5) years on or
before January lst of the school year shall be eligible for admission

to Kindergarten during that school year. (F. S. 232.04)
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Additional Requirements for Admission to School

Before admitting to kindergarten or the first grade, the principal

shatl require evidence that the child has attained the age ot which

he should be admitted by evidence obtaincbie in the order set forth-

1. Legal birth certificate.
2. A duly attested transcript of a certificate of baptism.
3. An insusance policy on the child's life which has been in

force for ot leust two (2) years.

4. A bona fide Contemporary Bible record of the child's birth

accompanied by an affidavit sworn te by the porent.

5. A passport or certificate of arrival in the United Stotes showing
the age of the child.

6. A transcript of record of age shown in the child's school record
of at least four years prior to application, stcting date of birth.

7. An affidavit of age sworn to by a porent, accempanied by a

certificate of age signed by a public heaith officer or
licensed practicing physician. (F. 5. 232.03)

205
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6.115

Evidence of Health Certificate

1. Before admitting a child to kindergarten or the first grade, unles:

the child attended a public kindergarten in a district within this
state, the principal shall require eviderice each pupil who is
otherwise entitled to admission to kindergarten or first grade to
present a statement from the county health officer or @ licensed
practicing physician certifying that such pupil has no contagious
or communicoble disease which would warront such puoils exclu-

sion from the Public schools. (F. S. 232.031)

. Each pupil who is otherwise entitled to admittance to kirdergarten

or first grade, whichever is applicable, or any cther initial en-
trance into a Florida school, shall be required to present o certifi-
cation of immunization for the prevention of those communicable

diseases for which immunization is required by the division of

health.

Provision of this statute shall not apply if the parent or guardian
objects in writing that the administration of immunizing agents
conflicts with his religious tenets or practices, or a competent
medical authority certifies in writing that the child should be exempt
from the required immunization for medical reasons, or the division

of health determines that any required immunization is unnescessory

or hazardous. (F. S. 232.032)
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Certification of Exemptions

Children within the compulsory school age may hold valid certifi-

cates of exemption issued by the Superintendent as follows:

(a)
(b)
(c)
(d)

For physical or mental disability. (232.06 (1))
For distance reasons. (232.04 (2))
For employment. (232.06 (3))

For judicial. (232.05 (4))
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6.117

Place of Enrollment

Parents may enroll their children in the appropriate qrade Tevel
school within the attendance area as set forth by the board.
Parents who wish to enroll their child in a chéo] outside of
their resident attendance area may request such in writing to
the Superintendent, giving reasons for the reauest. Permanent

assignment is made by the board.

208







(t

6.118 Responsibility for Attendance

Each parent of a child within the compulsory attendance age
shall be responsible for such child's school attendance as re-

quired by law. (F.S. 232.09)

Whenever a child of compulsory attendance age is absent with-
out the permission of the person in charge of the school, the
parent of the child shall report and explain the cause of such

absence to 1the teacher or principal of the school. (S.S. 232.10)
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Enforcement of Attendance

The Superintendent shall be responsible for the enforcement of
attendance laws. This may be delegated to Attendance

Assistants,

R/
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6.1110

Admission of Pupils from Out-of-County

Out-of—county.students enrolled in Osceoio County Schools on
September 7, 1971, will be permitted to continue their education
in Osceola County. Any student requesting admission after
September 7, 1971 will be advised to enroll in the county in
which they reside, or may be admitted by boord action in which
written agreements are made annually with the board of the

district concerned.
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6.12

Attendance for Credit

1.

A student must complete the semester's work in order to be
promoted or to receive credit for the semester's work. Students

who complete the semester's work, except taking the final ex-

aminations, may, at the discretion of the principal, arrange to take

the examinations prior to the opening of the succeedina school
year.

Students who enroll 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 en-
roils after the end of the first month of school, he shall present
evidence of arades earned in another school during the time of

attendance in the first month of school.

Students who transfer from another school to an Osceola County
School shall enroll with thriy (39) days from the date of with-
drawal and comply with provisions of section 1 above, in order to
earn full credit for the semester's work. However, in cases of
i11ness or other instances of extreme nature, rendering the
student's attendance impossible, the respective school may make

exception, subject to the approval of the principal.

A student must have been enrolled in school at least one hatf v~
(%) of a grading period to receive a report card. If a student
withdraws and does not qualify for a report card under this

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

2 /2.

s







6.13

Attendance Procedure

6.131

6A-1.44

Checking Pupil Attendance

It is the responsibility of the principal and the teacher to
encourage regularity and punctuality, and to check the atten-
dance of the students as prescribed below. Cases of absence
are not handled by the school personnel should te referred

to the county Attendance Officer in accordance with his

instructions.

A1l officials, teachers and other employees shall keep re-
cords and shall prepare and submit all reports that may be
required by law and regulations. The enrollment register
chall show the absence or attendance of each child enrolled
for each school day. Violation of this provision shall

be a misdemeamor as prescribed in F. S. 232.021.

Each school in the district shall follow the rules for
keeping of attendance records as set forfh in State Re-

gulations CA-1.44,
7

(8)
The principal shall be responsible for the administration
of attendance policies and procedures and for the accurate

reporting of attendance in the school under his direction.

Attendance check will be made as early in the day as

practical.
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T—————"

F T E Reporting s

Reporting of attendance for the purpose of determining full time
equivalent students will be made in accordance with provisions

of the Florida Education Finance Act and State Board Regulations. |

2/4.
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6.133

Excused Absences

J
Absences will be excused for the fo_]]owing reasons.

1. Hiness of the student.

2, liness or death in the immediate family of the student.
3. Financial inability.

4, Distance exemption.

If there is o reasonable doubt concerning the illness claimed, the
principal is authorized to require a statement from an cccepted
me dical authority. Failure to comply with this requirement will

result in the absence being "Unexcused.

In cases of excused absences, the students must be allowad to make
up the work and teachers of the students must give every reasoncble
assistonce. Moke-up work must be completed, under normal circum~
stances, during a period of time equal to ot least twice the time for

which the absence is excused.
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Permitted Absences

"Permitted" absences may be granted. Such absences are the
direct responsibility of the principal only who shall determine

the merits of each individual case. "Permitted" absences will /
bo treated in the same manner as "excused" absenses except that
the student shall assume complete responsibility for the make-uo
work. The teachers will cooperate making assignments, grading
materials, and reccrding grades. Examples of situations warrant -

ing "Permitted" obsences include:

1. To ottend an important public function.
2. TS attend church meetings or to obserwe religious helidays.
3. To travel with parents in urgent circumstonces.
4. Tc attend conventions or conferences.
R/E.







6.135

Unexcused Absences

A1l absences other than "excused" or "permifted” shall be deemed
"unexcused" and a failing grade shall be recorded for the period
of the "unexcused" absence.
(a) EXCEPTION-- Students who are suspended from school during

—

grade period exams or semester exams will be allowed to

make up these exams.

Students whose absences have been approved as "excused" or
"permitted" and who complete the make-up assignments as re-
quired by school policies shall receive grades for the periods

of such absences in the same manner as if not absent from school.

A1l absences, whether “"excused", "permitted”, or "unexcused",

shall be entered upon the Attendance Pegistar as "absent".
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6.2-A

REQUIREMENTS FOR GRADUATION

6.21 -A

APPLICABLE TO THE CLASSES OF 1975 AND 1976

Minimum Requirements

The following requirements are based on Flcrida State Board of

Education Regulations, Section 6A~1.95 and State Department

of Education Accreditation Standards, Secfion 9.923.

(1

A minimum of twenty (20) credits shall be earred in
gredes 9-12. No student is permitted to graduate in
less than three (3) school years in grades 10-12 ex~
cept as provided in the accelerated graduation program
or such other program which may be provided by the
School Board. A student shall earn a minimum of
fifteen (15) credits in grades 10-12 except as provided
in Board approved programs.

Every student shall earn, in grades 10-12, the indicored
credits in the following subject arcas:

Language Arts 2 credits
Mathematics 1 credit
Science 1 credit
Social Studies 2 credit

UNLESS three (3) full years of social studies have been
completed in grades 7-9, in which case one (1) credit is
required.

One (1) credit in American History, or American History
and Government, is required. The thirty (30) hour course
in Americanism versus Communism shall be taught as a unit
in American History.

Physical Education 1 credit

Any student who files a signed statement from a licensed,
practicing physician certifying that participoiion in
physical education will be physically hormful to him will
be permitted fto substitute one (1) credit in ony other sub~
ject, grades 16-12 toward graduction.

Every student in grade nine shall earn a minimum of four (4)
credits to be classified as a tenth grader for the ensuing
schocl year. There shall be no substitution for the following

requirements for every student:

Language Arts 1 credit
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(4)

(6)

5.21-A

Mathematics 1 credit

Physical Education 1 credit (unless exempted
for medical reasons)

Science Social Studies 1 credit

Home Eccnomics

Agriculture, or Fereign Language

Nine grade requirements shall become effective at the be-
ginning of the 1974 school yzar.

Transfer of credits carned at another accredited schoo! shall be
accepted at face value upon receipt of an official transcript.
However, the number of credits transferred shall not exceed
the number which may be earned under Florida aecreditarion
standards in a comparceble period of time. One (1) year's high
school work satisfactorily completed in another state shali
count as the equivalent of five (3) credits in the 10th «nd
11th grades. Under no circumstances shall the basic require-
ments of item twe (2) ubove be waived.

Work or credit earned from ¢ non-accredited school will be
accepted toward graduation upon validat.on. Validation of
credit shall be made by the student's successful completion of
an Osceola County teacher-made test of the subject to be
validated or by his successful completion of a stendardized
test in the subject.

No student shall be permitted to engage in the final gradua-
tion exercises until all graduation requirements have been
met in full,

Amendments to the requirements and procedures for gradua-
tion may be added by the School Board at any time upon
recommendation of the Superintendent.






6.22

Accelerated Graduation

Students who meet the conditions of an early admission and advanced
studies program may be graduated in less than three (3) years in grades

10-12. Such programs shall meet the following conditions:

(1) Approval of the Scheol Board.

(2) Entry into the program shall be at the beginning of the
final year of high scheol.

(3) Student is accepted by an accredited college after com-
pletion of two (2) full senior high school years and «
minimum of ten (10) credits eaned above grade 9.

(4) The student may be excused from attendance for the
third senior high school year.

(5) The student may be awarded o diploma of gracuation
with his regular class or at a time convenient to the
principal based on the following:

(a) Student has completed two (2) college
semesters or equivalent with a nhormal
class load and maintained at least a C
average or equivalent.

(b) The student's cumulative folder shall
show adequate notations covering the
work accomplished while in college.

(c) A course in Americanism versus

Communism must be taken as pre-
scribed by Florida Statutes.

HAD.
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6.23 Junior College Course Credits

Any senior enrolled in courses at Valencia Junior College may re-enter
Osceola High School or St. Cloud High School as a full time student

at the end of the semester.

Any grade received in courses from Valencia Junior College except fatiure
g g b
grades, will be accepted toward graduation requireme nts from Osceola

County Schools.

Seniors, in order to be given credit for full time attendance, must be en-
rolled in fifteen (15) semester hours with ecch high schaol cource beirg

considered as equivalent of three (3) semester hours.,

Any senior needing three (3) or fewer credits for greduction will be given
permission to enrol! in three (3) courses ot Osceola High Schoo!l or 51,

Cloud High School and graduate with his/her class.

AR/






6.24

Job Entry Studies Program

Graduation from high school under job entry studies program - -
Schools may accept the following procedure, as listed in the
requirements for graduation of students:

(1) Approval by the School Board of the individual student plan
and the occupational goal prior to entry ints the program.

(2)  The student successfully meets the followiry job entry cri-

teria:

(a) He is 16 years of age or older.

(b) He has completed two (2) full school yects of the
requirements as stated in 9. 923 {4) and . sinimum
of ten (10) credits earned above grade nine, includ-
ing at least one (1) credit in a vocational course
identified occupational in the Accreditor No. 3
or demonstrated jcb proficiency.

(c) He is a party to a written cooperative agreement

between himself, the parent or guardia, the de-

signated teacher-coordinator who repie s s the
school, and the employer, stipulating  .at:

1. He shall receive one (1) credit toward gradua-
tion for each 288 hours of satisfacterily work on
the job.

2. He may substitute one (1) hour of formal educa-
tion directly related to the job for two (2) hours
of work on the job. .
SUBSTITUTIONS TO BE -

3. He may resume his formal education at any time
the cooperative agreement is cancelled by any
of the parties thereto.

(3)  The student may be awarded a diploma of graduation with his
regular class or at a later time convenient to the principal

based on the following:

(a) The student has completed the credit required for gradua-
tion through work on the job, direct job related educa-
tion or regular high school courses or an approved com-
bination. A course(s) in AVC must be taken as pres-
cribed by Florida Statutes.






5.24
(b) The student's permanent record will clearly reflect 1.
credits earned through those earned by regutar nigh
school attendance.
Students who meet the conditions of the job entry studies program
may be graduated with less than three (3) years of attendance is

grades 10-12 and also by earning less than fifteen (15) units of

credit.
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6.24

Job Entry Studies Program

Graduation from high school under job entry studies program -~ -

Schools may accept the following procedure, as fisted in the

requirements for graduation of students:

(1)

(2)

(3)

Approval by the School Board of the individual student pian
and the occupational goal prior to entry into the program.

The student successfully meets the following job entry cri-
teria:

(a) He is 16 years of age or older.

(b) He has completed two (2) full school years of the
requirements as stated in 9. 923 (4) and + minimum

of ten (10) credits earned above grade nine, includ-

ing at least one (1) credit ina vocational course
identified occupational in the Accreditor No. 3
or demonstrated job proficiency.

(c) He is a party to a written cooperative agreement
between himse!f, the parent or guardiar, the de- -
signated teacher-coordinator who repress ts the
school, and the employer, stipulating tiiat:

1. He shall receive one (1) credit toward gradua-
tion for each 288 hours of satisfactorily work on
the joo.

2. He may substitute one (1) hour of formal educa-
tion directly related to the job for two (2) hours
of work on the job.

SUBSTITUTIONS TO BE -

3. He may resume his formal education at any time
the cooperative agreement is cancelled by any
of the parties thereto.

The student may be awarded a diploma of graduation with his

regular class or at a later time convenient to the principal
based on the following:

(a)

The student has completed the credit required for gradua-
tion through work on the job, direct job related educa-
tion or reguiar high school courses or an approved com-
bination. A course(s) in AVC must be taken as pres-
cribed by Florida Statutes.

224

%]






5.24 !
(b) The student's permanent record will clearly reflect 1
credits earned through those earned by regular high
school aottendance.
Students who meet the conditions of the job entry studies program
may be groduated with less than three (3) years of attendance in

grades 10-12 and also by earning less than fifteen (15) units of

credit.

-

AL







6.2-B REQUIREHENTS FOR_GRADUATION EFFECTIVE WITH THE CLASS OF 1977

6.21-B  Minimum Reauirements

" The following requirements are based on Florida State Board
of Education Regulations, Section € A-1.95 and State Denart-
ment of Education Accrediation Standards, Section 2.923.

(1) A minimum of twenty(20) credits shall be earned in
grades 9-12. Mo student is permitted to araduate in
less than three (3) school vears in arades 10-12 ex-
cept as provided in the accelerated coraduation proaram
or such other proaram which may be nrovided tv the
School Beoard. A student shall earn a minimum of
fifteen (15) credits in grades 10-12 except as provided
in Board approved programs.

(2) Every student shall earn, in arades %5-12, the minimum
indicated credits in the fellowing subject areas:

Language Arts 3 credits -
Mathenatics 2 credits -
Science & Science

Related

, credits
Social Studies i

credits

NN

One (1) credit in American History, or American
History and GCovernment, is reauired. The thirty
(39) hour course in Americanism versus Cormunism
shall be taucht as a course or as a unit in
American History.

e

Physical Education 2 credits v

Any student who files a signed statement from a licensed,
practicing physician certifyina that participation in
physical education will be physically harmful to him will
be permitted to substitute an eauivelent credit in any
other subject, grades 9-12 toward araduation.

QR






6.21-8 ¢

(3) Transfer of credits earned at another accredited school
shall be accepted at face value upon receipt of an official
transcript. However, the number of credits transferred
shail not exceed the number which may be earned under
Florida accreditation standards in a comparable period
of time. One (1) year's high school work satisfactorily
completed in another state shall count as the equivalent
of five (5) credits in the 10th and 11th arades. Uner
no circumstances shall the basic reauirements of item
two (2) above be waived.

Work or credit earned from a non-accredited school will

be accepted toward graduation upon validation. Validation
of credit shall be made by the student's successful com-
pletion of an Osceola County teacher-made test of the
subject to be validated or by his successful completion
of a standardized test in the subject.

(4) No student shall be permitted to engage in the final
graduation exerciscs until all graduation recuirements
have been met in full.

(5) Amendments to the requirements and procedures for grad- 7

uvation may be added by the Schcol Board at any time
upon recormendation of the Superinterndent.
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Accelerated Graduation

Students who meet the conditions of an early admission and advanced

studies program may be graduated in less than four (4) years in

grades 9-12. Such programs shall meet the following conditions:

(1)
(2)

(3)

(5)

Approval of the School Board.

Entry into the program shall be at the beainning of the
final year of high school.

Student is accepted by an accredited collece after com- ,
pletion of three (23) full senjor high school years and a «
minimum of fifteen (15) credits earned.

The student may be excused from attendance for the -
fourth senior hiah school year.

The student may be avarded a diploma of graduaticn
with his regular class or at a time ccnvenient o
principal based on the following:

the

(a) Student has completed two (2) coliece
semesters or enuivalent with a norral
class load and maintained at least a C
averaaqe or equivalent.

(b) The student's cumulative folder shall
show adequate notations coverina the
work accompiished while in collece.

(¢) A course in Americanism verus
Communism must be taken as pre-
scribed by Florida Statutes.






6.23-B

Any senior needing three (3) or fewer credits for graduation w

Junior College Course Credits

Any senior enrolled in courses at Velencia Junior College may re-enter
Osceola High School or St. Cloud High School as a full time student

at the end of the semester.

Any grade received in courses from Valencia Junior College except failure
grades, will be accepted toward graduation requirene nts from Osceolc

County Schools.

Seniors, in order to be given credit for full time attendancs, must be en-
rolled in fifteen (15) semester hours with each high school course being

considered as equivalent of three (3) semester hours.

et
tid

oe given
permission to enroll in three (3) courses at Osceola High School or 5t

Cloud Righ School and graduate with his/her class.
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Job Entry Studies Prearam

Graduation from high school under job entry studies program --

Schools may accept the following procedure, as listed in the

requirements for graduation of students:

(1)

(2)

(3)

Approval by the School Board of the individual student plan
and the occupational goal pricr to entry into the prooram.

The student successfullly meets the following job entry
criteria:

(a)
(b)

He is 16 years of age or older.

He has completed three (3) full school years of the
requirements as stated in County Policy 6.21 and

a minimun of fifteen (15) credits earned. above
grade nine, including at Teast one (1) credit in a
vocational course identified occupational in the
Accreditor No. 3 or demonstrated joh proficiency.

He is a partv to a written cooperative anreerent
between himself, the parent or cuardian, the de-
Signated teacher-coordinator who represents the

school, and the employer, stipulatina that:

1. He shall receive one (1) credit toward aradua-
tion for each 223 hours of satisfactorily work
on the job.

2. He may substitute one (1) hour of foral educa-
tion directly related to the job for two (2) hours
of work on the job.

_ SUBSTITUTIONS TO BE -

3. He may resume his formal education at any time
the cooperative agreement is cancelled by any
of the parties thereto.

The student may be awarded a diploma of qraduation with his

regular class or at a later time convenient to the principal
based on the following:

(a)

The student has completed the credit required for gradua-
tion through work on the job, direct job related educa-
tion or regular high school courses or an approved com-
bination. A course(s) in AVC must be taken as pres-
cribed by Florida Statutes.

A3D
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(4)

6.24-B

(b) The student's permanent record will clearly reflect the
credits earned through those earned by regular high
school attendance.

Students who meet the conditions of the Jjob entry studies L

program may be graduated with less than four (4) years of

attendance in grades 9-12 and also by earning less than

twenty (20) units of credit.

(a) Students in the Job Entry Program may not be employed
members of the irmediate family. This policy may be
waived by the Director of Vocational Education
after a conference with the parties involved.

(b) Job Entry students must be employed within Osceola
County in a forty (40) mile radius of the schooi.

o3/







6.3

RECORDS AND REPORTING

6.31

Grading and Reporting

There shall be a uniform district wide plan for grading and re-
porting pupil progress in the elementary schools of Osceola

County.

Middle schools shall have a uniform district wide grading and

reporting system.

High schools shall have a uniform district wide plan for grading

and reporting pupil progress.

2.32.






6.32

Student Records

Teachers and principals shall maintain adequate and complete
records of the progress made by each student. A cumulative
record, devised by the State Department of Education, shall be
started for each child upon entrance to school and maintained
until graduation or withdrawal from school. Such records shall
be transferred within the district with the student as he or she
transfers from one school to another. A1l records should be
factual in nature, rather than statement of opinion or inter-

pretatidn.

Cumulative records must be available for inspection by parents,
guardians, and other duly authorized individuals in the presence

of a school official.

When a student transfers to another school within the state, or
out of state, the principal, upon written request of the principal
of the receiving school, shall transfer the student's cumulative
record or a copy thereof. A complete copy of the student's aca-

demic record is transferred.

The transfer of a student's record may be delayed until the student
has paid for lost or damaged library and textbooks. Where extenu-
ating conditions exist or where a severe injustice may be inflicted
upon the child, the principal may transfer the record without
collection of the amount assessed for lost or damaged library or

textbooks.

u







6.32

"New Federal and State laws have recently been enacted concerning
Student Records. The D. 0. E. is currently developing guidelines
for the distficts concerning student records. As soon as State
guidelines are recieved, Section 6.32 will be written in accor-

dance with Federal law, State Regulations, and D. 0. E. quidelines."

Y






6.4

WEARING APPAREL

The school, as a center of learning, provides for the development
of habits and attitudes conducive to acceptable practices of the
school community, including good manners, appropriate wearing

apparel and good arooming.

Wearing apparel and accessories shall not be disruptive or hazard-

ous to the health and safety of the student or others.

135
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MONEY-RAISING DRIVES

6.81 Student Participation

Money-raising drives, such as March of Dimes, Red Cross,
Tuberculosis, or United Fund shall not be conducted among

students by or in Osceola County Schools.

Elementary and junior high solicitation of advertisina
from the public shall be limited to the support of one

publication.

Senjor high school solicitation of advertising from the
public shall be limited to the support of three publi-
cations, e.g., newspapers, football programs, and year-

books, etc.

Solicitation of any other advertising by members of the
elementary and secondary schools shall be limited to
solicitation from members of the sponsoring group only
and must have prior approval from tﬁe principals and the

Superintendent.

The sale of commercial items by students on a door-to-door
basis will be 1imited to one project per year per school
and must be approved by the Superintendent. Any deviation
from this policy must have prior approval of the Superin-

tendent and the School Board.

A
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6.81

School buildings shall not be used, during regular school
hours, for profit-making shows or entertainment sponsored
or produced by a person, group, or organization outside

the school system.

R37.






6.82

Vending Machine Operaticn

Vending machines which are not fully controlled by the public
school system shall not be installed or operated on school pro-

perty without specific authorization by the School Board.

No vending machine of any kind shall be installed at a location
or school property where it will be accessible to students, with-

out specific authorization by the School Board.
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6.83

Sale of School Supplies

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

(a) Where a principal determines that the continuation of
such sales is advantageous for the convenience of the
students and is consistent with oraanizational policies
for efficient operation,

(b) Sale of school supplies shall be restricted to common,
esgential supplies required by students in their regular
school studies, with the exception of a student-operated

store under the supervision of a vocational proaram.






6.9

SOCIAL FUNCT!IONS

Picnics and Parties

All social functions 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, a qualified lifeguard shall be on duty.

It is recognized that school varties can have educational value. Such
activities should be limited, however, to special occasions such as---
Christmas wd-Easters. Elementary classroom activities should be limited
to the school area and restricted to certain hours near the close of the
school day ond should be uniform in a given building. Florida schoo! law
does not define a school picnic as an instructional day activity.

Not more than three class parties shall be held in Elementary classrooms
during the school year. Plans for edditienalparties must be cleared with
the principal. In any case, the loss of class instruction time shall be held

to a minimum,
Other classes and organizations shall hold picnics outside school hours.

Principals shall make provisions for supervision and safety forall pupils on
outings. Particular attention to safety should be given to an outing in which

swimming is involved.

School parties and picnicsﬁ&gg{not be conducted during the closing days of
the school session. It is expected that these days be devoted to testing and

evaluating.

D?x,/&.






6.91

Student Activities

A.

Principals of the high schools within the county who qualify are
authorized to secure and maintain continuous membership in the
Florida High School Activities Association, Inc., a non-profit
corporation, for the benefit of their respective high schools and to
abide by the rules and regulations promulgated in the past and to
be promulgated in the future by them and other Florida high school

principals.

Athletic Events: Varsity football games should be scheduled for
Friday or Saturday nights unless the day following is o holiday.
Exceptions may be made for gomes postponed due to weather or
other emergencies.

The principal and coaches should provide group insurance for the
protection of participants. Moreover, the principal shall require
and keep on file in his office the parent's written consent and the
doctor's approval for each participant.

-Pupil Insurance: It is not legally possible for the county board topro-
vide group insurance to pupils while 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.

Schoo! Bands and Band Instruction: School bands may portiéipcte in
civic and non-school functions with the approval of the principol,

provided such functions are not partisan or political.
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6.91

Participation outside the county and actually not under the
sponsorship of the Florida High School Activitics Association

will require prior approval from the county board.

School bus insurance coverage covers school activities and
programs as a part of the curricular procram. If the function
is considered educational, insurance coverage would apply.
Where insurance is questional. the trip should be cleared with

the carrier.

Eligibility for athletic participation is determined by the
Florida High School Activities Association. Cheerleaders follow
the same eligibility rules. A1l students must have the approval

of the school administration.

The beginning date for football practice shall be as determined
by the Florida High School Activities Association. Procedure
for students beginning after the first practice session shall
be determined by the coach and administration of each school.

Students shall be made aware of these dates and procedures.

Whenever a sport ends, a student may go out for another sport

without penalty.

When two or more sports are in progress at the same time, and
a student desires to drop one sport and go to another, he must

have the approval of each coach concerned.

When a student is dismissed from a sport for disciplinary
reasons, or drops out of a sport without the approval of the

coach, the student may not participate in another sport until

24D
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6.91

the end of the season for the sport in which he was partici-
pating. (This may be waived by the approval of both coaches

and the administration.)

A school calendar shall be maintained on which all rehearsals,
practices, and activities shall be recorded. All activities
shall be scheduled on non-conflicting dates when possible.

If a schedule conflict arises which cannot be rescheduled, the
sponsors of the activities shall meet and resolve performance
conflicts. In the event of a performance conflict, the student

will be free to choose without penalty.

When there is a conflict for a student to be in school activi-
ties, the student will determine the activity in which he
participates. The student's scholastic standing will not be

penalized because of his choice between school activities.

Cooperation between all sponsors of extra-curricular activities
and the strict adherence to the activities calendar will prevent

most conflicts from arising.

A1l school policies pertaining to activities, sponsors, and

participants shall be filed in the Superintendent's office.
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6.

10

MISCELLANEOUS

6.101 Exceptional Child

Enrollment of students to the Exceptional Child program
shall follow established rules as set forth in the Exceptional

Child Handbook approved by the Board.

244
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6.102

Student lllnesses = Doctor's Recornmendation

Any student observed as having seizures, including epileptic

seizures, emotional problems, and other illnesses resulting in
the student becoming incoherent, spastic and/or unconscious,
not be permitted to continue in regular school until a written

stalement from a doctor is received by the school stating that

re-admittance to regular classes is recommended and with any
recommendations to the school as to whot should be done in

case the student has another occurrence.

24
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Roewed  Juk - 1915 ( DA fie32)

6.103 Leaving School Grounds

A principal shell not permit a pupil to leave in the custody of a
person other than the child's parent, or legal guardion, unless
that person has verified authorization of one of the parents or

legal guardian.

Pupils shall be required to remain on the school grounds from morn-

ing bell until dismissal bell in the afternoon.  Only pupils with author-

ized excuses or approved schedules from the principal or someone

assigned by the principal will be perinitted exeuses-for-being--

off the cames, except as provided below.
Every member of the staff is respensible for the safety of pupils.
The principal shall be responsible for eliminating all hazards insofar

os possible.

Teachers shall be assigned to supervise pupils on the school grounds
before and after school. Principals are r.¢5ponsible for seeing that
all activities are properly supervised and that all precautions are
token by teachers and pupils. A seriously injured student should
either be taken home or to the doctor of his choice as quickly as
possible. The parents of the child should be notified immediately,
In case of a serious accident, the county Superintendent should be
notified as to the nature of the accident and steps taken in relation
to the child and his parents. However, no action should be taken
by word or act by the principal or any other official or employee
which would tend to incur any liability on the part of the school.

There shall be a teacher or a properly instructed aide re-

responsible for supervising  pupils as they

24






5.103

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

Senior's Open Lunch:

Members of the Senior class who comply with the following guide-

lines may be granted an open lunch period:

(a)

(b)

Provide the school with a notarized permisson slip
drafted by the school administration and signed by
the parent relieving the school of responsibility.

Open lunch privilege may be revoked either singulerly
or for the entire group for abuse of the privilege.

Seniors who exercise this privilege will not be ¢ party

to transporting students who are nct eligible tc be off
the school premises.
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6.104

Gambling

Gambling of any kind, including raffles, gémes of chance

such as bingo, etc., by any person or group using school

focilities, is prohibited.

Organized school groups shall not sponsor or engage in any

form of games of chance.
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6.105 Pupil Insurance

Contracts: Policies affording insurance coverage with respect to
injuries sustained by students as result of accidents, are
private contracts between the insurance company and the
respective parents. The School Board has no obligation
for placing the insurance, collection and delivery of

insurance premiums, or enforcement of the terms of the

policy.

Solicitation: Insurance 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 mcterial needed for the sale of
policies and the collection of premiums.

Football -

Insurance: Before any public schoo! 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 a student shall be furnished to the Superintendent.
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6.106

Public Visitation

An individual or group desiring to tour a school shall receive

ermission from the Superintendent and/or the school principal.
p p , P P

Members of the public wishing to contact teachers or pupils
during the school day must receive permission to do so from the

principal.

Loitering on school premises during schoo!l hours, by individucls
not associated with the school, shall not be tolerated. When

it occurs, the police or sheriff's department should be notified.
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6,107 School Pictures

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

principals.

In all cases, notices should be sent to the parents prior fo the
time of picture-taking appointments, and parents’ appioval

should be considared but not necessarily required.
Time involving school personnel should be kept at a minimum.

To prevent the exchange of pictures before parents have had
opportunity to consider their purchases, the pictures should be

placed in sealed envelopes for delivery to the parents by pupils.

By message on the envelope, or by other written notices, parents
should be clearly informed that the purchase of pictures is optional
and in no way compulsory. In no case should any pressure be

brought upon the students or parents to purchase pictures.
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6.108 Work Pormits

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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6.109

Vandalism and Robberies

Destruction of or damage to school property, due to robbery or
vandalism, shall be reported immediately to the police or sheriff's
department, and to the Superintendent. The immediate area of
the loss of damage should be kept clear of personne!, and nothing
should be moved or touched until the police or deputy sheriffs

have mode an investigation.

A full and complete report of loss or damage shall be made to the

Superintendent as soon as possible following the investigation.

Any student who is found guilty of damaging, defacing, tcking or
destroying school property, either during school hours or at any
time, shall be required to repay the cost of repoiring the demage
done, and may be subject to a penalty of suspension from school
for a period of up to ten (10) days up to permanent expulsion from
school in the discretion of the Principal and the Schoo! Board of

Osceola County.
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7.1

7.0 OFFICIAL SCHOOL BOARD POSITION ON DISCIPLINE

PHILOSOPHY

The development of self-discipline and self-direction is an educational goal
toward which disciplinary procedures can contribute its forces. Discipline is
conceived of as providing expericnces and establishing proceduies which make
the students responsible for keeping themselves in order. Punishment and”or
disciplinary action is the correctiv - ineasure used when a breach of discipline

has occurred.

The key to both student and teacher morale lies in how successfully the policies
on discipline are applied and how this is reflected in classroom order. Educctors,
students, and parents must feel that whotever policies are followed are not enly
uniform for all but ore fair and just. Disciplinary action or punishment, where
imposed, should be as rational, non-arbitrary, and judicicur as pouible. It
should encoutage free discussion and cetting of standards through participation

of students. The dignity and worth of the individual sheuld always be iespected
and because of this, disciplinary action or punishment <hould be as free from

harsh, abusive and vindictive forms of punishment as possivle.  Al:o, the student

should never be subjected to sarcasem, public ridicule or intimidation. Disciplin-

ary action cannot be effective if its purpose is merely to demonsirate the superior
authority of the teacher or administrator. The best results will be derived from
cordial and realistic teacher-pupil relationships which are reinforced by firm

and just policies of the administration at all levels.






7.2

GENERAL POINTS OF EMPHASIS

7.21

Staff Responsibilifx_

Employees of the Osceola School System should make a concerted
cffort to prevent and/or correct common discipline preblems found
in schools. All people involved with the handling of discipline
should take o firm stand and insist that all students behave in such
a manner that the scheol is a place conducive to good education

for all individuals.

These policies are not made with the intention of creating coercive
or punitive pawcrs; but simply to help restore discipline to the class-
room to allow irs tructional improvement. The use of these disci-
plinary measures would relate to only a wmall percentege of the total

student population, but would benefit the entire educational system,
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Classroom Management -

The teacher is the essential element in proper discipline within the schools.
There are certain aspects of classrcom management which must be luft to the
discretion and good judgement of the individual techer, especially in the
instances regarding talking, movement of students in the room, and other
activities which might be perlectly acceptable in one classiocom situction
and inappropriate in another., Offenses such as occasional tardiness, gum
chewing, passing notes, throwing objects and so forth must be, nscfar as
possible, handled at the teacher level. Those things which are apainst
classrocm policy must be made clear from the very beginning ¢f the year,
reiterated from time to time, and enforced continucusiy., Only in cosos

of chronic dischadience fc these rules sheuld the Tndividuo! po ofurred fo
an administrator. Beloie any ieferrcl is maue, the teocher shouid irsi
whatever corrective measurcs o punishimerts available, inciodi=ga ihe
tact of porents cr guardians. The teacher chould immedicte!y 117 m the
administrator of any contact with parents which might tequire bis invilve-

ment in the situation.

2.5 5.






7.23

Records

Disciplinary records should be maintained separate from an individual's
permanent records in a place designated by the building administrator.
Letters of expulsion shall be filed in the individual's cumulative folder.
All items relative to discipline shall require the approval of the principal

before they are filed in the permanent records.

X
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7‘24

- Authority of Classroom Teachers

(1)
(2)
(3)
(4)

(5)

Directive guidance.

Parent conference.

Detention (before or after school).

Corporal Punishment -

The classroom teacher is authorized to administer
corporal punishment in accordance with Board policy
and Florida Statutes.

Removal from Class -

When a discipline problem reaches the point where it
js disrupting the entire class and destroying the
learning process, the student or students involved
should be removed from the class, upon approval of the
administration, so that order may be restored and
teaching resumed. Parents should be notified that the
student is temporarily removed from the class until
the school has the assurance of the child and his par-
ents that his behavior will improve. During this
period the student may attend all classes except the one
concerned with the discip]fnary problem. This class
period will be spent in a well supervised study room

within the school.

260,

-






7.25

Authority of School Bus Drivers (F.5. 232.78)

The principal shall delegate to the school bus driver such cuthority as
may be necessary for the control of pupils being transperted to and from

school, or school functions, at public expense.

Any pupil who persists in disorderly conduct on o scheol bus shall be re-
ported to the principal by the driver of the bus and may be suspended by
the principal of the school he atiends from being transported to and from

school and school functions, at public expense.

The schoo! bus driver shall preserve order ond good behavior on the part

of all pupils being trensperted but he shoil not suspend the tizmiportaticn
PYi b P : t

of or qi hysical ishment te oil o sut any seco ot the bus
give physicar punishmeni to any pupil, of pul Gny pup.! o7 e bus

at other than the regular stop for that pupil, except by crder of the parert

or the principal in chorge of the school the pupil attends; wrevided, that

should an emergency develop due to the conduct of pupils en the bus,

the bus driver may take such steps as are reascrnable necessery 1o protect

the pupils on his bus.

AL/
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7.26  Authority of School Administration C{%

(1)
(2)
(3)
(4)

(6)

(/)

C.ounscling.

Parent Conference.

Detention,

The authority to administer corporal punishment in accordance with
Board policy.

The authority to suspend a student from any or all classes, and cesign
the student to a well supervised study room within the scheel. "In-
school suspension™ should be limited to ten (10} days fer any one
infraction or instance of mishehavior.

Suspension from School ~

(Every effort should be made to contuct parents, ond infoim them of

the problem BEFCRE student is suspended). See Pupil Persornel Guidel
Re commendation for Expulsion -

Expulsion should be resorted to only in extreme cases when all other

efforts toward correction have been exhousted. It would enly b

necessary to use this corrective measure when the studernt is chroni
cally unruly, a menace to the welfare of other pupils, a merace to

the safety of pupils ond teachers, or inrentionol o malicious destruc-

tion of school property. See Pupil Personnel Guidelines.

3
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7.3

BOARD PQLICY ON OFFENSES

7.31  Cheating
Cheating is cn. offense which should be handled by the teacher in
whatever manner in his judgment will best serve the interest and
development of the student. In such cases the parents and
guidance counselor and administration should be informed of the

circumstances.
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7.32

Behavior

Overt actions by students which show disrespect for any school
personnel, intimidation, fighting or violent antagonism toward
classmates, or general misconduct which disrupts the learning

situation are not to be tolerated. If the situation cannot be

handled by the teacher, it should be referred to an administrator.

Definite action should be taken.

yr’e
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7.33 Dangerous or Disruptive ltems

Any item being used by a student which disrupts the class, detracts from
his ottention to the Eloss, defaces school preperty or in any way en-
dangers the safety of that or any other student may be taken by the teacher,
and teachers should not throw the items away. They should‘furn them over
to the administrator if the incident warrants disciplinary action, or hold
them until such time as the teacher can talk to the student about the
situation. Students who refuse to cooparate should then be turned over to
the appropriate odministraior for punishment for disobedience. Students
are not to carry any object used as a weapon that is usually considered

to be a weapon. (Example: knives, etc.) Where the administrator be~
lieves that the intent of the individual was to herm ancther person, the
purﬁshmenf may be suspension until such time as the Schooi Boaid cenrule

on a request for expulsion of the individual.






7.34

Willful Disobedience

Al students will at all times show the proper respect toward faculty

members. Appropriate disciplinary action should be taken when any
student willfully disobeys a faculty member. Punishment v/ill depend

upon the degree and intent of the disobedience.
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7.35

WEARING APPAREL AND ACCESSORIES

Instances where students deliberately defy the wearing apparel
and accessories dress policy established by the Osceola County
School Board should be treated the same as willful disobedience.
This is particularly important after the student has been warned

on his first offense and then violates the policy.

AL






7.36 Public Affection

Demonstration of affection in public is in poor taste, and students

shall refrain from actions which are embarrassing or offensive.
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7.37 Intoxicants and Hallucinogenic Drugs

1. Students having possession of or under the influence of intoxi-
cating beverages and/or hallucinogenic drugs or combinations of
drugs having hallucinatory effects, marijuana, under the influ-
ence of qlue or other drugs or combinations of drugs or materials
expressly prohibited by federal, state, or local laws at any
school function or on school property may be suspended and may

be recommended for expulsion.

Parents will be notified before any final action is taken. If
there is a violation of law involved, legal authorities should

be informed,

2. At any time a pupil who is enrolled as a student is formally
charged with a felony by a proper prosecuting attorney for the
unlawful possession or sale of any narcotic drug, central
nervous system stimulant, hallucinogenic drug or barbiturate,

as identified or defined in either chapter 398 or chapter 404,

The principal of the school in which the student is enrolled
shall immediately follow the procedure and criteria set forth
in SR 6A-1.956 and F.S. 232.26(2) as the same may, from time-

to-time, be applicable.
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7.38 Smoking

Smoking will not be allowed in the Osceola County School buildings

except areas designated by the administrator.

This policy is in compliance with State Regulations regulating

smoking in public buildings.
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7.39

Skipping and Excessive Absences

Any student who fails to attend class and has no legal excuse for
his absence should be referred to the appropriate administrator

for punishment. Every effort should be made for the student to

make up the time and work missed in after-school detention. Parents
should be notified. Suspension should be used only after all other

means of punishment have failed.
See Pupil Personnel Guidelines.

Other disciplinary action should be taken in case of chronic

truancy.

Each school should establish procedures to ensure aood attendance
in each grading period; however, a student who misses a maximum
number of fifteen (15) days within a semester will not receive
credit for the course except as follows:
(1) If medical evidence is presented to the building
administrator in writing justifying a specific
number of days of absence, then these days are not

counted when determining whether the student re-
ceives credit for a course.

(2) Absences for approved school activities are not to
be counted in the total of fifteen (15) days.
(3) With the approval of a review committee composed

of the teacher, counselor, and principal.

X7/






7.310

Theft and Pilfering

Any student identified as being involved in the act of stealing or in
possession of stolen property may be susperided from scheool.  Parents
or guardians should be required to come for a conference with school
officials. The incident should be reported to the proper authorities.
Efforts should be made to secure reimbursement or replacement of the

money or items taken.
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7.311

Extortion

Any student who threatens or otherwise blackmails another student, for

the payment of money of any sum or any other consideration may be
suspended from school, and parents or guardians shall come for a con-
ference with school officials. Efforts should be made to secure reim-

bursement.

273.
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7.312 Profanity
Profanity should be interpreted as any profane, wulgor, or unnecessarily
crude utterance or ‘gesture. It should not matter for disciplinary pur-
poses whether it is directed toward the teacher, classmates, or merely
done overtly. Such instances should be handled by the teacher if pos-

sible, and reported to the appropriate administrator.






7.313 _Y_qndolism
Any deliberate abuse of school or private property will be considered
vandalism. Cases of vandalism by students will be reported to the
appropriate administrator as soon as possible. Action, regardless of
the value of the damage, should result in:
(D) Parents or guardians coming to the school for a conference
with school officials and arrangements made for restituticn

for damage.

(2) A report submitted to the proper authorities.
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7.314

Arson

Any student who deliberately sets fire to deliberately damage
property shall be suspended from school until parents or guardians
can be contacted for a conference with school officials and make
arrangements for restitution for damages. Incidents of this type

should be reported to the appropriate fire deportment.
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7.315 Disturbing Teocherzs, Roard Members, Employeces of School System
and/or Their Homes, and Insulting in Public

The principal shall have the authority to suspend, or to recommend
for expulsion, any student for the following reasons:

1) Disturbing or attacking the home of a teacher, schosl board
ember, or ony employee of the district school system; and/or

(2) Insulting the dignity of any of the above-mentioned persons
in a public place.
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7.316 Involvement

Teachers shall correct discipline problems anywhere on campus.

K74 .






7.317 Legal

Nene of the foregoing shall be construed in such a manner as to

violate any state law.
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7.4

BOARD POLICY CN CORPORAL PUNISHMENT

Authority of teacher - - Each teacher or other member of the staff of

any school shall assume such outhority for the control of pupils as may

be assigned to him by the principal and shall keep good order in the

classroom and in other places in which he is assigned to be in charge

of pupils, but he shall not inflict corporal punishment bafore consulting

the principal or teacher in charge of the school, and in no case shall

such punishment be degrading or unduly severe in its nature. Under no

circumstances may a teacher (except of a cre-tezacher school) suspend

a pupil from school or class. (Floridu Statutes 232.27)

(a)

(b)

Teachers will first use whatever means are avcilable to pre-
vent or correct misbehcavior of students. If these techniques
of indirect guidance foil to solve the problem and the student
continues to be a disturbance to the class, the principsl, or
the classroom teacher with the peimission of the principel,

moy use corporal punishment.

Any student will be exempted from corporai punishment vpen
written request in person to the building administrotor or
representative from the parents or guardians prior to the time
a problem ariscs. This request is to be made yearly. Whena
parent exercises an exemption from corpore! punishment, ihe
parent agrees to have the student removed from schooi until
the problem is solved. Parents who have requested exemption

from corporal punishment have the right to chonge this decision

ASo .






(c)

(d)

(e)

(f)

()

(h)

7.4 H’

by a conference with the administrator and a statement in

writing.

Any student who is exempt from corporal punishment due to
medreal=rensons or parental request will be suspended, or

recommended for expulsion in lieu of corporal punishment.

It is important that teachers understand that the principal
has the prerogative to refuse the use of corporal punishment
if in his judgement it is not merited or if he knows of cir-

cumstances which would make such punishment unwise.

Corporal punishment ic limited to use of the open hand, ruler,
or pcddle as approved by the orincipal.

shall

Corporal punishment sheetd be limited to the student's buttocks.

Corporal punishment shall be odministzred in the presence cf at

least one adult witness.

All of the ahove shall be effected in such a manner as to comply

with Florida Statutes 232.27-26; 231.09(3).

AL/






7.5

BOARD PCLICY ON SUSPENSION AND EXPULSION ((3

As provided by Florida Statutes, Section 232.27, ¢nd regulations of

the School Boord of Osceola County, in no case may ¢ teacher suspend
a pupil from school or class, nor may a bus driver suspend a pupil from

riding a bus.

With discretion, the principel may suspend a pugil from school and/or

from riding the bus for a period nct exceeding ten (10) days, for willful
disobedience, for opzn defiance of authority of @ member of his staff,

for use of profcxﬁe or abscene language, for other serincus misconduct,

and for repeated misconduct of a less serious neture; provided that in

any case of suspensien due notice with recscns for the action must be

given by telephone, if possibie, ord confitmed immediately in writing

to the pupii's parents and the Superintendent. Semcster ond da-Hb-Grade_period

weeks-tests may be made up.

Expulsion from school shall be authorized-or i by the Schoo! Board.
Sheuld a principal request expulsion from schoa! of a dident, o vritten
requcstv should be sent to the Superintendent, who in turn steuld notify
the parent or guardian in writing of the date, time and place of the
Board mceting when the expulsion will be considered. Seven (7) days'

notice should be given the perents.
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- 8.1

8.0 SCHOOL FOOD SERVICE

BASIC BELIEFS AND AIMS OF THE SCHOOL FOOD SERVICE PRO GRAM

S choo! food service is a center for the teaching of proper food selection and
good health habits, for the vocational training of some s udents, and for the
social training of all. School food service also presents an opporfunity for
correlating classroom teaching with children's interests and experiences cen-
tering around foods. It can also serve as a bridge to project nutrition educa-

tion into the home and community.

School food service is operated under the supervision of the Cuunty School
Board. All schools in the county participate in the National School Lunch
Program and follow county policies and procedures for operating. Thke pro-

gram is for the benefit of the child and is operated on o non-profit basis.

The szhool food service program is one of the essential services in the ore-
sent day schoo!l. An olert mind and a strong bedy constitute the combination
most desired and most valucble for effective education. Optimum mental
alertness and bodily strength is possible only when the child is provided with
the right kinds of food. The child who is well nourished has an increosed en-

durance and resistance to disease, which enables himto better apply himself

to work and play.

The facilities for school food service shall be adequate for efficient operation

and sound sanitary and safety practices.

Adequate supervision shall be provided by the County School Board to help

food service departments operate efficiently and effectively.
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8.1

In-service training courses should be provided for and participated in by all

school food service personnel.

All school food service personnel should have the ability to perform the ser-

vices they are to render in the program.

Foods and beverages available in the schools should be only those which con-
tribute to the nutritional needs of the child and to the development of dasir-

able food habits.

The school lunch, in addition to providing ot least one-third (1,/3) of the

child's nutritive requirements of the day, should be attractive and appetizing.

The food service program of the school should make it possible for every child

to have an adequate lunch and sufficient time in which to ect it.

The schoo! has the responsibility of providing a good school lunch environment

and of guiding its pupils in the development of desirable food habits.

The schoo! lunch period should contribute to the social education of the child
by providing him with an opportunity to practice good citizenship and to develop

spiritual values of generosity, gratitude, fellowship and responsibility.

School food service should give a complete picture of the service rendered.

Adequate records must be maintained to protect personnel and eliminate waste.
Each school must continuously evaluate its program in the light of pupil need.

All citizens need to understand the importance of school food service to child
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8.1

health and education and be encouraged to visit and evaluate the school

food service program.

The same beliefs, ﬁolicies, and standards per;aining to food service which
opply to regular day, should apply to other extended school food service

programs.






8.2

RESPONSIBILITIES

8.21

County School Board

69

(2)

3)

(4)

(5)

(6)

)

(8)

Provide facilities and materials in all departments.

Secure and make bid awards for all items specified by

state board regulations.

Assure that all foods purchased will conform to the Federal
Food, Drug and Cosmetic Act, the Meat Inspection Act, and
any regulations of the State of Florida relating to the

specific item being purchased.

Provide an adequate supervisory staff at county level for
the administration of the program and adequate clerical

and secretarial help for the centralized system.

Provide each school food service manager upon recomzendation
of the principal with a written nctice of appointrment for a

specified period of service.

Provide for a uniform salary échedule for all employees based
on academic achievement, special food service courses and

experience. .

Establish a unjform record keeping system for the centrali~

gation program and supply record forms to the schools.

Submit to the State Department of Education all required
reports, requested information, agreements and applications

for Federal reimbursement and commodities.
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(9)

(10)

()

(12)

(13)

(14)

(15)

(16)

%

8.21
Provide for yearly audits of all records at the schools and the cen-

tral office, as required by law and state board regulations.

Develop and put into effect written policies and regulations.

Provide in-service training for personnel ond require participation

therein.

Maintain adequate personnel records which will provide data for
salary computations and verificotion of service record. Determine
that oll school food service personnel participate in the proger re-

tirement system as required by law.

Assure a nutritionally cdequate ond non-profit school focd service
program by providing sufficient funds to meet ot lecst all costs over
and above regularly recurring operating cests and direct expenses

not met by school lunch operating budget.

Prohibit the operation of ony public lunch progrem under a fee,

concession, or contract agreement with a food service management

company, or under a similar agreement.

Moke facilitics and materials availoble during disaster or emergencies

In schools designated as disaster centers.

Provide workman's compensation insurance, protective insurance of
the proper type on the physical plant and equipment, ond bonds for

personnel responsible for school food service funds as required by law.
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8.22

Responsibilities of the School Food Service Coordinator

The Coordinator of School Food Service will work under the authority

delegated by the Superintendent and will be responsible for administer-

ing school food and nutrition programs which will meet the obligations

assumed by the Osceola County School Board and Superintendent. These

responsibilities and duties shall include:

1)
(2)
(3)
(4)
(5)
(6)

Organization, promotion and program development.
Food supply, preparation and service.

Personnel

Plant (space, facilities and equipment).
Management

Educational opportunities.

AT
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8.23

7

Responsibilities of the Principals

Principals will cooperate with the Coordinator of School Food Ser&ice
in administering and operating an adequate school food service program
in compliance with Federal and State 1aws,~State Board regulations and
the County School Board of Osceola County policies and regulations.
These responsibilities include:

(1) Delegating responsibility to his teachers and school food service
manager for specific categories of the program, but the responsi-
bility remains his.

(2) Promoting the nutritional and educational aspects of the program
to students, faculty and parents.

(3) Informing the school food service staff and faculty of the local
school policy regarding discipline. A1l matters of discipline
shall be handled by the principal or members of the faculty assign-
ed this duty.

(4) Identifying pupils unable to pay for lunch and supplying a free or
reduced price to such pupils when warranted.

(5) Selecting and approving the manager upon recommendaticn of School
Food Service Coordinator and approving workers recommended by the

Supervisor and Manager.

- (6) Understanding the regulations governing federally reimbursed school

food service programs and State Board and County policies pertaining

to the program.

(7) Providing the manager with a school calendar listing all school

holidays and activities which affect participation, and notifying the

manager immediately of any emergency situation involving school

lunch participation.
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8.23

Informing the faculty in regard to prqcedures for field trips.

It is necessary-for school food service managers to be informed

at least one (1) week in advance of all field trips. If packed
lunches are needed, the manager needs to know the time of departure
and number of lunches to be prepared. Notification of all field
trips is necessary to prevent over-purchasing and over-production

of food.
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8.24 Responsibilities of the School Food Service Managers

The School Food Service manager is under the administrative supervision of
the principal and technical supervision of the Coordinator of Food Services.
The manager shollibe responsible for the efficient and satisfactory operation
of the department, following procedures and regulations of the County Food
and Nutrition Service program. Specific duties include:
1) Cooperating with the county .Coordinato;‘, Principal and Faculty
in furthering the school food service program as an educational

asset in the school program.
(2) Cooperating in selecting qualified food service employees.

(3) Establishing duties ond work schedules for all employzes and giving
on-the-job training to personnel in order to develop maximum

efficiency and safety. Schedules should be pesred.

(4) Instructing personnel regarding county school food service policies

and practices of the school.
(5 Exhibiting high standards of correct grooming ond work habits.

(%) Supervising and instructing employees in the correct use and mainte-

nance of equipment.
(7) Planning Type A menus and checking for nutritional adequocy.

(8) Preparing market orders from the menu calculations ond making pur-

chases in accordance with county purchasing policies and procedures.

-

(?) Checking purchases on delivery for prices, weight, quantity ond condi-
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(10)

(i

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

8.24

tion and adherence to specifications.

Supervising proper storage and efficient use of food ond supplies.

Keeping all necessary records and reports as required by the County

Office.

Reporting accidents to the principal immediately and helping prepare

necessary forms to be sent to the County Office.

Encouraging participation in local, state and national school food

service associations.,

Attending scheduled managers meetings and participating in in-service

training programs.

Keeping an up-to-date file of standardized recipes calculated for the

school's need ond instructing personnel in using recipes and proper

portion control.

Instructing and assisting in the preparation of appetizing and attractive

food and efficient line service.

Checking left-overs and making adjustments for their use. Maintaining

records of amounts served.

Maintaining high standards of sanitation in compliance with County

Boord of Health regulations.

Checking the kitchen and dining room at the end of each day.
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8.25

R‘esponsibilit?es of the Assistant School Food Service Manager

The assistant school food service manager shall work under the direct supervision

of the manager and shall be assigned duties to give her experience in all areas

of management. These include:

(1)
()
(3
(4)
(5)
()
)
(8
(9)
(10)

(1)

Preparation of food.

Serving of food.

Proper care and use of equipment.

Food calculation, market orders, work schedules.
Planning use of left-overs.

Inventories - purchased food and commodities.
I\;\cinfoining necessary records.

Purchasing food, receiving and storing food and supplies.
Attending managers meetings.

Having full responsibility in the absence of the Manager.

Filling in ot another lunchroom in the absence of the Monager.
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8.26

Responsibilities of the. Schoo! Food Service Personnel

"~ All other schoo! food service personne! are directly responsible to the manager

for performance of assigned duties. The major responsibilities include:

4)] Report on time for work and work the number of hours being paid.
(2) Follow manager's instructions.
(3) Be able to read and follow recipes. '

(4) Follow work schedules.

(5) Observe safety rules.

(6) Guard against waste.
(7) Take propér care of equipment.
(8) Maintain membership in professional organizations and attend meetings.
(9) Participate in school activities related to Scheo! Lurch progrem.
(10) Cooperate with faculty, students, manager ond other employees.
() Practice desirable work and heaith habits.
(12) Cooperote fully with suggestions and directions of the supervisor of

school food service, the principcl and the monager.

7 .
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8.3 PERSONNEL

8.31

Applications and Appointments

Persons desiring cmployment with school food service snould
file applications at the office of the Coordinator of School
Food Service or with the managers -at the schools. All new
employees will be hired on a trial basis for a thirty (30)
day period. At the end of the period, the Coordinator and
manager will recommend to the principal the appointment of

the employee on a regular basis.

The coordinator of School Food Service will present a list of
qualified applicants for a managerial position to thc prin-
cipal for his approval and in turn the principal will submit

his choice to the Superintendent and the School Board.
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8.32 Qualifications for Employment

8.321 Qualifications of Managers and Assistant Managers

Managers of School Food Service departments must be high school
graduates orhgquivalent. All managérs should have three (3)
years experience in food service prior to initial.appointment.
All managers should have at least three (3) state-approved
training courses prior to initial appointment. Managers should
show leadership ability.

Assistant Managers in addition to meeting the qualifications of

school food service employee, should have two (2) years experience
in food service prior to initial appointment. Assistant Managers

should show leadership ability.

ATS.






8.322 duolifications of School Food Service Employees

At leost an eighth (8th) grode education, or pass Equivalency Test.
Ability to follow accurately written instructions, recipes and work schedules.

All employees should be of normal weight for age and body Luild and be

/physically able to meet requirements for job.

All employees should be of good moral character, industrious, well-groomed,
reliable, trustworthy, alert, congenial, loyal and have a pleasant attitude
toward the children, faculty and other workers, and observe graciously the

rules of the school.
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8. 323 Student Employees

Student labor in the elementary schools is not recommended, but they may

be used in the School Food Service Department when <uch employment is with
consent of parents, teacher and principal. All regulations of child labor
laws must be strictly followed. Students are NOT allowed to be around or

to operate power equipment such as dishwashers or to be in the area of such
machinery or near stoves and hot food. Students shall not be required to
work as a condition to receive free or reduced price meals. Students may
wipe tables, hand out milk, assist with spills, etc. All personal health

and hygiene standards required of adult workers are to be observed by
sh'Jdents helpers. As compensation far their services, student employeed

may be given a lunch for their work.

F00.






8.33 Procedures
School Food Service managers are employed for the number of days
established by the county salary schedule. All other full time and
regular part-time employees are employed for 180 days, plus additional
time to open and clgse the department, at the descretioﬁ of the manager.

No employee is paid for holidays.

School Food Service personnel generally are employed for a maximum of
seven (7) hours daily. The particular number of hours worked by
employees shall be established by the manager. Assistant managers may
work seven and a half (7-1/2) hours daily. Managers are hired to
complete the responsibilities of the job. They are expected to work
eight (8) hours daily. No employee will work more than eight (8)
hours per day. All full-time employees shall be on the job seven and
a half (7-1/2) hours with thirty (30) minutes for lunch and a fifteen
(15) minute coffee break. Doctor appointrents, etc., should be
scheduled for after working hours vhenever possible. VWhen time is
taken off for doctor appointments, arrangements should be made with the

manager to make up the tice missed.

The manager is responsible for having the new employees complete

necessary forms and getting them to the County Office.

All School Food Service salaries will be paid in ten (10) installments

according to the current salary schedule.

Managers shall be given a written notice of reappointment from the

County Office with the approval of the principal.

Dismissal for cause may be made at any time by the manager after consult-~
ing with the principal. Just and sufficient cause for immediate discharge

includes

J0/.

¢ . o






8.33

incompetence, excessive absence, disorderly conduct, consuming intoxicants

or drugs on school property, failure to comply with the policy.

302
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8.34 Professional Organizations

All schoo! food service employees should be active members and attend
all meetings of ;he Osceola County School Food Service Association.
Employees are urged to participate in the State and American School
Food Service Associations. Managers are encouraged to belong to all

three (3).
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8.35

Personal Health and Hygiene Requirements

All personnel shall comply with the provisions of the I »rida Sanitary
Code.

All employees shall have a tuberculin skin test or chest x-ray each year.

Employees shall not smoke or use tobacco, alcohol or narcotics in any

form while preparing or serving food or handling utensils or equipment.

"Smoking is permissible only in areas designated by the principal and

which is not in conflict with the Florida Sanitary Code. Gum chewing

is not permitted while food is being prepared or served.

An employee who has a cold or sore throat should not engage in the

preparation of foods since she might carry communicable germs.

An employee should practice personal cleanliness. See the County

School Food Service Handbook for guidelines.
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8.35 Work Habits and Work Sc-hedules

Employees should maintain good working habits and follow work schedules as

described in the School Food Service Handbook.

Fes.
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8.4

~¢

OPERATING POLICIES

8.41

Equipment

The County School Board shall furnish and equip new departments and
provide additional equipment for expansion and pay all utility costs,

installation and operation.

Expendable: Expendable equipment will be replaced during the school
year by the School Food Service Department from regular operating funds
when feasible. A list of supply items needed the following year will be
turned in annually on the date set by the Supervisor. These items from
different schools shall be combined for purchasing from county funds, if

avoilable.

Non-Expendable: Non-expendable equinment items will be replaced by
the County School Board and be purchased accerding to specificaticns
‘Coordinator

developed by the of Schoo! Food Service. Such purchases

shall be made in accordance with county regulations.

The County School Board provides funds for maintenance
of equipment. Managers shall notify the County Food Service Coordinator

regarding necessary repairs.

Equipment maintenance record cards are to be kept on all major picces of
equipment. These cards must be kept up to date at all times by the School

Food Service manoger.

.

Annual equipment inventories are required. At the end of each school

year, inventories of expendable and non-expendable equipment must be

Se 6






8.41

brought up to date.

No school food service equipment is to be taken from the premises.
Borrowing forAschool—relofed use such.os barbecues, PTA affairs, is
possible if permission is obtained in writing from the principal before
the equipment is to be used. An inventory must be made by the
manager of borrowed equinment and signed by the borrower. If it

is not returned, it must be replaced.






8.42

Commodities

Commoditiés may not be sold, traded, taken home or otherwise utilized except
in plate lunch programs. They shall not be used for PTA refreshments, special
meals, school benefit dinners or similar affairs. Accurate records must be

maintained on commodities in schoo! storerooms.

Section 32 and section 46 commodities may be used by home economics teachers

for loboratory instruction. The home economics teacher should give the commod-

ities requisition form to the school food service manager ten(10) /days in advance.
L Coordinator - - .

A copy of the requisition should be sent to the of School Food Service.

(Refer to current Florida School Food Service Program Requirements for latest

requirements of the USDA Commodity Program).
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8.43

Lunch Pilcing

8.431

Sale Prices

Sale prices for school lunches and special milk through the

school food service program are established by the School Board.
It may become necessary to change thése prices due to food price
fluctuations and commodities available. All of the fcod service
departments in the county participate in the National School
Lunch Program and serve Type A lunches priced as a unit and
special milk. The Type A lunch furnishes the child approximately

one-third (1/3) of his daily nutritional needs.

High schools may have a la carte offerings with a per unit

pricing.






8.432 Economic Needy Lunches

Economic needy lunches are defined as those granted to children who cannot
bring a lunch from home or cannot pay the total cost of a lunch at school.

These pupils should be supplied a lunch without cost or at a reduced price.

The principal of the school has the final responsibility of placing students

on economic needy lunch.

The current income eligibility scale or recommendation of a key person such
as the pupil's teacher, counselor, schoo! food service manager or personnel

of the Welfare Department shall assist the principal in determination of need.
A file of oll economic needy lunch applications should be maintained in the
principal's office ond should be reviewed periodically to determine if the need

is still present. All aopplications must/be kept on file for three (2) years.






8.433 Left-—Qver Foods
- Left-over foods (purchased and commodities) are not to be taken from the school
food service department, but should be stored for future use. Left-over food
having no keeping quality should be served as "seconds" to children or scra[:r&cl. /.

Careful planning shall be practiced at all times to minimize over-production.

3//.
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8.434 Sale of Additional Foods

In Elementary and Middle Schools only those foods or drinks which

meet the nutritional needs of the pupils shall be sold during the
regular school day. Permissible items include the following: whole
milk, full-strength fruit and vegetable juices, fresh fruits and full-
strength citrus juice freezes. Ice cream and milk shakes are permissi-
ble in grader 6 through 12. Hours these items are sold shall be such

that they do not interfere with the school lunch program.
Extra milk may be sold to students or adults.

High schools may upon permission of the Board sell other foods provided
they are not offered for sale one (1) before and until one (1) hour

after the meal period.

o
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8.435

Adult Lunches

No adu.h meals are given free. All adults shall pay for meals and the only
exceptions are the school food service personnel. Adults in the school on
official business at lunch time are permitted to eat in the school food service
department. Relatives of school food service personnel are not permitted 4o
be regular customers in the cafeteria. Every guest cr his host shall pay for
meals eaten in the lunchroom. Adult lunches include one (1) beverage:

tea, coffee, OR milk.

Parents may make occasional visits to the school food service program. This

privilege may be exercised by having parents visit on special cays, or as

_individuals, to become acquainted with the program. The principal shall see

thot this privilege is not cbused as the school food service pregram s a non-

profit organization and is not in competition with commerciai establisnments,

Adults may buy ola carte items at the current adcpted prices.
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8.44

Procedures

8.441 Discipline
Discipline in the dining room or cafeteria is to be handled in the
manner that the principal shall set fon‘h._ School food service em-

ployees are not responsible for discipline.
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é. 442 Keys

School personnel authorized to hold keys to the department are the principal
and school food service manager. At any time there is a need for a school
person other than those authorized to hold the key, the key shall be checked

out in writing to the pérSOn by the principal.

Keys to any part or facility of school food service department shall not be
given to any non-school person not employed by the Board. This includes

delivery men, except when outhorized by the Superintendent.
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8.443 Unauthorized Personnel in the Food Preparation Areas

The principal is responsible for the control of unauthorized people in food
preparation areas. There are strict controls on this by child lobor laws, the
Florida Sanitary Code, and the County Policy, which limits thése in the food
preparation area to: the school food service Asfoff, the principal, and school

personnel on official business.

Teachers are to be served from the serving lines. They should not come into

the kitchen for special service.

Relatives of school food service employees shall not be granted privileges

de nied other children and adults.
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8.444 Noon Hour

Scheduling a lunch period as part of the regular school day is a responsibility

of the principal.

Basic considerations in scheduling the lunch period are: that it fits smoothly
into the school day pattern, that the length is adequate for service and eating
(minimum 25-30 minutes), that the number scheduled for one (1) time can be

comfortably accommodated in the dining area.

Fr7.







8.5

CUSTODIAL DUTIES RELATING TO SCHOOL FOOD SERVICE

The schoo! food service department is a part of the school plant. Its use and

care is the concern of the principal as is every other part of the schoc! plant.

The principal shall assign regular cleaning duties for the school food service
department at the beginning of each year to the custodian. He shall infzorm
the school food service manager and the custodian of these duties and the
schedules.
Normally these duties would include:

’

(M) Cleaning the dining room floors daily ond waxing as necded.

(Kitchen floors are cleaned by school food service personnel)

(2) Cleaning windows in the kitchen and dining room.
(3) Cleaning fans, hoods and any equipment thet requires use of high
lodders.
(4) Heavy lifting in storage of food.
3/f.






8.6

Sanitation and Sofety

School food service programs should meet the same state and local sanitary

standards required of any food handling establishment.

The Osceola County Health Department makes a routine inspection of each
department. EACH MANAGER MUST READ AND APPLY BULLETIMN 32-F,

REVISED 1965, SCHOOL LUNCH SANITATION AND SAFETY.






8.7

Extra Curricular Use of School Food Service Departments

Any organization desiring to use the school lunch department must make
arrangements through the principal and manager. Notice of the use

should be made well in advance of the function.

The school lunch manager or someore appointed by her from her staff must

be present at any tine the kitchen facilities are used.

The manager or worker shall be paid by the organization sponsoring the
special meol ot the hourly rate of one and one-half (1-1/2) times their

regular hourly rate.

Departments, when used by school groups, MUuT be left in the condition
in which they were found. The sponsor or teacher in charge will be
responsible for all damages done ond any replacements which have to be

made.

School food service managers are expected to.cooperate with Red Cross
ond Civil Defense in case of emergencies. Inventories shopld be kept
and all food replaced by the organization(s). A record must be kept cf
all commodities used for such emergencies. thr'w school food service
kitchens are used for emergencies they should be left in the some con-

dition as they are found and oll domages repaired.







8.8

. . : ' . #
FINANCE |
School food.service finance 1s governed by State Board Regulations.
It is the responsibility of the Food Service Coordinator to see that

each school operates in accordance with these regulations.

The approved money-collecting system is cashiering through the line.
If a borrowing system is used, it is the responsibility of the principal.
Checks shall NOT be accepted by the cashiers. Managers and cashiers shall

make dally deposits. No monies shall be left in the department over night.

Any loss of records, cash or goods stolen must be reported immediately

to the principal and County Office.
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9.1

9.0

ADMINISTRATIVE

EMPLOYMENT PRACTICES

9.10 DEFINITION OF ADMINISTRATIVE PERSONNEL

9.11

Administratiﬁe personnel comprise the superintendent,
supervisors, principals and those persons who may be
employed as professional administrative assistants to

the superintendent or to the principal, but does not
include secretarial, clerical, or other office assistants.

Recruitment, Selection and Avpointment

A. Personnel Philosophy

In order to secure quality educational leadership
for the children of Osceola County, the School
Board strives to acquire administrative personnel
who exemplify the following attributes:

1. A high degree of competency in his area of
specializatien.

2. Good physical health.

3. Good mental health.

4. Healthy social attitudes.

5. A high degree of dedication to doing their
utmost for children.

6. Staunch adherence, active as well as passive,
to the conviction that each child is valuable
and should be treated in such a manner as to
develop to the fullest degree possible his
potential and talents.

7. A desire to cooperate and work with other

personnel for the betterment of operational
procedures.

F2.2.
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9. 11

A profound and vital respect for the
teachering profession and/or the nation,
state, and community it serves.

Qualifications of Administrative

1.

7.

A person shall be of good moral character and
shall, when required by law, hold a certificate
of license issued under regulations of the State
Board of Education. (F.S. 231.02)

No person shall be employed as administrator or
as supervisor who has not had two (2) or more
years of experience in an instructional position
or his area of specialization and has attained
the age of twenty~-three (23) vears (F.S. 231.03).
This requirement is waived by the Board upon re-
commendation of the Superintendent.

No person shall be employed after the close of
the fiscal year following the date on which he
attains seventy (70) years of age.

All personnel requiring certification shall be
certified in the area in which their major assign-
ment is made. The Superintendent shall approve any
exceptions and report such to the Foard.

F.S. 876.05 provides that all perscns who are on the
payroll of the School Board are required to take an
oath to support the Constitution of the United States
and of the State of Florida.

All personnel not under teacher retirement system
are required to be a member of the Flcrida Retire-
ment System. All personnel belonging to the Florida
Retirement System must contribute to Social Security.

All personnel must complete a W-4 form to authorize
proper withholding of monies for income tax purposes.

Employment Procedures — Administrative

1.

Statutory - Record of Personnel

(a) The Department of Education shall maintain a
complete statement of the academic preparation,
professional training and teaching experience
of each person to whom a certificate is issued.
(F.S. 231.29)
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9.11

(b) The Superintendent of each district shall,
for the purpose of improving the quality of
instructional, administrative, and supervisory
services, establish procedures for assessing
the performance of duties and responsibilities
of these personnel. Procedures developed must
include provisions of Article 2(a), (b), (c),
(d), (e) and 3 of Statute 231.29.

Application Forms

Application forms for administrative positions may
be obtained from the Superintendent's office. The
completed application may be given to the Superin-—

tendent.

‘Personnel Interviews and Application Reviews

All candidates will be interviewed by the superin-

tendent.

The application shall be reviewed by the Superintendent
and/or bié designee and approved before presenting to
Board for appointment. The Board's sole consideration
for employment shall be the educational welfare of the
children. The Superintendent shall be expected to re-
commend only the best qualified candidates from as large
as possible list of eligiblevpersons.

Disposition of Application

An applicant who has been appointed by the Board is
notified of the appointment and is given a period not

to exceed fifteen (15) days to accept or reject the
appointment. Any person so employed on the basis of a
WRITTEN offer of a SPECIFIC POSITION by a duly authorized
agent of the School Board for a stated term of service

at a SPECIFIED SALARY, and who accepted such offer by

32






9.12
telegram or letter or by signing the regular
contract form, is considered as having a legal
contract binding to both parties. (F.S. 231.36 (2)

9,12 Certification‘

A. General Information

It is the responsibility of the administration to

secure a valid certificate where required. Application
forms may be secured from the Superintendent's office.

All certificate applications should be processed through
the County Contract for Certification of the county office
in order to receive priority attention from the Certifi-

cation Division of the State Department of Education.

When there is a change in name, the name must be changed
on the certificate and the certificate recorded in the
Superintendent's Office before any records can be changed.
This may be done by sending the old certificate the
appropriate form and fee to the Certification Section,

State Department of FEducation, Tallahassee, Florida.

A.certificate of a type other than a regular certificate
will not entitle a member of the county administrative
or a supervisory staff to continuing contract under 231.36.
The term "regular" certificate shall mean one of the types
of certificates listed below:

Advanced Post Graduate - Rank 1

Special Post Graduate - Rank 1A

Post Graduate - Rank 11 (Master's Degree)
Graduate - Rank 111 (Bachelor's Degree)






9. 1:

Professional (based on a Graduate
Certificate) - Rank 111

Life Graduate State (based on a four (4)
year degree - Rank 111

Standard

Post Standard

Personnel shall file a copy of his certificate with the
County Superintendent immediately upon receipt thereof.

Extension of Certificate (6A-405)

All regular certificates may be extended for a period of
time equal to the original period of validity of the
certificate. Only one extension will be granted during
the original period of validity. Each succeeding exten-
sion must be based on credits earned or experience
completed within the new period of validity granted on

the preceding extension (only the highest ranking certifi-
cate will be accepted for extending a certificate or for

recency of credit).

All course credit and other requirements shall be completed
and proper application filed in the State Department of

Education prior to the expiration date of the certificate.

Certificates may be extended by one of the following plans:

1. Earning six semester hours at a standard institution of
higher learning.

2. Supervision of student teachers may be accepted in lieu
of a maximum of three (3) of the six (6) semester hours.
Supervision of one (1) student teacher shall be accept-
ed in lieu of one (1) semester hour of credit. This
credit must be submitted in combination of threce (3) or
more semester hours of college credit.

IR






9.12

Educational travel may be presented in lieu of
three (3) of the six (6) semester hours of college
credits under the following conditions:

(a) Must be a pre-planned tour of a well defined
itinerary for a period of not less than three
(3) weeks.

(b) Approval must be granted in advance by the
Superintendent. Educational travel must be
submitted in combination with three (3) semester
hours of college credit.

In-service training may be used to extend a certificate.
A total of 120 points is required with not less than

20 points in each of the three (3) categories. If
college credits, educational travel or supervision of
student teachers are to be used as part of in-service

_ training they must be translated into points as out-
‘lined in the Master Plan for In-Service Training.

Military service will extend a certificate for a
period of time equal to the time spent on active
military duty.

Effective teaching performance may be used to extend
a post-graduate, post-standard, special post-graduate,
or an advanced post-graduate certificate provided.

(a) The certificate holder is under continuing contract
at the time application for extension is made.

(b) Application is filed during the two (2) year period
immediately preceding the expiration of the certi-
ficate.

(c) The Superintendent recommends extension of the
certificate without further college credits.

(8) Application must be filed in the County Personnel
Office at least one (1) year before expiration of

the certificate.

Foreign study.

527
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9‘ 13

Health Certificate

All employees of the school system are required to have a tuberculin
gkin test, or at his own expense, a chest X-ray at the beginning

of each school year or within thirty (3) days after employment begins.
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9.14

Assignments and Transfers

The School Board shall act on recommendations of the Superintendent
regarding transfers.and promotion of any employee. (F.S. 230.23 (5)
(f) Assignments shall be based on the qualifications of personnel

and the requirements of positions.
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9.15

Contracts

F.S. 231.36 (1)
F.S. 231.36 (3) (f) (g) (h)

1.

Annual Contracts

The School Board shall provide written contracts for all
regular members of the Administration staff. The contract
shall be in accordance with the salary schedule adopted by the
School Board and shall be in writing for definite amounts and
for definite terms of service and shall specify the number of
monthly payments to be made. All such contracts shall be
executed in duplicate and a true signed copy retained by the
Board in the office of the Superintendent. The School Board
is prohibited from paying any salary to any member of the
adninistrative staff, except when this provision has been

observed.

The School Board issues contracts to all administrative
personnel. The Board cannot enter into a contract with the
prospective employee until the employee has a valid Florida
certificate where required. However, if an application for

& certificate has been filed through the County Contract for
Certification with the necessary attachments, a contract may

be issued on the basis of a State Department of Education number
assignment on the SDE Official Receipt and Acknowledgement

form on the status report sent to the County Contact Person

each month.
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2. Reappointment for Annual Contract

It shall be the duty of the Superintendent to file with the
School Board in writing by the time prescribed by law a
recommendation for or against reappointment of each person
on annual contract. (F.S.230.23 (5)) Termination of
employment results from the expiration of an annual contract
through usual procedure.

3. Return to Annual Contract Status

Any administrative personnel who is under continuing contract,
may be dismissed or may be returned to annual contract status
only due process as contained in F.S. 231.36 (4) (6)).

4. The Necessity to Choose Between Personnel on Continuing Contract

Should the Board have teo reduce personnel because of consolida-
tion or regrouping of children, the criteria for choosing
personnel on continuing contract shall bte based on conditions

set forth in F.S. 231.36 (5).

33/
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9' 16

Suspension and Dismissal

Suspension or dismissal of any administrative personnel shall follow

procedures and for causes as listed in Florida Statutes 231.36 (6).

The county Superintendent shall: Suspend members of the administrative
staff during emergencies for a period of not to exceed ten (10) school
days, notify the county Board immediately of such suspension, and when
authorized to do so, serve notice to suspended member of the admini-
strative staff of the charges made against him and of the date of
hearing recommend employees for dismissal under terms prescribed

herein.







9.17

Resignations and Terminations

1.

2.

3.

Resipgnation

All administrative personnel requesting to be released from
their contract must submit a letter in writing, giving reason
and effective date, to their immediate superior who may

recommend acceptance to the Superintendent for Board considera-

tion.

Release from Contract

Any person who shall violate the terms of his contract by
leaving his position without first being released from his
contract by the Board may be ineligible for employment in
the school system of the State or any county herein for a

period of one (1) year from the day of such vidation.

Release from Appointment

The Board does not feel obligated to release an emplovee from
contractual obligations unless sufficient notice is given for
appointment of a replacement. Moreover, such release will not
be made if such would be to the detriment of the school and

the educational welfare of the children.






9.2

Employment Conditions

9.21 The administrative personnel working day will be determined
by the Superintendent of Schools and the conditions involving

the particular responsibilities assigned.

With approval of the Superintendent, the administrative
department heads and principals will designate working schedules

which will best meet the needs of the school district.






9.22 Vacations and Holidays

Administrative personnel may accumulate vacation as follows:

(a)

(b)

(c)

(d)
(e)

(£)

One (1) day for each month of service for those employed
in Osceola County less than five (5) years.

One and one-half (1-%) days per month of service, per year,
for those employed five (5) years or more in Osceola County.

The maximum number of vacation days which can be carried
forward at the beginning of the fiscal vear shall be thirty
(30) days.

Vacation is not to be taken until it is earned.

The Christmas vacation period, other than legal holidays
during this period, shall be a part of the vacation period,
unless the employee is actually on duty.

Vacation time shall be scheduled with the approval cf the
Superintendent so that there will be a minimum of disruption
in the operation of the schcol system.

Ql\",
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9.23 Temporary Duty - Assignment of Emplovees

A county Board shall have authority to adopt policies whereby,
when mutually.agreed upon, employees may be assigned to be
temporarily absent from thelr regular duties and places of
employment for the purpose of performing other educational
services, including participation in school surveys, professional
meetings, study courses, work shops, etc. Such assignment to
temporary duty will ordinarily be initiated by the county school
administration. Employees will receive their regular pay, and
may be allowed expenses as 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 assigned for
temporary duty for the purpose of earning college credits,

improving rank, or renewing certificates. (S-6A-1.84)
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9.24 FEvaluations

(1) For the purpose of improving the quality of instructiomal,

(2)

administrative and supervisory services in the public schools

of the state, the Superintendent shall establish procedures

for

assessing the performance of duties and responsibilities

of all administrative and supervisory personnel employed

in his district, and for the proper record keeping of the

same. A complete statement of the criteria and procedure to

be used shall be furnished the department and shall include

but

(a)

(b)

(c)

(d)

(e)

The

not be limited to the following provisions:

Assessment for each individual shall be made at least
once a year.

A written record of each assescsment shall be made and
maintained in the district.

The person directly responsible for the supervision of

the individual shall wake the assessment of the individual
to the Superintendent and the School Board for the purpose
of reviewing continuing contract.

Prior to preparing the written report of assessment, each
individual shall be informed of the criteria and the
procedure used.

The written report of assessment for each individual shalil
be shown to him and discussed by the person responsible

for preparing the report.

assessment file of each individual shall be open to

inspection only by the School Board, the Superintendent, the

principal, the individual himself and such other persons as

the

employer or the Superintendent may authorize in writing.
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9.25

Professional Organizations

Administrative personnel may participate in the activities and
meetings of the professional organizations related to their
assignments and in which they hold membership. These organi-

zations may bte local, state, or national in scope.

Payroll deductions for membership dues shall be authorized.
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9.26 Jury or Court Witness

An employee of the Osceola County School Board shall receive his
regular salary less court fees while serving as a witness in any
court case under the following conditions:

(a) That the person has been subpoenaed by the court as a
witness and not a principal in the case.

(b) That the employee shall submit a copy of the subpoena or
letter from either attorney in the case to the Superintendent.

Any employee of the Osceola County School Board shall be autherized

to be absent from assigned duties and shall receive his regular
salary less any court fees while serving as a jurer in any court

case.

Administrative personnel sometimes are excused froem jury duty.
If notice of jury assignment is received the Superintendent

should be immediately notified.

If the employee desires to be excused, he or she will request
such from the presiding judge, the Superintendent may endorse

the request.






9.27 Pallbearer
The Superintendent, head of a department, or a principal has
authority to allow anyone to act as a pallbearer and permit the

employees to make up the time to avoid a loss of pay.
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9.28

Residence

Administrators employed in the Osceola County School System
are encourage to live in this county. Living out of county

does not exempt the administrator in any way from his duties.
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9.3

LEAVES OF ABSENCE

9.31

Regulatory Provisions

Authority for Leave

Unless otherwise specifically provided by law, the granting of
leaves 1s at the discretion of the School Board. When it is
granted by the Board it shall be allowed on the basis of policies
designated to protect the operation of schools against undue

interruption because of absence of personnel. (6A-175)

Advance Granting of Leave

Leaves shall be officially granted in advance, and shall not be
granted retroactively; provided that leaves for sickness, or
other emergencles, may be deemed to be granted if prompt report

is made to the proper authcority. (6A-1.76)

Purpose Spccified

Leaves granted on the request of an emplovee shall be for
particular purposes or causes which shall be set forth in a
written application. The School Board reserves the right to
determine that the leave is used for the purposes or causes set
forth.in the application. If not so used, the Board shall cancel

such leave., (6A-1.79)

Extended Leaves

All extended leave shall be without pay. All extended leaves
granted to persons on ANNUAL CONTRACT are granted without promise
of reemployment. A person on CONTINUING CONTRACT to whom an
extended leave is authorized and granted shall, following termina-
tion of such leave, be reassigned to the position held at the time
of withdrawal if available, or to a similar position, provided any

are available.
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9.31

Length of Leave

No leave shall be granted beyond one (1) year. Automatic renewal

of an extended leave is not granted. It shall be the responsibility
of the person on leave to request renewal. If no request for re-
newal is made, the employment relationship will be terminated.

Only personnel who have been employed for three (3) or more con-
secutive years by the Board are eligible for leave of absence for

a period of one (1) full year. 6A-1.80.

Superintendént Authority

The Superintendent is authorized to grant leaves according to

School Board policies.

Unauthorized Leave

A1l absence of school board employees from duty for good reason
shall be covered by leave duly authorized. Any employee willfully
absent from duty without leave shall forfeit compensation for

the time of such absence and be subject to discharge or forfeiture
of tenure and all other rights and privileges as provided by law.
If an employee granted leave fails to return to duty at the
termination of the leave, his employment shall be subject to

cancellation by the School Board. 6A-1.77.

Statutory Provisions $231

During the year when it is necessary to be absent from duty, any
member of the administrative staff may secure leave of absence

as prescribed by law.
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9.32

Military Leave

Military leave may be granted without pay under provisions of
State Statute 23] .39 (2) to employees of a School Board who are
required to serve in the Armed Forces of the United States. At
the termination of this service employees must make application
for re-employment within six (6) months following the date of
discharge or release from active duty. The School Board shall
have a period not to exceed six (6) months to reassign the em-
ployee to duty’in the school system. Military leave shall not

be counted as years of service toward a continuing contract or

for allocation of minimum foundation funds.

Leave may be granted at the discretion of the Board to any em-

ployees volunteering for military duty.
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9.33

Maternity Leave

Administrative personnel may be granted maternity lcave
not to exceed one (1) year. Such leave shall give the
employee a right to return without prejudice as an employee

of the School Board.

When an employee knows that she is pregnant, she must immediately
notify the Superintendent. Normally, the employee is expected to
take leave at least two (2) months prior to the expected time of

delivery. No sick leave will be granted for maternity reasons.

Following the birth of the child, an émp]oyee may not be re-
assigned to a position until a doctor's certificate is presented
stating that she is capable of returninc to work. A suitable
vacancy must exist_for an employee who wishes to return to work

during the school year in which the maternity leave is granted.

Administrative personnel, to whom maternity leave is granted,'may
be reassigned to the position held at the time of withdrawal (if

available), or to a similar position (if available).

Reassignment at a time other than the beginning of a school year
may be permitted, upon recommendation of the Superintendent to
a specific vacancy and medical evidence of satisfactory physical

condition.

An employee on maternity leave shall not be entitled to pay while

absent.
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9.34 Professijonal Leave and Extended Professional Leave-Definition

Professional leave is defined as leave granted to a member of the
administrative staff to engage in activities which result in his
professional benefit or advancement, including earning¢ of college
credits and degrees, or that will contribute to the profession of
teaching. Extended professional leave is such leave extending for
more than thirty (30) consecutive days. Professional leave or cx-
tended professional leave ordinarily will be initiated by the em-
ployee and will be primarily for his benefit, or that of the teach-
ing profession, aﬁd only incidentally for the benefit of the School
Board. Compensation during professional leave, or extended pro-
fessional leave shall be allowed as provided by law, state board
regulations, and policies of the School Beard. The Scheol Doard
may grant any member of the administrative staff three (3) consecutive
weeks professional leave during any fiscal year with compensation;

such leave shall be cumulative for not more than two (2) years.
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9.35

Sick Leave (Fla. Statutes 231.40 - S. R. 6A-1.83)

Any member of the administrative staff employed in the public

schools of the state who is unable to perform his duty in the

school because of illness or death of father, mother, brother,

sister, husband, wife, child or other close relative, or member

os his own household, and consequently has to be absent from his

work shall be granted leave of absence for sickness by the County

Superintendent, or by someone designated in writing by him to do

SO.

1.

The following provisions shall govern sick leave:

Extent of Leave -- Each member of the administrative staff
employed on a full-time basis shall be entitled to twelve
(12) days of sick leave at the beginning date of employ-
ment or at anytime during any school year; provided, that
such leave shall be taken only when necessary because of
sickness as herein prescribed. Such sick leave shall be
cumulative from year to year.

Administrative personnel eligible for normal retirement
benefits, or to his beneficiary if termination is by death,
as set forth in the laws of the State of Florida shall be
entitled to fifty percent (50%) of his accumulative sick
leave. The amount per day will be based upon the daily
rate of pay for the administrator.

Any member of the administrative staff shall, before claim-
ing and receiving compensation for the time absent from his
or her duties while absent because of sick leave, make and
file by the end of the school month following his return
from such absence with the Superintendent a written certifi-
cate, which shall set forth the day or days of absence,

that such was necessary and that he is entitled or not en-
titled to receive pay in accordance with the sick leave
policy.

Absence because of illness beyond accumulated sick leave is
considered personal leave.
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9.36

I11ness-in-Line-of-Duty

Any member of the Administrative staff shall be entitled to a
maximum of ten (10) days of illness-in-line-of-duty leave when
he has been absent from his duties because of personal injury
received in the discharge of duty or because of illness from a

contagious or infectious disease contracted in school work.







9.37

Personal Leave

(1) Without Pay

(2)

Personnel may be granted personal leave without pay by the
Superintendent.
(a) Each administrator is authorized two (2) days
personal leave non-cumulative, during the year
without giving reason for the request.
A11 such Teave must have prior approval by the Superintendent;

otherwise, the person is subject to dismissal.

A1l personal leave requests must have the approval of the
Superintendent at least one (1) week prior to starting date

of leave.
A1l personal leave will be reflected in the minutes.

Charged to Sick Leave

A member of the administrative staff may be absent two (2)
days each school year for religious holidays and two (2) days
for emergencies; provided, however, that such absences for
religious holidays and emergencies shall be charged only to
accrued sick leave; and provided, further, that leave for

religious holidays and emergencies shall be non-cumulative.
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9.4

BEMEFITS AND DUTIES

9.41

Retirement

A1l school employees beginning work after Decémber 1,1970
must participate in the Florida Retirement System (FRS)

as a condition of employment.

Administrative personnel on Teachers Retirement System(TRS)
prior to December 1, 1970, may continue in the Teachers
Retirement System provided there has been no break in

continuity of service.
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9.42 Social Security

Social Security is required of every member of the

Florida Retirement Systenm.
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9.43

Credit Union Deductions

The Board agrees to make Credit Union deductions from the
administrators' salaries as requested by individual admini-
strators in writing. Change in such deductions will be made
provided written notification is submitted to the Credit Union

prior to the first (Ist) day of any month.
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9.44

Sabbatical Leave

Sabbatical leave for study or research may be granted by the

Board to administrators. Such leave shall be granted under

the following conditions, upon approval of the Superintendent:

(1)

(2)

(3)

(4)

Such sabbatical leave shall be in recognition of

significant service through teaching for the pur-

pose of encouraging scholarly achievement which

contributes to the professional effectiveness of

the members of the staff and the value of their

subsequent service to the School District.

A sabbatical leave may be granted for one (1)

semester, one (1) full year, or the last semester

of one (1) school year and the first semester of

the next school year.

Ad administrator on sabbatical leave shall have a

choice of accepting a one-half (1/2) year's sab-

batical leave at half pay.

Penalty for breaking sabbatical leave contract:

a. Administrator refunds any salaries received
during sabbatical leave.

b. Administrator will pay Board's incurred cost
for collecting said monies.
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9.45  Duties

Refer to Administrative Handbook.






-y



e ST B 8 e









