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CHAPTER I
INTRODUCTION

With the exception of metropolitan school systems,
it has been only during recent years that districts have
felt the need for written board pollicies. This need was
generated by the atimulua of inoreased populatien growth
and moblility espscially since Vorld War II, ¥With growing
numbers of children entering school, districts were forced
to grow and change to moet the new demands uwade on them,

No longer was it pogsaible to conduct school affalrs with
the informallity oharacterized by the "little red school-
house",

Increased size and the concomitant problems inherent
in delegation of suthority and implementation of policy
throughout the achool system encouraged school districts to
organize thelr operations more efficiently. This neces-
sitated the codification and systemization of the policles
by which the district functions,

As dlstricts grew and the operation of school plants
became more complex, school boards and administrators began
to realize that school policies must be in writing to avoid
administrator-board misunderstandings and community

disgsension,



THE PHOBLEM

Statement of the problem. At the time this study was
undertaken, the Dixon Unified School District d4id not have
a written manual outlining the district's policies and
procedures.

Policies stated by the Board of Education were
contained in the minutes or the Dixon Teachers Assccliatlon
Handbook or were verbally lmplied., No attempt had been made
previously to codify snd colleot existing polleoles into a
well organized manual to govern the school district, Under
the aystem, the exlsting pollcles were difficult to looate
when information on a specific policy was desired, AS a
result there were misunderstandings on the part of the
general publioc of what the schools wers trying to do,
ungertainty on the part of the administration and teachers
a8 to what was expected of them, and board agtlions taken
which were unneocessary bhecuause of the lack of knowledge of
existing policies.

It was the purpose of this study to develop such a
manual with the co-operatlion of the Board of Education, the
Superintendent and the Dixon Teachers Assocliation.

Need for the study. There is no single source of
educational policy from which the school officlals can
operate the district efficiently. The aims, objectives,

and processes by which the district functlons are dispersed



and dAissiminated throughout the district in such a manuner
that hordly anyone has a clear out conception of what They
Lre.,

The Dixon imifled District enrollpment has grown slowly
bt steadlly since unifleation in 1948, At that time there
were B90 elerentary snd 162 high school students., The present
anrollment stands at 1,060 elementary and 300 high school
students, A steady growih and the possidllity of & sharp
increase In population resulting from the gomplastion of the
Ponbicello lsm, are also enticipated in the near future.

he faot that the district doesd not posgess & written
volley menual which cutlines the district's aima, objectives,
and policeles, linked with the forecust of & sharp incresge
in school growth, c¢learly points out the need for such a8
ghudy.

Furpoge of the study. 7The purpose of this study was
to develop & manusl of dlgtrict policiss for the effliclient
oparation of the Dixon Unified Zohool District.

Through the development of this manusl, an attenpt
was made to answer such guestlons as follows; YWhat are the
genepral aress that ghould be inecluded in a policy manual?
What forsat «will best serve the nseds of & school district
polioy manual? To what extent oan the development of the
manual W a ocoperative project of the board, adminlstration,

and stall? How may it be evaluated and revised? Can one



policy manual be developed to {ill the needs of all achool
districts of o sluilar kind?

PHOCEDUHES

celection of committee. A committee conslating of
the Clerk of the Hoard, the Superintendent, three members of
the iHxon Teachers Assocliation, and the investiputor was
formed to develop & manusl of written pollicies. Detalls
relating to how this committec was selected will follow in
Chapter III of this study.

Heview of the literature. The investigator reviewed
the literature on the subject of written board policles.
This was done at the Irving Haprtin Library at the University
of the Faclfic and the library at Sacramento State Lollege.
The following aspects were investigated:

1. 7he need for written board policies

2, Helatlonshlp between distriot size and
rneed for polley gulde

3. Soope and coverage of manual

L, Basic principles in developing a
written policy manual

5. ¥ramework aund format
6. Hvaluation end revision
4 raview of the literature and Ffindings is discussed

In Chapter 11,
seview of seleoted pollcy manuals. %he research
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department of the CGalifornia Teacheprs Associatlion wag asked
to recommend five outstanding manuale which had been
developed by other districts similar to the Dixon Unlfled
Sohool District. These manuals were requested and recelived
by the investigator. The conclusion of this review will
follow in Chapter 11,

Datermination of written snd implied polloles. One
of the preliminary steps in developing & written policy
manual was to determine what policies written and implied
exlsted in the dlastriet. The written policieg were located
by careful examination of the bhonrd minutes, the Dixon
Tenohers Assoolation Handbook, and varlous asdministrative
bulleting located in the District Superintendent's offiece,
The implied policies were reduced to written form by the
superintenient who was & member of the committee., A more
complete account will fcllow in Chapter III,

Dovelopment, review, and adoption. The above

resasrch provided the necessary basis and background material

for the preparation of a pollicy manual for the Dixon Unified
School District. 7The [inal revised draft wag submlitted to
the Board of Education for ite final review and adoption.
The detailed development of the manual follows in Chapter
III of this study.

Pollowing the approval of the manual by the Governling

Board, the investigator drew his conclusions and prepared



his recopsendatlions.
UESCRIFTION OF THL COMMUHITY

Located in an sgricultural sres, Mxon lies about
twenty wmiles from Ssoramento and approximately elghty miles
from Sau Prancisco on U, 5, Highway 40. Tcho Summit and
Lake Tahoe can be reached from Dixon in little more than
three hours, With a two-hour drive in the opposite dlractlon;
a pepson oan reach the coast,

The populetion of Mxon ia 3,000 and is growing
rapidly. UNew housing coustruction is expanding the limits
of the community steadlly,

The shopping ares includes nll the essenilal business
estoblichments. ‘'thers are four grocery stores, three
garages, clothling stores, a bakery, two restaurents, and
many other businesses, The Lown supports two doctors, two
dentigts, an atiorney, and one accountant, The churches in
the comounity sre centrally looated, snd they represent the
ma jor denominations, 4 publie library is located next to
the looesldl post oifice.

The priomary industry in this ares is agriculture, 'he
chief products relised are sheep, barley, ond gugar
beets; however, dairies npe numerocus and rairly important
to the local sconomy, Hopsover, bLeel, &lfalfa, tomatoes,

and chickens are rapidly becoming more lmportant. lixon



hae two meat packing plants., One is located on the south
gide of town and the other on the north side,

For transportation in and out of Dixon, the community
has the Greyhound Bus Line and the Southern Pacific Railway,
The Railway Express Company, the Pacific Motor Transport,
and the Delta Lines are the chief methods of freight service
of this area, |

For those who are interested in further study and
cultural sctivities, the University of California at Davis
is only elght mlles away, Sacramento State College twenty-four
miles, and the University of the Pacific sixty mlles distant.
All of these educational institutlons are offering rapidly
growing programs for advenced study during the summer

sesglions.
STATUS OF SCHOOL: DISTRICT

The Dixon Unif'ied School District was organized by a
vote of the people on July 1, 1948, It was one of the first
three districts in the state so organized under the Unified
School District Act, The district was formed from the
following separate districts: Dixon Union High School
District and Dixon, Tremont, Liberty Island, Maine Prairie,
Owen, Grant, and S5ilveyville Elementary School Districts.

All were districts with small rural schools with the exception
of the two Dixon districts.
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A gchool board conslsting of five members was elected
as the governing board for the new unified district. Eaoch
board member and the Superintendent were chosen for a term
of four years.

All the rural schools wlith the exception of Liherty
Igland and Main Pralirie were closed the first year of
unification, These two remalned open bvecause of iLravel
distance and rodd construction, but were subsequently closed
because of later inoreased inaccesslbility. HNine school
buses transport students to the present three schoolge
Dixon Elementary, West Dixon Elementary, and Dixon High

Se¢hool.,



CHAPTER II
REVIEW OF LITERATURE AND SELECTED POLICY MANUALS
THE LITERATURE

Need for written policies. A review of the literature

in the fleld of written policles for school distriocts
clearly indlicates a need for written policies and procedures
for every distriot regardless of size.

There would seem to be general agreement
among educators as to the need for board
poliecies and procedures for the operation
of any school dlstrict regardless of size.
Furthermore, it 1s agreed that these policies
and procedures, in order to be really
effective, must be written and distributed to
all persons concerned with them in any way!

The need for written policies in both large and small
districts was also emphaslized by Reeder:

Recent investigations have shown that less
than half the boards of education in citles
have adopted a set of rules and regulations
outlining the administrative procedures and
regulations should be adopted by every school
systam, whether large or_small for the
conduct of its business.

lpawara M. Tuttle, "National Association Pinds Growing
Interest in Written Polioies for Boards of Education," The
American Sghool Journal, 124:5, June, 1952,

2Ward G. Reeder, The Mundementals of Fublic School

Admi%istragiog (New York: The Maomillan Company, 1941),
P.
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Sears further stated:

The study of policy needs in large and small
districts will have many basic likenesses in

legal foundations, purposes, and types of

functions required; however there will be

important differences in the nature and scope

of any task and the number of elements and

relationships involved.

The Ethles Commission of the California Teachers
Aggsoclatlon expressed their feeling on the need for policy
development by stating: *The board should direct the
superintendent to obtain all possible assistance which will
clearly define the functions and limitations of administrative
personnel and the board itself.““

Smith and Smittle confirmed the need for establishing
polliecy by stating that Boards of Educatlon many times deal
with petty details that would be omitted if they had a good
set of wrlitten pollcies., Any action teken is often lost in
the minutes of the meeting instead of being made available
in written form to all concerned.’

Not only is time wasted by dealing with petty detalls,

3Jesse B. Sears, The Nature of the Administrative
Procegs (New York, McGraw-Hill Book Company, Inc,, 1950),
p. 308,

MCalifornia Teachers Asgociation, Unchanneled Gom-
munications (San Francisco: Ethies Commission of the
California Teachers Assocliation, 1955), p. 22.

SMax S, Smith and W, Ray Smittle, The Board of
Edugation and Educational Policy Development (Ann Arbor:
Edwards Brothers, Incorporated, 1954), p. 5.
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according to Pemis, but without the establishment of written
policles as guides to action much time is wasted ln repeated
consideration of numerous problems which are baslcally
related or even identical.®

Searg mentioned another ilmportant tact that:

fules for any dochocl system must begln where
the statute law leaves off and be designed to
project those laws forward to fit looul needs
and conditions in accordance with the dictates
of the sclence and philosophy of education
applied to the looal $andihions and wisheg of
the people concerned.

The fact that much time is wasted when written polices

are not svellable wvhen noeded was pointed out in an editorial

in the National Hduoatlon Association Journel:

Puring the same ten yesr period, one schoolw
board gave conslderation {o the rental of
school bulldings no less than 160 times, while
another board with a dlstrict of equal size dealt
with this sublect Jjust four tinmes,.

The board that considered rental only four
times had established policies to gulde the
superintendent and his astaff in handling the
uge of school bulldlngs as an administrative
matter, The other board had no clear out
policy. With 8o many important matters
demanding thelr attention, school bhoard members
cannot spend the few available hours of meeting

6Haynavd Bomis, Bo : {tenford: stenford
University ¥ress, 1955), p.

TJesse %. Sears, “hules and Hegulations, Their Huture
and Flace in a lystem of School Administration,® a reprint
from The American S¢ Board Journal, 100:22-2k, April,
iogz)Bs-j , nay, 19 stanford: Stanford Universlty Press,

9h3), p. 5.



12

time in constantly reviewing officlal board
minutes,

Established pollicies, put in writing,
serve as guldes to consistant, orderly, and
efficient action by both the_schoolboard and
its administrative officers.8

Five principal weys in which written policy manuals
can be an asset to a school district were set forth by
Turnbough:

1. The may improve functioning of the Board
of Education itself,

2. They may improve the work of the school
administration,.

3. They may improve the effectiveness of
other employees,

Lk, They may ilmprove public understanding and
support of schools.

5. They may help provide for more satis-
factory relations between board and
administrative personnel, board and other
employeesg, board and public, as well as
between administrators and the public,
between employees, and even between
teachers and pupils,?

Disagreements between board members and administrators
must be avolded to maintaln a good school system, Hughes
points out that usually the first year is referred to as the
"honeymoon" period when the newly hired executive and the

Board work harmoniously together and everything seems right.

8vpetter Boards Put it in Writing," National
Education Association Journal, November, 1955, 44:520,

9Roy €. Turnbough, "Developing a School Board Policy
Manual,"éThe Amerigcan School Boapd Journal, March, 1956,
132: ?5* []
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However, ag time goos on the Hoard usually shouws & tendency
to make more and more of the deoclsions., This is o fomiliar
pattern when there are nd sdopted written statenonts of
policy.i0

dhrough wrlitten Joard policies the Lourd of Zducation
may perform 1ts true functilon of policy waking., Jhirley
Gooper, for exsuple, made the following statement;

In gome districts, o truly creative

approach has been tsken in developing wrilten

dourd policles. flare the intent haa boon to

create a meohanlun through whioh the Hoard can

aot on lmportant toples and thus perform its

true policy-makin% funotion, rather than wagte
time on minutlse,il

Jeope and cgoverage., iow much scope the manual should

cover scemed Lo vary awong the aulthorltices in the {leld,

Jevaeral authors suggested that the manusl include general
policles and pirogedurss. Others mentloned that detailed

rules and regulatlong should wccompany broud slatemonts.

Por exsmple, urieder and ilosenstongel mude the following

statoment:

an aduinlatratlve code may wdvaniageously
e divided inte bwo parss: General Policles
and fules and segulatlons. In all but large

10p4a¢ lughes, "Written Statemente of Folley," fhe
Amarican School Hosrd Jdourpal, Qebrusry, 1957, 134179,

Llshirley cooper, “deview of 1956: rolloy Saking,"
Sehool sxecubive, January, 1957, 76374,
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olty distriets, though, the two p%rta nay
well be incorporated in one code,1e

In discusging the scope and éoverage of rules and
regulations Heeves stated:

dules and regulations should define the
larger relationships cwmong employees and
functions of positions without stating the
minor and speclific duties of each employee
minutely. . . The rules and regulstions
should alsoc desal with basic policies relating
to personnel in administration, . . The rules
and regulations should differentiate the lines
of suthority and resgponsibillity among
positions and deflne the funetions of the
classes of poegltions Lhat the Poard has
established, 1]

Hand prefers to limlt the manual to only those
ganeral policies and procedures necessery to provide guldes
to the personnel of the district in ocarrying out the
objectives of the school.ld

In general, the following areas should be included
in & statement of pollcles:

1, Uperating Frocedures and Folicles
felating to Board of “ducation

12Galvin Grieder and William Zvereti Rosenstengsl,
ggg;;% Sehool g%g;a;ggggﬁlﬁg {Hew York: The Honald Fress
Goe, Ine., 1950), pp. 527-8.

_ cnaries Sverand ieeves, sghool lgards, Iheir
status, functions, and sablivitles (Hew York: I'rentlice Hall,
Tnc., 1954}, p. 173,

Wyaprit John Rand, A Study of Bonrd Lules and
Regulutions for Hop City HSchool aiggg;cga With superintendents

in California, Californis issociation of School Adminlstrators;
Research in administration Pulletin Humber 6 (Pssadena:
California “ssoclavion of School Administrators, 1953), p. 7.
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2. Foliocleg Helating to the Adminisirstive
Starf

3. Poliocles Helating to the Instructional
Staff

L, ¥Poliicies Helating to the Hone
instructional Starf

5. Pollcles Helating to the Use of Buildings
and Properties

6, FHiscellaneous Foliclies
All policies are established to meet the educatlional
needs of & loocal school district. The elements making up
the pollcies by Boards of bducation in variocus communities
vary a great deal, Sueh factors ag the {ype and size of the
community play an importent pert in determining polloey
content, 15
Writing on the value of comprehensive coversge for
dlsirict policies, Gllbough made this comnnent:
With the function of a comprehensive wrlitten
setl of policles, the bouprd of education is
equipped with the peans to hendle reoommendatlons,
procedures, and problems systonatically snd
impartially. %Through the printed statement of
policy, the board of education and its employees
may move forward with cont'idence in the execution

of thelir respective duties without fgar of
infringing on the rights of others.t

Likax S, Smith and o, Hay Smittle, The Hoard of
Eggg&tiog aud Egug%t;ug&% Po%igx Qg¥géonéegt (Ann .rbor:
Ldwards Brothers, Ine., 1954), p. 37-8,

16john v, Gilbaugh, "Board Polleies sand Hegulations

Are in Wpliting st Humboldt," The Americnn ..chool Yoard
Journal, June, 1952, 124:53.
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Basic pringiples for development of o writien panusl.

In developing & written policy manual deeder emphasized six

basic principles:

1. f%hey should be formulated by the Board
of HEducation and the superintendent of
gchools with the cooperation of
represontativee of the various types of
school employses,.

2. They should be in metioulous agcord with
the lawg of the State and with the
- provigions of any local charter.

3. They should be written. Ideag hest
projoet themselves into reality when
orystallized in written language. Verbal
rules and regulations are not likely to
be forgotten both by those who make them
and by those for whose guldance they are pade.
In the larger school systems the rules and
regulationsg are ususlly printed, and in
smaller systems are usually mimeographed,

4, 7They should state olearly the general
functions of the various employees. HOWe
ever, they snould not be so rigid as to
make it impossible {or employees to
exeroise their individuallity when to do
80 would result in greater efficlency.

5. They should be anended as the need arises.
Any changes effected would 29 made known
to all employees concerned.

Heeves, in commenting on some of ths important
principles of the forsulation of rules and regulations for
school systems, summaprized his impressions by statling that
rules and regulations should:

1. HNot be inconsistent with the provisions
of state laws,

1vard 6. Heeder, The Pundawentals of Fublie Q%hggl
Administration (Hew York: The Maomillan Company, 1941), p. 89.
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2., Hot be marely a compendium of paet sochool
bonrd policy action,

3. Bde statenments of sdopted policles snd not
merely of dutles and restrlictions,

b, Be formulated s0 a8 Lo gulde sotion in
gpecific aases.

5. Inelude provisions for the amendment or
repesl of parts of the adopted rules and
regulationa, and
6. e kept up Lo date,iB
An sddltionsl gulding princliple expressed by .ears
#ag Lthat!
Heosuse rules may abt any tloe become
gignificant in litization or in avolding
iitigation, they should Le prepared with
B view to grubectiug the rights of the
district.t
Format for the ganusl. The supgested fupmst Tor the
policy monual varled alightly by author but there wos general
agrecment that policlies should be grouped in accordance with
the degree of importance of esoh, ‘the format should bLe
attractive, peraitting eage of reference, and the guldes should
he made evallable bto all concerned.
One of the maln precnutions to observe in developing

a menpal 18 Lo adopt a format which will =id the Cinding of

Y¥ihurles Eversnd ieeves, School Boards, fheir status,
?ungtiong, and sctivigles (Hew York: Prentlee liall, Ine.,
954), p. 174,

Jesse . sears, "Hules apd Hezulations& Their Hature
and Flace in a system of .chool Administration, %Qg Aperjcan
dehool poard Jdourpal 100: 22-24, Aprll, 100: 35436, May, 1943
Totanford: atanford University Press, 1943), p. 5.
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toplos quickly onid essily. The joini coumitice of the Netlonal
fduestlion Augsoclation snd the havional School Boards Assoolse
tion made the following observation:

Uhen exlasting pollcy nanuslds are oxanined,
the conclusion 1s reseched that there 18 a
definite need for better organiezation of
content, Internsl arrangementa voaried greatly
in manunla atudied, Sone manuals llated:
topica in alphabetlionl order; some in random
order; while still cothers used the chronoléglical
erdeyr in whioh statements were sdopted., Hegarde
lens of the typs of arrangements it wag of'ten
nard to locnte toples quickly and sasily. It
wag Aiflicult to get a total ploture of what
the board intended the operation to be. Lven
anong menusls which have grouped related toples
in broad subject sresne there was great
diversit; in the %rraﬁgemant uged »nd in the
topiog included,?2

In his saprbticle Turnbough siated:

An adequate orgenizstion for a policy manual
will include seven msjor articles: the School
Board, «dminlstrative and bLxecubtlve services,
esployees, puplls, financlal procedures,
schoocleconmunlity relstions, and miscellancous.
The miscellansous category was proposed less
to inelude policles difflcoult to group uncer
other hasdings than to provide an open end {or
the manual~to indlicate that the nanucsl could
grow, and that ltems could be added without
findling & conveniont Elane For them within
the exiating format,?

In an sarticle for the Nationnl sfagocistion of

segondary Hehool rinclipals Bulletin Paker wrote!

o 2

20n3iow to Davelop Mritten Doord Polleles," A Gulde
to Froceeduress (Hatlonal lchool boards hAssociatlon, Ine.,
Washington, 0,C., #atlonsl Yducation Asgoclabion, 1960),
e 10,

2lzoy . Turnbough, Anerigon School onrd Jouwrnal,
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A48 the commitiee progireases in lte Lask of
selecting the smateriasls to be included, the
question arises concerning the most economical
means of publication. Should the handbook be
mimeographed, multilitred or printed? Of those
gurveyad, the most cuvmmoen form in which the
hendbook sppenred was a nimeographed, locse-
leaf notebook, n offget or multilith
publication le more pleasing in sppearsuce than
the mlamevgraphed one, but the expense of this
type of publication may csuse an undue burden
upon some 8chools. Therefore, it is recommended
that the handbook be o nimeographed, loosew
lew! form £Or easlier revision and substitution., 7“his
would suggest one srilceie on a page in order to
provide fop qgulok revision, Ii{ ghould be apparent
by now thut the Inltial cost of printing the hande
book would be expenalve and the cose of moking ,
revislons would delay keeping the book up to datae .22

The Joint commlttee of the hatloanl Zehool loards
sgaocintion angd Natlonal Dducatlion Assoolation stated
fuprther:

The lorset of the polliey manual should be
garefully plonned. They are of little value
unlese pead and uged., For freecuent handling,
the manual should be bound in & durable forn.
Internel srrangement should be of such that
anyone seeking informetion can quickly find the
apeclific sectlion that opplier to his interest.
The followling suggestions are recommended to
help make the pollcy memunl useful:

A, Bind in looseelaaf form
i1, Reproductlon should be by mimeogspash

. iInclude & table of gontents

¥, Use of index tabs 18 encournged

~2Lelbﬂrc L. bukev. "Formation of & Teuchers U ndbook,"

Hationsl Aspuecisbtion u&QOnQﬂgxuugh00l cincipals bulletin,
hd‘ 1h5-6, aaptember 958
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E. List sub-toplec for each section under index
tab

F. Use headlings at top of each page
G. Include name of district
H. Select a numerical system for identlifying
the contents of the menual which permits
flexibillty in changing the manual contents,
Example:
6.1 Employment
6.1.1 Recruitment
6.1.2 Qualiflcations
6.1.,3 Selection and Appointment
I. 5Show date of policy adoption
J., Glve date of rule approval and of amendment

K. Consideration should be glven to placing only
one item on each page

L. Consider including reference to state law
igcglpgitggiggsgs from law rather than
Evaluation and revision, The task of developing a
| policy manual does not end with its completion., In fact
in many cases it is merely the heglnning. The Board must
recognlze the need for constant change and revision, 24
Writing on the need for constant review and revision
of school board policy, Stapley makes this comment:
Some Boards set aside time during one

meeting each year for the revision of established
policy. This practice had the advantage of

23National Education Association, loc. git.

2hgegse B. sSears, The Nature of the Administrative
Process (New York: McGraw-Hill Book Company, Incorporated,
19507, pp. 527-8.




agsuring a revision of tgg written statement
and encouraging its use,.

smith and Smittle feel that:

The policies must include provisions where-
by the Board of Education at definite times will
appraise the value of each policy and make such
changes ag it do%%s necesgsary. Coples nust be
kept up to date,

Heeves commented:
A school board, through its superintendent,

should follow up the result of the applicastion

of adopted policies to determine (1) whethar

or not they are being applied ap intended and

(2) if 50 applied, whether or not the results

are as anticlpated. Prom the results, the

Board must deolide whebggr to continue, modify

or repeal each polioy.

3ince the superintendent puts the policles into
effect, he ghould report frequently to the Board as to how
the policies are functioning. The Board will then be in a
pogition to perform its function of evaluating the
effectivenesd of the policles and, if deemed advisable,
may revigse or rescind any polioy.28

The above statsmentsg with footnotes conclude the

. 25ﬁ%ufioe E. Stapley, “lmproving School Loard

Punctions,® The American 3chool Board Journal, October

1957, Vol. 1_5.4$g€i4€§f? ' '
263mith end Swmittle, Qp. gib., pp. 24-5,

27heeves, loo. gik.

21

28), R. Davies and &, L. Prestwood, Practiosl School

Hoard Irocedures (Hew York: Chartwell House Incorporated,
1959), p. 128,
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review of litersturs in the fleold under study.
UEVIFY OF LSEBLECTED POLICY RANUALS

selectlon of memunls, & lebtter was sent 0 the
'raﬁﬁ&rc& departsent of the Culifornia Teachers Assoplation
sgking for their recosmendation of {ive cubtstamdling policy
manuale which had been adopted in obher digtriste. It wes
the iavestigator's purpodge to exapine several recomsenied
manusls rabher than reqgusst 4 large number oF which wmany
woay bo poorly developed or would not be designed lor the
purpose Intended,

The Cive manuals recouzpended were Trom Uha Follouing
distriots: Alamlitos Hlementary Sohool Dlsteriet, Faaudena
City dehonl Disbtricet, Poramount Unilied Hehool Meirick,
dimi ¥alley Unified ioheel Digtrlet, snd San Pablo
Elemantary Sahooal Distriet. A lettor wan gent 0 the
auﬁa?intamdant of each district requesting & oopy of the
manuael of pelicles, proceduras, rules ond regulstlons in the
distriet. Baoh official responded with & policy manual,
These polley mamaals wers furnished st no cosi exvept for
one district whlok hillad the writer for two dollsrs,

Beviex of smunusle. on exsmination of the [Five senuale
revesled no comuon pattern of slze, nusmber of pages or
inveruel organlzation. The ausber of major divisions in the

table of contents punbared from five to nine., Hone of the
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nmanusls had the same sequonce pattern, Hewever, the first
najor tople in three of the [lve manuuls related to the
duties and powers of the poard of educstlion,

The Tirst wenusl aaslyzed contained thirty-five
pages and measured 6% x 8% inchea. It consisted mainly of
n personpsel handbook whioh was divided into the following
divisions!

Sgotion A - Hmployment

Jeotlion B - Certification

segtion C « Loave of Absence

Jeetion U - Tonure Polioy

Jection B~ Lalary
The variocus sestions were very brief and contalned only the
broad aspegts of each division,

the second mapual lnvestigated was in printed form
and contalined nineteen pageu size 6 by 9 lnches, This
manunl was slace very brlef snd itz contents dealt mainly
with laws and policles governing the hweard of educatlon
which was also the title of the manusl. %The table of countents
contalned the following major headings:

I, Constitutionsl Aughority of the Hembers
of the bonrd of Bducation

{I. Orgsaization
ili, bButles of the Officers Leflined

v, Heetings
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V. butleg and lHesponsibllity
VI, FPollcies of the Poard
ViI., Uther PFolicles of the toapd
VITI, Gehool Doard Fenbers Creed
“he above monual offered very little in sugpestlons
for the purposes of thlg study,
The third wes & nioeograph loose-les! manual wlth
sn 1llugtration on the cover representing on odult clreping
a ¢child's hand, This manual gontrined seventy~six pages
which measured Bi vy 11 inches., It resembled » regular
teacher's handbook snd contsined materisl malnly pertalning
te the adminluairation, staff ard puplls. The major toble
of contents divisions were as follows:
I, adoinistration
11, &dugation
IiI, Puplls
1V, ‘feschers
V. General Information
Vi. Lpeech Correction tulde
inis partlcular munual was helpful in the urens of deflnlng
responsibllities and duties of the staff wembers, However,
1t 4%d not covar all aspects of the esntire distriot.
The fourtn munual wag more inclusive snd detalled
Lhan the other three mentioned ubove, It mossure 8% by 11

inches and gontalned thirty-seven pames in loose«leaf form
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with a gofi paper cover, #oi oniy was personnel covered in
this manual, whlch was & major feature of the other threse,
but such main classifications as General, Curriculum,
inance, Bulldings and Grounds, Transportation, and
Cafeteria were algo covered in adequate depth and detalil.
However, omitted in the manual was a classiflication on
policles relating to the board of eduocation.

The {fifth and last manusl to be examined was in the
investigator's opinion the noat gomplete manual studlied,
It was simply entitled "Distriot Folicles" and was
organized in loose-~leaf form for ease in keeping up to date.
It contalned one hundred and five pages which messured
8¢ by 11 inches. The lormat and numbering system of this
manual were used as yuldes in the development of the manual
under study for the Dilxon Unified Hohool Distriet. 'The
atove mentioned manual served & useful purpose because it
govered all the aspects of a unified school distrioct rather
than & partiocular phase which was typlcsal of the other
manuals raviewed., ‘The following major classifications
covered the various mein headings:

veotion 1, Policies Helating toa the Hoard
of Education

section Il, Pollolies Belating to the Hducation
Yrogran

Section III. Pollicles lelsting to the ldchool
System and Central Adminlstration

Jeotion IV, Follocles iRelating to the School
Unlt
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Seetion V.,  Policles Helating to District
Policles

Seation VI, Pollcles Relating to Fupll
Fersonnel

Seotion VII. Poligles Relating to hduoational
Services

Section V1II. Policies Relating to Business
Sarvices

Section IX, Policles Relating to lMiscellaneous
Provisions

It was apparsnt {rom the study of the five manuals
that there 18 a great varlance in written board policles.
Only two of the five manuals reviewed rendered any
appreclable assistance to the committee, Hoth of these
panuals covered all the mejor classifioations for the
efficient operation of any school district., 7The remaining
threes included only certaln phasges of district operation with
personnel being the most consistent topilc, However, the very
faot that there was a wide varlation in the manual sizes,
number of pages, scope, and content in the five manuals
analyzed resulted in valuable contributions toward the

compilation of the manual under study.



CHAPTER 111
DEVELOPHENT OF POLICY NANUAL

velection of gommiviee. In the review of literature
in the field of developing written pollicies for this astudy,

the investigator found 1t clearly stated that to be
effective they must be developed cooperatively with
representatives of all groups using them, It was the
investigator's objectlive to form a committee which
repragsented the faculty, administration, and Board of
Education.

At 8 reguler Board meetling, the Superintendent and
the investigator discussed with the wembera the need for a
written policies manual for the district. At the conclusion
of the discussion the group unanimously agreed that such a
study should be undertaken., The Investigator disclosed
the information that the study would become a2 part of
fulfilling his requirements toward the MHaster of Arts
degree in Education and that his thesis committee had
approved it. He asked for a volunteer. ioth the Clerk of
the Hoard and the Superintendent offered to serve on the
committee,

The study was explained to the president of the
local teachers assoclation and he pledged his cooperation in

the matter. At the next regular meeling, the project vas
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discussed and volunteers were requested., Three teachers who
were interested in this field and felt that the District
needed a written policy manual volunteered to complete
the committee,

For the purposes of this study, any reference to the
committee hereafter will imply the following membérshipt
Clerk of the Board, Superintendent, three teachers, and the
investigator,

Determination of existing and implied policies. The

committee met regularly once per week during a period of
three months. They carefully scrutinized the minutes of
the Board of Zducation meetings beginning in 1948, when the
District was unified,until the present date., These minutes
were categorized as to content in order that all policles
pertaining to a certain subject might be easlily studied
and examined., This review was necessary to identify
previous actions where pollcies had been established or
were 1lndicated.

Next ,all the written policies were copied from the
Dixon Teachers Association handbook and District offlce
communications, After the compilation of all existing
written evidences of Doard policles had been completed,
implied policies of the District were written with the
special assistance of the Superintendent and added to the

collection, In areas where there were no policies, the
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committee inserted new ones. These were mainly transferred
from headings and sub-heandings in the flve selected
manuals. At least two of the manuals were from districts
under study. The committee saw nothing wrong in filling
the volds because the policles would not become effectlve
until reviewed and adopted by the Board of Education.

All the policlies were then typewritten on cards to
facilitate sorting and grouping into the major classificatlion
of policy construction, After the policies had been placed
under their appropriate headings, they were reviewed for
repetitious or confllicting sections, Additions and
deletions were made as needed by the committee.

Framework and format of manual. The committee, by
reference to the study of the selected Board policy manuals
and in a discussion with the investigator relating to a revieﬁ
ef the literature, set up the following tentative classgifica-
tion that seemed to best serve the needs of the Dixon Unified
School Dlstrict: the Board of Educatlion, educational program,
school system and central administration, the school unit,
districet personnel, pupil personnel, educational services,
business services, and miscellaneous provisions.

It was decided that there should be a comprehensive
table of contents with chapter headings numbered in succession
by 1.0 expandable to ,100, sub-headings of .1 expandable to
.99, and further sub-divisions of A to Z,
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It wes determined that $he policy manusl would, after
formal adoption by the Yosrd of Yduceition, be in duplioated,
leoaseleaf form for convenlent revislun ongd substitutlon,
The manu-l would be duplicated on standard size 8% by 11
ineh papver and Wound with a plastic apirsl binding.

Afber gseveral revisions the following chapter headings
were determined to be the most appropriate ones for the
Distriot:

1.0 Policies lelating to the Poard of
kdugation

2.0 rolicles Helating to the Educational
rrogram

3.0 Polloles Heloating to the Sohool System
snd Central Administrstion

4,0 JPolicles Hdelabing to the School Unig
5.0 Jolicies delating to Ulstrict Pergonnel
6.0 Yolicies selating to Pupil Ferscnnel

7.0 Policles Belasving to “dussitional
sdervices

8.0 Folicles Helating to Juslness bHepvices

9.0 Follicles Lelating to Nigcellaneous
Frovisions

appendix A, The .enool Hoard MHembers' Creed

sppendix L, lozme Ubligations of the ioerd of
tduoation snd The Superintendent of
sphools

Appendix C. & Vramework for rubllic Hducation
in Californie

Appendix b, CGode of Lthics for Culifornila
Yaachers



31

Appendix E, Salary Polickes and Schedules-
Certifioated

Appendix F. Sslary Sohedules - Classified
Development and review of the preliminery draft by
Board of Ldupcation and staff. During the following six

months the committee met on a regular vasis., The agreed

time was from elight to ten every Wednesday evening. However,
occasionally when the disocussion became involved the group
did not adjourn until approximately eleven o'clock.

As the various seotions of the draft were completed,
they were pasaed on to the person oy pergong directly
concerned with that partiocular pert of the manusal., Chapter
1 pertaining to the Board of Edusation, was duplicated and
coples were sent by mail to the Board members for thelr
comments and suggestions, Chapters I and III were
particularly reviewed by the Superintendent. However,
since he was a member of the committee, thers was no
apparent nsed in passing these sections on to him for
comment. Chapters V and VI, dealing with District
personnel and pupils, were referrsad for thelr comments and
criticism to the ramaining staff membars who were not on
the conmittes,

The comments and questions of the starff and Governing
Board were carefully noted and evaluated by the committee,
Those suggestions which were deemed pertinent and administra-

tively sound were complled in subsequent revisions. This
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phase of the study was rather lengthy and in many ceseg time
consuming., It was important, however, that this bve done in
order that the manual might be accepted by the entire staff
and the Board of Educatlon,

After all the revislons were made, the manual was
duplicated for final Board review and adoption,

Board adoption of final draft. The completed draft
of the Poliecy Manual for the Dixon Unified School District
was submitted to the loard of Education at regular Board
meetings for their questions and eriticism, One section
at a time was reviewed during any given meeting in order that
the regular business might be completed without making the
agenda too lengthy. The Superintendent presented the completed
work and explained variouﬁ actions taken by the dommittee.
The investigator and the Board member on the committee
assigted the Superintendent in explaining recommended
policies and answering questions pertaining to the material
offered. Changes approved by the Board of Fducation were
made and incorporated into the final draft,

After the manual was corrected as indlcated by the
Board of Education, 1t was approved and adopted by that
body on January 23, 1961,



CHAPTER V

SUMMARY, CONCLUSIONS, AND
RECOMMENDATIONS

SUMMARY

The problem that was the basls for thls thesis was
to develop a pollcy manual for the effective operation of
the Dixon Unified GSchool District and make 1t avallable to
all persons concerned with the school system.

The specific purposes of the study were o provide
a reference source for the Board and the staff for handling
procedures, recommendations and various problems in an
objective and systemstic way.

At the time this study was undertaken, the existing
polloles were elther contained in the minute Wwok or the
Dixon Teachers Assoclatlion handbook. Due $0o previous
District problems which resulted {rom the lack of a
written policy gulde, the Board of Education, Superinten-
dent and investligator were unanimous in recognizing the
need for such an instrument to establish definite written
Giistrict policy.

The data for the study were based on an examination

of the minutes of the Board of Education, review of the
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Dixon Teachers Association HandWbook, an analysis of five
policy guides from other districts as recommended by the
Galifornia Teachers Assoclatlon, and & review of the
related literature in this fleld.

During the development of the manual an attempt was
made to answer the following questions:

1. "The need for wrlitten Board policiles

2. 'The relation between district size and the
need for a written policy gulde

3. How large a scope should & policy
manual contain

L, Basic principles when developing a
written policy manual

5. Suggested format

6., Hecommendations for keeping manual up
to date.

It was evident that there is an lincreasing amount of
literature relating to school district pollcy masnuals and
to their development. There were several texts devoted
entirely to the need for the development of written
policies. @everal texts on school adminiatration contained
a sectlon about distriot policies, however, these were
rather repetitious in content.

Artlcles in periodical literature expressed the need
and importance of policy guldes. It was generally agreed
that in the districts where no wirtten policies exist, there

appears to be mistrust and misunderstanding between



35

sdministration and gtaflfl vembers sand even among employees
themselves, Hesearch, also, brought oul the fact that only
during the past ten yenrs hag considerable thought been
devoted to the need and development of policy guldes,.

Five Galifornlia school districts in size comparsble
to the iMxon Unified School {Mstrict were requested to
furnish thelir policy guide for anslysis. OGuides were received
from all five districts, 4An exsmination of these monuals
reveanled no couson pattern of arrangement.

One nmenusl) was 6 x 9 inches in sige; another wasg
6: x 8% inches; three were 8% x 11, One was printed, one
hektographed and three were mimeographed., One manual
coverad the Laws and Folicies Goveranlng the Board of
Fdueation, two were organized around personnel only snd two
manuanls were comprehensive and =11 inelusive in thelr
construction and content,

The {irst step in the actual development of the
panual for the Lixon Unifled School District was 0 prepare
a btentative outling of the organization and proposed
gontent, This was subjected Lo s oritienl review by the
tescher committee and the superintendent whose suggestions and
recommendations were evaluated and, in most cases, Followed
in subsequent revislions,

“he last revision wng submitted to the Doapd of

Liducation through the superintendent for its study and
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The suggestions of the Doard were acted upon,

and the final draft was spproved by that hody.

CONRCLUSIONS AND BECCHHMENDATIONS

after having worked approximately two years on this

study in sddition to fulfilling the dutles of an

adminigtrator, the investigator haa arrived at the following

conclusions and recomrendations:

1.

Every school distriot should have & written
policy manual, Eeoh distriot must prepare
its own manual to fit its own needs,

The polley manusl should grow out of a
cooperative effort of the Board members,
administrative persommel, and other
distrioct staflf,

The policy manual must define the gensral
boundary within which the sochool shall
function; however, it shall not take the
place of, nor hinder, good administration.

The policies should not include the detalls
of nanagement. These should be developed
separately by the Superintendent and his
staff in sccordance with the general
polliocles of the Doard,

The policles should be worded in such &
way as to avold any possible misinterpreta-
t.ion.

Policies must be in accord with statutes.

The manual should be in looseleaf form to
provide ease in insertlon of amendments and
in making revislons.

The policy manual should be placed in the
hands of Board members, certificated snd
clagsified employees, and interested persons
in the comnmunity.
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9. The policy manual should be periodically
revised and kept up to date to conform to
changes in the Educatlon Code, the rules
and regulations of the State Board of
Education, and the educational program of
the District.

10. The policles must be adopted by the governing
Board before they become effective,

Although this study was specifically made for adoption
by the Dixon Unified School Pistrict, this manual with minor

changes may well serve other districts in California,
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STATEMENT OF ADOPTION

The policies included in this gulde represent the ac-
cumulated experiences of the governing beard over a number
of years., In addition, they represent a consensus reached
between the board of education and the dlistrict staff
through a cooperative study.

This document is concerned with policies of the board of
education. Board pollcles relate principally to what the
comnunity wants in the way of an educatlonal program.

Such pollcies are usually broad and general in nature,
assigning to the superintendent and his staff responsibility
for effecting the program and its detalls.

This gulide is not final or fixed in nature. Provislons are
made whereby these policies can be changed or deleted, and
new policles may be added as the need arises,

All former policies of the board of education and all
resolutions or orders that are in conflict with the policies
approved in this publication are hereby rescinded.

Approved: Board of Education

Linford Anderson, Presldent
Arnold Collier, Vice-President
Dr, Verl Knight, Clerk of Board
Denton Barker, Member

John R, Phillips, Member

February 23, 1962
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CHAPTER X, POLICISS RELATIHG TO PHY BOARD OF EDUCATION
Seotion 1.0 The Hoaprd of Educatlon

(n)

{b)

{c)

(a)

(e)

{r)

The legal desoription of the territory
comprising the DRixon Unifled School
Diastrict and the maps thereof are flled
in the offlce of the County Superinten-
dent of iohools of Solano County.

The government of the Dixon Unifled
Gohool Listrict is vested in & board

of education composed of five members
who are elected at large by the electors
of the school dlatrict in general
alection.

The board of education exists under
and derives ita power from the Consti-
tution and Aote of the lLeglislature of
the State of California, (Yee Bduo.
Code #3303)

The board of education is reaponsible
for the general conduct of the schools.
(5ee Educ. Code #981)

Hach member of the board of education
is elected f'or a term of four years
from and after July 1 following his
election, (%ee Eduoc. Code ﬁ93?§

Board members serve without remuneration
except that the district provides
expanses incurred by them in authorized
travel on school buginess or professional
meatings.
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1.1 Powers of the Board of Education (See Fduc. Code
981~1010)

{(a) Public education is a state function and a local
respongibility. In Californis the governing
board of a school district derives its power
from the laws of the state. These powers fall
into two major olassifications - (1) mandatory
and (2) permissive., Only those powers stipulated
in state law may be assumed by a governing board.
The principal powers of the governing board may
be generally listed as follows, with the under-
standing that all powers must be exerclised in
strict accordance with state laws and limita-
tions set thereby:

(b) The governing board has the power of contract
through whlch it buys goods and employs services
necessary for the operation of the schools of
the district,

(¢} It has the power of eminent domain.

(&} It has the power of being fiscally independent
and of causing taxes to be levied for the
support of the schools of the district.

(e) It has the power of calling, or ceuring to be
called, elections for certaln purposes, among
the voters of the dlstrict,

(f} It has the power of making rules and regulations
for the coperation of the schools of the distrioct.

(g) It has the power of determining the educational
program of the schools,

(h) It has the power of establishing its own mode
of procedure for the conduct of its business.

(1) 1t has the power of appraisal or review of its
policies and actions, its own program of
educational services, and the work of its emplqgees.
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1,2 Organization of the Board of FEducation

(a)

(b)

(c)

(a)

(o)

(£)

(g)

(h)

The board of sducation meets annually on the
firat day of July and organizes by choosing one
of Lts members as president for a term of one
year, one as vice-president, and one as clerk
for the same period.

The president of the board, 1f still a member,
calla the meeting to order and asks for
nominations for president, If the former
presldent ls not a member, the vice-president
performs this duty. The new vice-president
and clerk are nominated in a similar manner,

These officers are elected by the affirmative
vote of a majority of the board.

The district superintendent shall serve aas
executlive officer and secretary of the governing
voard. (3ee Educ. Code #3301)

The president presides at all meetings, and
declides questions of order, unless otherwise
directed by the board, He has the same rights
ag other members of the bhoard in voting,
introducing motions and resolutions, and in
discussion,

The vige-president presgides at all meetings of
the board when the president is absent.

The clerk notes correspondence, verifies
signaturee, and is responsible for minutes of
each nmeetling.

In the absence of hoth president and vice-
pragldent, fhe three members of the hoard select
one member t0 proeside at that meeting,
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1,3 Committees of the Board of Edugation

1.4

(a)

{b)

No permanent or standing committees shall be
created.

At all times, the board operates as a unit,

Meetings of the Board of Educgation

(a)

(b)

(¢)

(d)

(e)

The board shall hold at least two regular
meetings each mohth, Date, time, and place of
the meetings shall be established at the
annual meeting held July 1, of each fiscal
year.

The president may call a speoclal meeting of the
board whensver he congiders it necessary. He
shall call a special meeting if requested to do
80 by another member of the board. All members
of the board and the district superintendent
shall be notifled of the special meeting by
written notice delivered to them at least 24
hours in advance of the meebinﬁ. If written
notice is not glven at least 24 hours in advance
of any special meeting, each member of the
board must waive written notlice before the
meeting can be held. Only those items of
business listed in the call for the apecial
meeting shall be considered at the meeting,

All regular and special meetings shall be open
t0 the publiec.

The board, upon a majority vote, may adjourn
any meeting at any place ln the agends,
providing arrangements are made to complete the
ltems of busliness on the agenda at a future
meeting.,

Discussions concerning personnel matters relating
to employees and puplls shall be held in closed
meetings of the committee of the whole. Such
discussions shall be consldered confidential.

No action will be taken in such meetings. (See
Eduec. Code #986)
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1.5 Procedureg in “ransacting Poard Businese

(a) Three members of the board constitute a
quorum and may transact business.

(b} 'The superintendent shall prepare en agenda
for each regular nmeeting of the board and
shall send each member & copy at leagt three
days prior to sald meeting. He shall keep one
copy on file in the district office, (See
isdue. Code #1551)

(e} Unless changed by a mejority vote, the order
of business at each regular and adjourned meeting
of the board, other than the annual meeting,
shall be sas follows:

1. Call to Order

2. o}l Celli

3. Reading and approvel of minutes

b, {atification of warrants

5. Communications, petitions, and
delegations

6. UGeneral husiness

7. ifiscellaneous

(d) Parliasmentary rules as set forth in Robert's
lules, of Order Heviged shsall be the rules of
order of this bvoard insofar as they are
applicable,

{e) The clerk shaell be responsible for keeping the
minutes of all neetings of the board, He shall
keep duplicate coples for the district files,

() HMotions or resolutions shall be recorded as
having pussed or failled. Individual votes
shall be recorded unless the action was
unanimous.

(g) ‘the hoard of education shall follow a general
policy of acting on only such items of business
at any glven meeting as appear on the prepared
agenda. If individual members of the board or
the supsrintendent propose additional items
during a meetliny, these shall be placed on the
agenda for the next bhoard meeting. The board
may take action on urgent items not in the
prepared sgenda,
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(1)
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Any rule regarding the order of business may be
suspended at any nceting, by a two-thirds vote
of the members present.,

All former policies of the board of education
and all resolutions or orders that are in
conflict with the policles approved in this
publication are hereby rescinded,

1.

Any rule or regulation, not statutory
in nature, may be amended or repealed
at any regular meeting by a majority
vote of the board, provided that such
proposal has been submitted in writing
at the previous regular meeting. The
action must be listed in the call if
it occurs at a sgpecial meeting. The
published District Policies shall be
revised as deemed necessary by the
board of educatlon.
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1.6 Responsibilitles of Hembers of the Governing Board

(a)

(v)

(e)

(a)

(e)

(f)

(g)

{h)

(1)

(3

(k)

Establish and nalntain an sdequate aystem of
public schools in keeping with state laws.

seleot the superintendent of schools who serves
as chief execubtive and administrative officer
of the bvoard,

Bstablish policies guverning the organization
and administration of the school system wilth
the recomwendations of the superintendent,

At upon, veto, or approve 28 a unlt, not as
individual nembers, all recommendationa and
proposals of the superintendent.

Provide for the dissenination of infornation
throughout the comaunity concerning the schools,
interpret it3 pollicles to the publlie, and assist
in acqueinting the community with the educational
program,

Provide the nooessary funds for the instructional
program, for maintenance of plant and equipment,
and for assential capital improvements in order
to ssggure an efficlent school system.

Determine with the superintendent the general
nature of the edusatlional program,

Employ all school personnel for the district
with recommendation of the superintendent of
gchools and in keeping with district personnel
policies.

fdopt an annuel bhudget after due consideration
of such sdministrative financial reports ag nay
by required.

Approve ail {inencial policles not specifically
defined by law,

Purchese sites for school buildings, approve
bullding plans, end enter into contracts for
the erection of school bulldings with the
recommendations of the superintendent,
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Organizational Relationship of the Hoard of Edugation

(a)

(b)

(c)

(a)

(o)

(r)

(g)

(h)

Administrative suthority and responsibility for
educational and professional matters are
centralized in the superintendent. The board
encourages the participation of all councerned
with publio education-puplls, parents, and teach-
ers-in the development of educational policies.

Administrative authority and responsibility for
fisoel and financial matters are centralized in
the superintendent,

The distriect superintendent, acting in his
capacity as seoretary of the bhoard, is
authorized to open all meil addressed to the
board.

Suggestions, grlevances, or other communications
to the board from individuals or groups are
submitted in writing to their executive offlicer,
the superintendent of schools, The superinten-
dent presents them to the bvoard for its
conaideration,

The board of education exercises such powers,
functions, and responsibilities as are given
to it by law in cooperation with educational
agencies to the state.

In event the governing board ddcides not to
re-elect the superintendent, the superintendent
of schools shall be glven written notice prior
to January 1, preceding the expiration of his
term of office,

The governing board assumes its full legel
regpongiblility in all matters relating to the
program of public education for the Dixon
Unified School District and invites fullest
cooperation from sall groups through suggestions,
discussions, and recomuendations, reserving to
itself the right and obligatlion to make final
decisions based on available evidence on all
matters affecting the educational program,

The governing board adopts "“The School Board
Member's Creed", found in Appendix A, and the
"Obligations of Hoards of Trustees and Superin-
tendents®, found in Appendix B, as general
guldelines for individual board members in the
oconduot of their offices.
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CHAPTER 1I. POLICIES BRELATING TO THE EDUCATIONAL PROGHAM

Section 2.0 Organization of L Edugational Progra

2.1 Purpogpes of HEdupation

{a) '"he governing board subscribes to the
statement of purposes of eduosntion
adopted by the iLHtate Department of
Hduoation in "4 Framework fopr Public
Education in California", Bulletin of
the Cnlifornia Department of Fducation,
Vol. XX, Ko, 6, 1950, pp. 5-7 (See
Appendix C.)

{b) The chief purpose of public education in
the Dixon Unlfied School Dlstriet is to
prepare boys and girls for full and
active participstion in community living
and the demooratic way of life,

(6) In achieving these purposes, the govern-
ing board resolves to provide for each
young person of school age the best
educational program possible,

(d) Sohools anre established to teach those
essentials not taught by other sgenclaes
in soclety. The governing bLoard
oconceives the respongibilities of the
schools as being in t(wo major categories:
primary responaibilities and shared
responsibilities.

1., The phames of edusation for which
the schools have primary or chief
responsibility inelude reading,
handwriting, arithmetic, spelling,
the basie essentials of oral and
written composition, the soclal
studies, {(geography, history, and
civios), and acience. AL least
seventy~five percent of each school
weak shall be devoted by teachers
to these primary responsibilities.
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ilegponsibility for some other phoses
of eduostion are shared jointly, and
in varying degrees, by the schools
and other educational agencies (home,
church, community, movies, radio,
television, and the presss. Thasge
sharad responsibilities include
%rowth and development in vooational
itness; the demooratic way of life;
sclentific attitude of mind; health,
and safety; consumer compstence;
congervation; thrift; family living;
the arts; moral, ethleal and spiritual
zglues; and the worthy use of lelgure
;ime .
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2.2 JScope of the Curriculum

(a)

(b}

The governing board recognizes those curriculum
requirements of the state found in the Educa~
tion Code and the State Department of Education
pollcies as a first obligation of the school
district, Within the latitude of this cur-
riculum framework, the board gives Tirst
priority to the development of skillse in the
fundamental tools of learning and citizenship
training.

The educational program of the Dixon Unifled
School District will provide, within the
financial limltations of the district, learning
in the following areas at each grade level in
keepirg with the maturity level of the lesarners:

1. Instruction and educational experiences in
developing and using the fundamental tools
of learning. 'These include reading, hand-
writing, arithmetic, and spelling.

2, Instruction and educational experlences
leading to and understanding of the obllga.
tiong of responsible American citizenship
and to the development of necessary clvic
skills. These include instruction in
history, clvies, and current affalrs;
provision for an ever-increasing under-
standing of democracy as a way of 1life; and
e democratic school environment which
provides opportunities to practice demo-
oratic processes,

3. Inatructlion and eduecational experiences which
develop skills 1n getting along with others
and in meeting the problems of group living,
These include opportunities for soclal
expariences, instruction in understanding
oneself and others, and a controlled school
atmosphere conducive to proper bshavior and
respect for others, with pupil participation
in such control, in keeping with theilr
maturity level,

k, Instruction end educational experiences
leading to an understanding of the physlcal
environment. These include physical and
biological sclences, geography, and nature
study.
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Instructlion and educational experiences in
creative expresslion and appreclation.
These include musie, art, literature, and
postry.

Instruction and educational experiences in
hedlthful 1living and physical activities,
These include health and safety instruction,
a physical educatlion program designed to
meet the needs of all puplls, and a health.
ful and safe sachool environment.

Instruction and educational experiences in
exploring the world of work and the
development of special talents and

individual responsibilities. These include
an ever-inocreasing understanding of the

world of work and free enterprise; and

an acquaintance with vocatlonal opportunities
and requlrementsa; and educational experiences
in an atmosphere which rewards industry and
individual effort, provides for guidance, and
developa good work habits through work
experience.

Instruction and educational experiences
designed to develop the understandings and
skills for effective family living. These
include instruction in the home arts and
soclal studies with attention given to
living in the world today, the story of man-
kind, home skllls, and the essentlals of
family living.

Instruct on and experiences at all levels

and proper use of leisure time. These

include instruction in the arts, opportunities
for club and hobby activities, and & planned
intramural and recreational program,

Instruction and educational experiences at

all levels and in all subjects that contribute
increasingly to the ohild's ability to think
critically and creatlively, to understand
himself and others, to understand this

world and soclety, to develop an increasing
awareness of the essential nature of moral
and spliritusl values in his life, and to
demonstrate his role as a clitlizen,
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1), Instruction and specialized experiences for
exceptional children, including the
physically and mentally handlcapped,
children with superior capacities, and
those with speclal problems of adjustment.

(¢) Formal instruction in industrial arts, home
arts, and art will be planned for grades nine
through twelve, Experiences in arts and
orafts will be provided in the elementary schools
as required by state law,

(d) NMuslc experiences will be provided in all grades,
Instrumental opportunities will be provided for
pupila with special abilities in grades six
through twelve, Fifth grade pupils may avall
themselves of such opportunitlies before and
after regular school hours.

(e) TFormal instuuction in essential business courses
will be offered in grades nine through twelve,

(f) Dramatics and speech arts will be encouraged at
all grade levels,

{g) [Planned opportunitles for enrichment reading
will be encouraged whenever possible,
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2.3 GQuidelines for ths tducational Irogrsm

(a)

(b)

(o)

The adninistratlon should seoure the hest
gualified personnel avalilable to serve all
aspects and levels of the educational program.

Provislions relating to the curriculum:

1., In curriculum development first attention
should be gilven to utilizing the special
knowledge and talents of districl person.
nel, Competent consultant serviges will
he provided when needed to supplemsnt
regular services and to assigt speclal
groups studylng educational problems,

2, CLontrolled experimentation to Lest
promising practices is encouraged.

3. Adequate quantities of necessary
instructional materimls will be provided
to meke possible efficlent fteaching and
learning.

4, 1In policy development, thoge expected to
effect educational policlies should
participate in thelr development.

5. sbudy of the curriculum should e
continuous with changes based on objlective
evidence of pupll and community needs,

6. The best research available should be
uged in determining decisions regarding
curriculum orgenization, content, and
irstructional procedures.

7. The teaching of morsl and spiritual values
in an intrinsic part of the educational
program and is the responsibility of every
teacher,

8. Jadequate proviglon should be made in
instruotional materiale and clasasroon
procedures for indlvidusl differences,

There ahould be an actlive progrem of interpreting
the educational program o the community,
Included in this should bve a program of parente



(a)

(e)

(f)

(g)

{(n)

(1)
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teacher conferences to supplement other report-
ing procedures and opportunity for lay
participation in the development of educational
policies,

Utllization of community resources and purpose-
ful field trips to enrich the educational
program is encouraged.

At the elementary level, the administration should
endeavor to maintain a maximum class size of
thirty, beginning in the primary grades.

A planned progrem of evaluating the educational
program in terms of educational objectives should
be established and maintained with periodic
reports to the board as requested.

The administretion of the schools and classrooms
should enhance, through example and atmosphere,
the learning of democratic principles and the
development of democratic citlizenship.

Gounseling and guldance are considered integral
parts of the educational program,

Progress through the grades should be made a
matter of sge, maturation, social and civice
developnent, as well as achlevement in the basic
skills, (See Section VI, No, 643)
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2,4 Gul I or 1 ti

(a) &4l11 professional personucl of the district are
sxpected to adhero to the Irofessional Code of
Lthics of the Californle Yeachers Assocliation
a8 the basle gulde to profegsional conduct,
{3ee appendix L)

(b) 7The schools o not teach controversial issues
but rather provide opportunities for their
study. #or the public schools, polloy on
controversiual lssues ia dofineod in terms of the
rights of puplls rather than in terms of the
rights of Leachers. 1n the otudy of controversial
issues, puplils of uUixon Unified School Diatrict
have 8ix rights to be recognized:

1., 'the right to study any controversial lusue
whiich has political, economic, or soclal
aignificance and concerning which they
ahould beglin to have an opinion,

2. The right of free access to all revelant
information inoluding the materials that
circulate {resly in the comumunity.

3. The right to astudy under competent instruce
tion in an atnesphere free of bias and
pre judice.

h, The right to form and express thelr own
opinlons on oontroversi&ﬁ lasues without
Jeopardlzing their relatlions with the teacher
or the gohool.

5. Teacheps are responsible for providing
proper guidance in selesting toples for
digscussion ond study. OUnly those probleme
wnich are vital to pupils and in terms
suited to the degree of naturity of the
leargers and thelr capaclty for under-
standing concepts snd values should be
seleoctaed.

G. ‘the right to study current problems in a
classroom stmosphere based on the foundation
of positive lastruction toward a& beliefl
in the ideals and processes of Americsn
demociracy.
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{(c) In developing an adequate classroom program of
instruction, the governing board subscribes to
the following principles:

1. Control of a class is a prerequisite of
teaching and a first responslibility of
the teachers.,

2, HKnowledge of the pupils, their needs,
interests, and abilities is another
prerequisite to good teaching.

(d) Democratic procedures should be used in the
¢lassroom, Control is compatible with democracy,
and youth expect and want rules and regulations,
Democracy in the classroom includes: order and
control hased on reasonable and consistently
administered rules, respect for others and one-
self, cooperative planning, freedom com-
mensurate with the individual's ablility to
assune responsibility, and the provision of
opportunities for hoys and girls to take new
steps toward establishing self control as they
are ready.

2.5 Adult Educatlon

(a) Adult education courses may be offered in
aspproved subjects providing that there be
a minimum registration of 12, and that if
attendance drops below 12 for 2 consecutive
weeks, the course will bhe discontinued.

(b) Any exceptions to the attendance standards
must he approved by the governing board,
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CHAPIER III. POLICIES RELATING T0 THE SCHOOL SYSTEM AND
CENTRAL ADMINISTRBATION

Seotion 3.0 QOpganlization of the School uvystem and Central
Administration

{a) The schools of the district shall be
organized with reference to a unified
program of educetional and instructlonal
experiences. It shall he operated as
& single system under the directlon of
the superintendent of schools.

(b) The regular school year (for purposes
of instruction) shall consist of no
less than 175 days. Holidays shall
conform to the provisions of the
Edugation Code, except where the
governing board shall declare special
holldays.

(o) The term "central administration®
applies to those officers and to those
controls that operate over the school
system as a whole, or over & major
administrative division of the system,

fd) Central administrative services are
organized with the leadership of the
superintendent of schools who, &8 the
chief executive and administrative
officer of the governing bvoard, assumes
immediate charge of the entire school
system and all its divisions,
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3.2 Superintendent of Schools

(a)

(v)

(o)

(a)

(e)

(r)

(g)

(h)

The superintendent of schools has the following
responsibllities:

l. Serves as secretary to the board, and as
1ts chief executive and administrative
officer., He is responsible for keeping
the board informed and for providing two-
way communication between the board and
personnel of the district. He attends all
regular and special meetings of the board,
except when his position is being considered,

2. Makes recommendationto the board of
education on appointment of all personnel.

(a) He shall have the power to employ such
casual personnel as may be necessary
within the limits of budgetary pro-
visions. He shall be authorized to
employ substitute personnel when any
of the regular personnel are compelled
to be absent from their regular dutles,

Makes recommendations to the board of education
on matters of policy based upon cooperative
planning with the staff.

Administers the adopted polices of the hoard of
education,

Directs the preparation of and presents the
annual school budget for board consideration
and adoption,

Supervises the administration of all fiscal
matters relating to the school district.

Provides leadershlp in the efficient adminis-
tration of the schools in all its divisions and
delegates responsibllity and authority to the
members of the administrative staff.

Works with the community in planning and
interpreting the educational program and
encoursges school-community cooperation,.

Supplies information relative to school plant
needs and on approval of the board provides
leadership in developing new school plant
facilities., He is also responsible for achool



3.3 The following district personnel are directly

responsible to_ the superintendent of schools:

1,

TN

School principals

Nursing personnel

Central Office secretarial staff
Superintendent of Buildings, Grounds
and Transportation
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CHAPTER IV. POLICIES RELATING PO THE SCHOOL UNIT

Section 4,0 Organization of the School Unit

4,1 School Principal

(a)

(b)

(¢)

The superintendent recommends and the
board appoints qualifled persons as
school prinecipals. The school prinecipal
is the responsible administrator and the
profecsional leader of the achool.

The school principal is recognized as
being in direct oharge of the program
and all personnel regularly assigned to
his school, within the special provis-
ions regarding areas of dual control set
forth in thls document. He operates
within the framework of district policies
adopted by the governing board, the legal
requiréments, as stluplated in the
Education Code, and the Rules and
Regulations of the State Department of
Education,.

The school principal has the following
responsibilities:

1., Supervises instruction in the school.

2. Supervises all personnal assigned to
the school.

3. Organlzes committees to study the
educational program of the school.

L, Interprets district policies to the
school staff, and interprets school
problems to the administration,

5., Interprets the school progream to
parents, and cooperates with parents
in school and community projects.

6, Maintalns adequate records and
accounts,

7. Supervises the care and upkeep of
bulldings and grounds,
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11.
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Requisitions supplies and facllities,

Provides help for the staff and pupils
through avallable consultant servicew,

Evaluates all personnel assigned to the
dchool with annual recommendations to the
superintendent.

Performs such other duties as are assigned
by the superintendent.

(d) Supervising principals shall be on duty eleven
months of the year,
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4.2 ‘Jeagher Pargonnel

(a)

The teaching staff consists of regular teachers,
gspeclal teachers, substlitute teachers, part.
time teachers, and home teachers,

1. A regular bteacher is one who teaches &
regular subject, group of subjects, or grade
on & regular annual contract.

2. A special teacher is one who teaches one
or more speclal subjects or aotivities,
A speclal teacher has the same status as
regular classroom teachers wlthin the
district, He is directly responsible to
the school principal when assigned Lo a
partiocular school, In cuses where the
special teancher travels from school to
achool, he 1s responsgible to the school
principal when within a school and to the
director or coordinator of what particular
actlvity for assigned dutlies and general
supervislon,

3. A substitute teacher is one who is called
upon to fill temporary vacsncies in teaching
positionas,. substitute teachers in general
are required to possess the same qualificaw
tions as regular teachers.

h, A part-time tescher is one enployed for
less than a full assignment,

5. A home teacher is one who is employed to
teach physically handlcapped children in
thelr homes. The home teacher assumeg the
gtatus and the responsibllities as apply
to the positlon of a regular teacher,

6, A speocial teacher employed to teach remedial
reading, cerebral palsy, or mentally
retarded children assumes the status and
responaibilities of regular teachers in the
district as those responsibilitles apply
to the position., He is directly responsible
to the princlipal when working in e school.

7. & school counselor has a regular teacher's
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statue with time &ilocated in his work day
by the school principal for the perforsance
of counselor duties. uch duties shull be
copperatively developed by the counselor
with his principal or soneone designated
by hin,

(b) &4 teacher has the fellowing responsibilities:

l. Heoones famillsr with polleles and
procedurea that relete to his school duties.
Apsigned activitles are conducted in
conforaity with spproved polioles of the
boaprd, the rules and regulations of the
State bDepartuent of Education, and the
state law as found in the Educatlion Code.

2. +#lapns for professioual growth through
knowlng hieg puplls, thelr parents, the
gomimunity, and the teacher's flelid of
speclaligation; meets dlstrict requiresmernts
08 regerds in-sorvice education anid cone
mittee woprk; and utllizes supervisory and
suxiliiapry services provided Ly the school
districi and the community.

3. A0ts and spooks in conforoity with the highest
sbhical standard of the profession in
relsabionshly with parents, pupils, and cow
workera., (See appendix U-Code of Hthice
for Galifornia Teachers.)

4, Heeps such recourds and renders such
réports og are required by law or requested
by the principal or the superintendeunt.
Thig includes securing and renewing proper
oredentials,

5. HKeeps lnformed concerning new developments
in the {ield of education and partioulsrly
in his specifiic lield.

6, Istablighes and maintains c¢lassroom control,
order, md orgsnizatlion, The governluy
board regognlzesz control a8 belng a
prerequisite to the learning process and
order und orgenization ag prinary
respongibilities of the teacher.

7« Hifects the course of siudy asdopted by the
board of sdueation.
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Cares for and protects achool property and
efficlently uses school supplies and
equipment.

Keeps the principal informed concerning
matters affedting school policles and the
educational program,

Participates in professional or comnunity
school organizations and activities,

Attends regular or special meetings called
or authorized by the principal or the
superintendent.

Teachers are 1n direct charge of assigned
activities., They work with the leadershlp of the
principal and are responsible directly to him.

Complaints, grievances, or suggestions should
firgt be presented to the school principsl. If
gatisfactory adjustments are not made, these
courses are open:

1.

After notifying the prinecipal of intention
to do so, they may present their case in
writing to the superintendent for his
consideration after which it may, upon
request, be referred to the board of
education.



77
L,3 Superintendent of Buildings snd Grounds

(a) The superintendent of buildings and grounds is
dlrectly responsible to the superintendent for
the general conduct of his office. He shall
gerve ag technlcal consultant to the principal
on melintenance and operation problems. In
edministering custedial services, the principal
operates wlthin the general policies and
procedures governing naintenance and operation
established by the superintendent with the
approval of the governing board,

(b) The superintendent of buildings and grounds, in
addition to his regular custodial duties, has
the following responsiblilities!

1. Develops and submits assignments and working
schedulss to be apprecved by the principal,

2. Supervises the operation of school plant
facilities, including cleanliness, healthw
ful environment, and general appearance of
the school plant.

3. Provides custodlal service for community
functions held at the school.

b, Coordinates the work of the bus drivers,
gardeners, and malntenance nen.

5. Requisitions and supervises the use of
custodial suppllies.

6. Supervises the work of custodians.,
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POLICLIES RELATING 30 DISTRICT PERSONNEL



CHAPRER V. FOLICIRD HELATING 00 DISTRICY FERSOBREL
Section 5.0 Digirigt Personnel

Personnel of the district are divided
into two categorles - ¢ertificated and
vlussified.

(a)

(b)

{¢)

1.

Certificated employees ure those
whose dutles require the holdlng of
a valld certificeate lueued by the
shate of Californis.

Clagaified employees include sll
employees of the digtrict whose
epployment does not require certiw
fioatlion as one of its conditiona,

Probatlionary employees are defined as
follows:

1.

Certlflicsted employses holding a
regular credential are consgidered in
& probatlonary status during the
firast three (3) years of service.

Yarmonent and reguler employees are
defined as follows:

L.

Cartificated empluyees holding &
regular aredentisl are considered
pernunent upon cgompletion of thelr
third year of vontinued service to
the district unless otherwise
notifled by the governing board,

Hourly enployees include pert-time
and tenporary employces who ore
vmployed by the district on an
hourly boasis.
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Section 5.1 Appointment and Assignment of Personneil

(a}

(b)

(o)

(d)

(e)

(f)

(&)

(h)

(1)

T

Al) applicetions for positions are made
to the superintendent of schools,

The superintendent of schools recom-
mends, for governing board considera-
tion, those applicants whose qualifica-
tions for employment he has determined
from careful evaluation, Whenever
practicable, the superintendent shall
involve members of the staff in the
gselection of appllicants to be recom-
mended to the bhoard,

Persons are employed by the governing
bhoard, only on the basis of the
superintendent's recommendations.

Employees are selected on the basis of
merit only. The attempt to use any
personal or political influence by,

or on behalf of, an applicant may
warrant refusal of consideration for
employment.

Bus drivers are requlred %o pass the
pnysical examination every two years
as stipulated in the State Division of
Motor Vehicle Code.

Systematlic procedures shall be
eatablished in the district &s regards
the assignment, duties, and organizaw
tional relationships of district
personnel,

The superintendent of schools 1is
responsible for the asslignment of all
perscnnel in the district.

On or before May 1, the governing board
will notify contractual employees of
thelr election for employment for the
ensuing school year.

All changes in asslgnments of personnel
involving change In status or in salary
clasgification shall be submitted to the
governing board for approval,
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Persons already employed in the district may
apply for promotion to positions higher on the
scale when vacancles occur in these positions.
Other factors beiny equal, preference will be
given to personnel within the district applying
for the position,
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5.2 Prohation, Tenure, and Termination of Employment

(a)

{b)

(c)

Probation and Tenure., Newly contracted
teachers entering the system with a regular
Californla teaching oredentlial and on regular
classroom assignment shall be given probation-
ary status in accordance with the provision
and intent of the tenure law, {See Educ. Code)

All regular employees of the district are
required to submit a report of a satisfactory
chest X-ray to the personnel office one every
two (2) years or more often if the governing
board so determines by rule., (Educ. Code
#12915)

Evaluations. UThe governing board endorses a
continuous process of evaluatbing employees of
the district. The object of this evaluation
is to lmprove the quality of service in the
district; therefore, the evaluation will
utilize written criterisa and rating methods
that will essist individuals to improve their
ability. The criteria will be developed
through cooperative planning of employees and
the administration. Copies of the written
evaluation reporst will be given to the
individuals who are the subjects of the reports,

1, The Evaluation Procedure Policy:

(a) The besic policies and procedures
relative to evaluation shall be made
known to all personnel at the beginning
of their employment.

{v) A minimum of two evaluation conferences
per year for probationary teachers and
a minimum of one evaluation conference
per year for permanent teachers shall
be held with each employee by the
administrator responslible for the
supervision of that employee.

(c) The administrator making evalustions
shall observe the work of the employee
an adequate number of times to make a
falr and impartial evaluation.

(d) The first evaluation for probationary
personnel shall be diagnostic in nature
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snd shall include speciflc pertinent
suggestiona lfor the lauprovement of
teacher competeoncy., The first eveluation
conference shsll he held prlor to
Novenber 145. Jubsequent ovalualions
6noll also be dlagnostic and contain
gusgestions for lmprovement; they shall
6lso contaln statements concerning the
general competency of the employee
congeraed and the progress, growth, or
iwprovenent ncbed in terms of the
gugyestions made in the pregeding
svaluations, The final evaluation shall
be prior to March 15 unless speclal
arrangeents are mede.

(o) 'fhe evaluation conference shall he
reoorded, signed by voth parbles, and
filed In thal ewployee's oconfldential
file. (Seo “Yerminastion of Buployment)

(r} Any ewxployve may regquesti sdditionsl
evaiuntlong sad/or conferences and shall
be granted all possible assistance in
lepraving his services to the dlatrict,

() Hach tenure tescher shall have a
minimun of one ohgervation«evaluation
per year,

Lnployees are encourazed to form or Jjoin such
racognized organizetlions, committees, or othep
groups a3 will promobe the welfare of the
district and its enployees.

Policien prelating Lo termination of employment
are a3 follows:

1. dvertificated jersonrel whose performance
during any year of thelr probastionary period
has been dJdeemod not o qualify them for
reanployment, Wwill be notéfled on or beflore
Hag 15, of the board'y declsion not to re-
ainplgy them fopr the enoulng year. (See
2uo. Code [13443)

2. Clossifled emplojees will bo given two (2)
weaks notlice of intentlon on the part of the
district Lo terminate their services with the
excepbions stipulsied in section bepagebl,
oueh employess acs required to glve the dlstriot
the sane couslderatlon shen resligning.
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designation or leaving the employment of
the district without the required notice
will be sufficient cause to withhold
accunulaled vacation pay.

ihe following personnel procedures apply
to the disamissal of persounel:

(a) <Classified employees may be dlsmissed
and certificated employees suspended
innedliately for the following causes:
vriuking alcoholic beverages on the
job; dereliction of duty; wilful dis-
regard of orders; evidence of moral
turpitude, or intentional violation
of district pollicies.

(b) As a general rule aa employece will
bo given written indication of
unsatislactory perforaance or of other
conditions which would result in
digmissal in sufficient time L0 permit
him to correct the unsatisfactory
condition,

(¢) Should hoard members question the
advisabillty of continuing the services
of an exployee, they will request the
superinteadent of schools to conduct
an investigation of the case.

(d) Hequests, suggestions, eriticisms, or
complaints of employees should be made
by them through proper prousdures,
(See Sec. IV, page ?6~d§

(e} The woard and/or the superintendent
may grant a hearing to any person
involved in dismissal proceedings who
rejuests such a hearing. Such requests
are made Lhrough the superintendent of
schools.

(f) Attempts by an employee of the district
Lo briug pressure to bear on the govern-
ing board or on an individual member in
order to affect a dismissal action
shiz1l be conslidered unprofessional
conduct and may be considered grounds
for terminating the hearing.
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(g) Public statement by members of the
board and this adminlstration of reas-
ons for dismissal shall be avolided,
(See Educ, Code)

(n) Procedures which apply to the dismis-
sal of permanent certiflcated
employees are those which are
specified in Sections 13404.13408
of the Education Code.

(f) Policies relating to retirement are as follows:

1.

Teachers and other certificated persons

are by law members of the State Teachers
Retirement System. Normally the distrioct
will not continue the employemént of a
certificated employee after the fliscal year
in which the employee reaches the age of
sixty~five (65). Exceptions to this policy
may be made by the board of educatlon where
retention will be to the bhenefit of the
children of the district. It shall be
mandatory that no one be employed upon
reaching the age of 70,

Classified employees are participants in
the State Employees Retirement Plan., The
district pelicy is that of normal retire-
ment at the age of sixty~five (65}, and
?$g7ulaory retirement at the age of seventy
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5.3 Duty and Absence From Duty

(a)

(v)

(e)

(d)

(e)

The governing board will annually establish

a school calendar for the guldance of district
personnel, This calendar wlll specify regular
school days, legal holidays, local hollidays
declared. by the governing board, and school
vacation periods. (For legal holidays, see
Education Code). Absences for holldays other
than those 1llsted on the school calendar and
approved by the governing board will be
charged a&s personal business and no pay
allowed,

All classified employeea shall work forty

(40) hours per week with the exception of

those employed on a part-time basis, Classifled
employees will be expected to render additional
service as requested by the administrators and
are to be compensated for such service,

Adminigtrators will establish regular dally
and weekly working hours and will clearly
define duties and responsibilities for
classified employees assigned to them.

Beocause teachers and other certificated pesrson-
nel render a professional service, it 1s not
possible nor would it be desirable to designate
in advance for the entire district the length
of the work day or work week. It will there-
fore be within the discretion of each school
principal to set the hours on duty expected of
teachers, keeping in mind the following
criteria:

1. Teachers on full day sessions will be on
duty at 8:30 in the morning and generally,
will remain on duty until 4:00 P.M.

(1) Certificated personnel are entitled to
yearly sick leave at the rate of bten (10) days
per year of employment, (2) Classified
employees are entitled to sick leave at the
rate of twelve (12) days per year., (3) In
both cases, there is no limit as to acounula-
tion. (&) All employees are covered by State
Compensation Insurance for injury in the line
of duty.
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1. District personnel absent from duty on
sick leave may be regquired to present
proof of illness after an absence to
qualify for pay during the absence,

2., The distriet will pey regularly employed
certificated personnel the difference
between thelr salary and that of the
substitute for a period not to exceed
five (5) school months when absence is
caused by illness or acecident and when
gick leave benefits have been consumed,
(See Educ. Code #134609)

Pollcias relating to leaves of ahsence other
than illness are as follows:

1, Every person employed full time by the
Dixon Unifled School District is entitled
to as much as three days leave of absence
for the death of any member of his im-
mediate family and to such addltional days
therefor as the governling board of the

distreit may allow. "Member of his family,®

a8 used in this section, means the mother,
father, mother«in-law, father-in-law,
husband, wife, son, daughter, brother,
slster, brother-in.law, sister-in-law, of
the employee or any relative living in
the immediate household of the employse,.
(Educ. Code Seotions #13470.13651.4 and
#13454)

2., The Board shall grant a certificated employee
who is an expeotant mother (leave of absence

without pay),

{(a) The certificated employee may work

in the classroom as long as her physical

condition permits her tc¢ fulfill her
duties in the classroom up to 3 months
prior to the antlcipated delivery at
whioch time her maternity leave will
commerice., A letter from her physician
te the governing board of the district

may be requested stating the anticipated

delivery date., With written consent
from her physiclan, stating she is
physically able to perform her dutles



(b)

(c)

(d)

(e)

and that she would suffer no injurious
effects from continuing work, the
governing board may permit her to
continue working for an additional
perlod. Maternity leave may be granted
prior to the three month period if

in the judgment of the school adminis.
trator her condlition doss not permit
her to properly perform her classroom
duties, The governing board reserves
the right to require a physical fitness
recommendation from a doctor in cases
of dlsagreement &g to her fltness to
gerve.

Certificated employees may return to
their positions 6 weeks following the
birth of the child if they deslire, and
if they are physically capable., A
recommendation from a physiclan shall
be required by thé district, in order
to return to work before the 6 weeks
has elapsed.

The certificated employee shall indicate
in writing one of the following courses
of action she plans to follow before

her maternity leave is begun,

l. Heturn t¢ her classroom for the
remainder of her current contract,

2. Request leave for the remainder
of the current school term or a
portion thereof,

3. Resign from the school district
effective at end of maternity
leave,

If the certificated employee does not
return to her position upon the ces-
sation of her sick leave and maternity
lsave, the Governing Board will assume
that she has resigned her position
effective at the beginning of the
maternity leave unless ghe has acted
in accordance with Sec, (¢},

Certificated personnel must iInform the
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district if they are interested in
re~employnment for the next school
year.,

To protect the district, personnel
on maternity lesve will be given
automatic dismissal notices on NHay
1 of the ourrent contract unless
thoy have a conference with the
Juperintendent oc¢ have expressed
thelr cholce according to this
gection, This sction of dismissal
wWill be taken only if & resignation
or other decision has not been given
to the school district in writing
prior to Hay 1 of the current year,

Two days emergency leave may be grented to
personnel who have serious lllness or other
enmergenoy in the lmmediate family, Im-
mediate family is defined ms: mother,
father, husbvand, wife, son, daughter,
brother, aister of the employee.

(g)

Policlies relating to vacations end
hollidays are a8 follows:

1. Hegular employees paid on a
monthly besis will receive pay
lor declared holildays when they
fall within the period of the
employee service. When legal
holidays fall on sunday, the
fondey following shall be cone-
sidered & holiday for all
employees, VWhen legal holldays
fall on Seturday, no additional
compensation will be pald and
no extra holidays will be given,
Additional holidays may be granted
only by the action of the govern-
ing board.
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5.4 Certificated Salary Policies and Schedules

(a)

{b)

(e)

(a)

(e)

(£)

(g)

The purpose of the district salary policles is
to attract to the district and to retaln the
best type of professional persons. This
requires the development of definite wriltten
salary schedules which are based on training
and experience, and which provide for
systematic advance in salary for each person
a8 he satlsfies professional growth require-
ments.

The salary schedules for certificated person-
nel will be developed in terms of an ammual
salary for each certificated person., There
will be a single salary schedule for teaching
personnel, both elementary and secondary.

The salary schedules will be developed through
cooperat.ive action of the board, the
administration, and the teachers. The district's
ovn needs and resources will be the primary con-
sideration in working out the salary schedules,:
although guidance may be sgsought through study

of the salary schedules and position definitions
used by comparable districts., Sex, race, or
creed will not be used as factors in developing
salary sohedules.

3chedules will be reviewed periodically. When
new or revised schedules are adopted, whlich
involve changes in placement on the schedule,
no presently employed person will be down-
graded on the salary schedule.

The selary schedules will contain a class or
position title {(e.g.,, teacher, principal,
coordinator) to which an employee will be
agsigned, and within each class a number of
steps which provide salary increments for
service and professional growth.

Placement of an individual on a schedule will
be made on the basis of his training end
experience, The schedule will provide for
differential placement of teachers with regular
and those with provisional credentials.

Advancenent on a schedule will be made on the
basis of evidence of professionsl growth
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furnished by each certificated employee,

{(h) The superintendent will determine placement
and advancement of persons on the schedule.
Changes in placement from one class to an-
other will become effective at a fixed date
in each fiscal year,

(1) Work loads of personnel will be equalized
as nuch as posslble in order to eliminate
extra pay for additlonal duties,

(3) Por travel provisions, see Appehdix E,

5.5 gClassified Salary Policies and Schedules

(a) Payment of classified personnel employed on &
calendar month basis will bhe as early as
possible during the first week following the
last day of the month in which the salary ls
earned,

(b) Overtime pay will be paid only when the
principal or sSuperintendent of Building,
Grounds and Transportation has obtained
appfoval from the district administrative
office,

(e¢) A salary schedule for the various classifica-
tions of slassified employees in the district
shall be established, (See Appendix F)
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CHAPTER VI. POLICIES RELATING T0 PUPIL PERSONNEL
Section 6.0 Pupi) Personnel

6.1 Attendance Hegulations

(a) Pupils are admitted under the following
provisions:

1, IDvery child between the ages of
eight and sicteen years, unless
exempt under state law, must attend
public school full time. (See
Edue, ©Code #12101)

2. The prlncipal is the chlefl attendance
officer in each school, All
problens are questions regarding
attendance and pupil placement are
referred to him or the person to
whom he has delegated specific
responeibility.

3. Children shall be admitted to
kindergarten if they will bve four
years and nine months of age on
or before September 1 of the current
school year, or were four years old
by December 2 of the preceding
year, (See Educ. Code #5254)

Iy, Children shall be admitted to the
flrst grade if they will be five
years and ne months on or before
September 1 of the current school
Yyear, or were five years old by
December 2, of the preceding year.
(See Educ. Code #5301)

5. By specisl action of the board of
educatlion, children who were of the
requlred age in September may enroll
In kindergarten at any time during
the year, Children may enroll in
firat grade at any time during the
school year provided they show
abllity to do the necessary work as
determined by the school administra-
tion,
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6., Parents shall be required to furnish
documentary evidence at the time of
enrollment, of the birth date of a
child wno is entering Dixon Schools
in kindergarten #nd first grade for the
first time. Such evidence shall be
recorded on the cumulative record.
Parents shall furnish documentary
evidence of birth of any child in
school if the administration deems it
necessary,

7. The name of the child as recorded on
the birth certificate shall be used on
all school records.

8. A pupil who wishes to attend the schools
of this distriect, but does not reside
here, must secure an interdistrict
transfer through the offlce of the
superintendent of schools. 3imilar
action is necessary for pupils residing
in this district and deslring to attend
school in another district. The school
district &f residence inltiates the
transfer., (Bd. Code #10801)

9. No inter-district attendance agreement
will be entered into where the Dixon
Unified School District pays anything
over the gtate ADA apportlonment.,

(b) Policies relating to the attendance of pupils

1. The governing board excludes any child
of filthy or vicious habits or any child
suffering from a contaglous or infectlous
disease, (See Educ., Code #10552)

2. The governing board excludes from regular
classes any child whose ph¥sical or mental
dlisability is such as %o cause his
attendance to be inimical to the welfare
of other puplls. (5ee Educ. Code #10553)

3., Before exclusion is recommended to the
board, & thorough study will be made
of the case and every reasonable effort
will be made to provide for the pupil.
A written report must be prepared on
each exclusion case,
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6.2 Right of Pupil

(a)

(b)

(o)

(a)

All pupile shall be required to leave their
clagsrooms during the intermission at noon
and during recess, except where thls would
endanggg health., (Admin, Code, Title 5,
Ses,

Fuplls may be detalined in school for
disciplinary reasons for not more than one
hour after the ¢lose of the maximum school
day. 4Any problems relating to bus transe-
portation, where it applies, must be
resolved bhefore such disgiplinary action
is taken,

Teachars gshall not require puplls to perform
Janitorial or other services which may be
detrimental to health. (Admin. Code,

Title 5, Sea. 23)

Personal and academic information regard-
ing pupils is to be treated as confidential
by all district personnel,
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6.3 Duties of Pupils

(a) All pipils shall comply with regulations
of the school district, pursue the
required course of study, and submit to the
authorlity of the teachers of the schools,
(See Dduc. Codse #10609)

(b) ALl pupils wno go to school without proper
attention having been given to personsl
oleanliness or neatnesg of dress may be
gent howme to he properly prepared for
school or shall be required to prepare
thenselves for the classroom before
entering., Every school bulilding shall be
provided with sanitary equipment for
rersonusl cleanliness,

(6} No pupils while infected with any contagilous
or infectious disease shall be allowed to
rensin in any of the publle schools (Admin.
Code, Title ?, See, 635) (See Exclusion of
Pupils 613,11

(d) Pupils may not bring other children with
them to sc¢hool as vigitors without prior
approval of the principal.

(e) Fupils mway not use school talephones
except in emergencies,

(f) Pupils who deface, damage, or destroy any
school propeviy shall be liable to
sugpension or expulsion, according to the
nature of the offense, (See lduc. Code
#10606)

(g) Pupils sholl papbticipate in fire and
emargency 4rills, (S5ee Fduc. Code #12002)

(h} No pupil, parent, guerdian, or other
person shall unbraid, insult, or abuse any
school disirict personnel, {See rduc.
Code #13559)

(1)} Parents and pupils sheuld feel free to
carry t0 the school principal any problems
or complelints relative to pupll-teacher
relations, questions of conduct, ordher
school matlers involving the welfare of the
child,
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6.4 Corporal Funishment

(a)

(b)

Corporal punishment which is sanctioned by
law may be administered to the pupll after
milder measures have falled and after the
nature of the offense has been explalined
to the pupll., In administering it the
hand, a light strap, or paddle shall be
used end only in such a manner as not to
inflict lasting marks, It shall bhe
adninistered in the presence of one or
nore adult witnesses, Teachers or
sdministrators are not forbldden the right
to lay hsnds upon a pupil, but, in doing
80, will use reason and restraint and
shall not strike & child on or about the
head.,

Pollcies relating to suspension and
expulsion are as follows:

1. Prupils are expelled only by actlon of
the governling board of the school
district. Dxpulsion is used only
after all school resources have been
used $o0 no avail and/or when the
general welfare and educational
opportunities for the majority of
pupils will unduly suffer 1f the
individual pupll is retalned in the
school situation,

2, Puplls will be suspended by the school
princlipal.

3. The period of suspension shall not be
reater than two consecutive weeks,
See Rduc. Code #10607)

%. General csuses for suspension include
among other things wilful disobedience;
defiance of the suthority of a teacher;
profanity or vulgarity; smoking
cigaretts or having cigarettes upon
school premises; defacing or otherwise
injuring school property; membership
in any secret fraternity, sorority, or
club; violation of distriet or school
policies; promoting or encouraging a
fight;, intimidating other pupils; and
truancy, or encouraging others to
Lruancy.
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Sugpension is usually for the purpose
of providing time for the parents,
pupils, and the school administrators
to meet together, conglider behavior
problems and their causes, and to come
to common agreement on ways and means
whereby such behavior will not occcur
again,

(a) All suspenslons will be reported
immediately to the superintendent's
office. Honthly reports of sus-
penslone will be made to the
governing board,

(b) Suspension may be used for
discliplinary purposes, provided a
parent«conference is included as
part of the procedure and agree-
ment ia reached that suspension
will constitute disciplinary action
in the mindéd of the pupil.

{(c) 1In the oase of continued misbehavior
after a pupil has been suspended
during a school year, and with the
required psrent-counference as part
of eaoh suspension, the principal
of the school may develop a summary
of the case, with reocommnendations
where desired, and submit the report
to the superintendent for his and/
or board consideration, It 1s
agsumed that prior to this action
all avalleble resourges of the
school dlstriet will have been used
in solving the problem.

Immediate referrals to the superintendent
and/or board for uction shall be mzde in
cages involving particlpation in gang
activity; poasession of any type of
weapon, including knives, knuockles, can
openerg, and the like; wilful disrespeoct
or abuse of a teacher or any other school
employee; possession of liquor or
narcotics; sex activities as stated in
the Fenal Code; or any other conduct in
conduct in or out of gchool where the
presence of the pupil in the school
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situation could be inimicable to the
welfare of the student body. The pupil
committing such offenses shall be
suspended imrediately.

7. Appeal may bs nede in case of suspension
or expulsion to the superintendent of
gohools and in turn to the board of
eduocation,

Policles relating to promotion are as
follows:

1. It is expected that the majority of
pupils will be well-adjusted in school
and under competent instructlion will
move through the adopted course of
study at the rate of one grade a year.

2, 1t is recognized that occaslionally
children, Wwouause of health problems,
irregular attendance, imuaturity for
age, or other reasgons, have difficulty
in mastering the avademic phases of the
school program and will profit more from
school if retained one grade, In a
cage whers thils appears to be the
sltuation, the parents should be called
in for special consultation. VWhile
final suthority for sgsignment of the
puplil must rest with the school, a
paprent-teacher conference should precede
retention and preferably thers should
be parent.teacher agreement that reten-
tion is desirable before the pupil is
retained for a second year in any grade.

3. The needs of some pupils who are advanced
in their academic work and who are soclale
ly mature for their age may bve met more
effectively if the puplls are accelerated
cne grade. A parent.teascher conference
should precede.. a decision to adcelerate
a pupll and prior parental approval of
the speclial promotlion ig desirable.

4, Hetention or acceleration of two years
or more should be rare, and such an
adjustment should be made only after a
ver{ careful study of the needs of the
child.
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5. Students shall be granted a diploma of
graduation from high school upon the recome
mendation of the principal and superintendent
and upon the completion of course and unit
requirements as established by the Dixon
Uniflied 5chool Distriet Board of Education

(d) Pupils enroute to or from, or in attendance at,
school functions are subject to the authority of
the school,
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6.5 Heelth and Safety Provisio

(a)

{b)

{c)

(a)

(e)

(£)

Zach school shall provide for first ald, vac-
cinations, inspections, and for other health
services made avallable by the hoard of education,

1. 1t 18 the policy of the distriet to provide
for a program of health examinations, inolud-
ing vislon and hearing tests. Parents
obgeoting to suoh examinations must flle a
written statement with the principal. Any
pupil exempted from health exeminations may
be excluded from school when suspected of a
contaglous dlsease by the school prineipal.

2, 7Teachers are expacted to make daily health
observations of all puplls in their roonms,

‘The principal of each school is responsible for
establishing and maintaining health and safety

standards and procedures in accordancs with the
lawa of the state and the policies of the board
of edueation,

Persons other than properly recognized offlicers
of the law do not have legal right to interview
pupils in the school, or to cause thelir removal
from the school except by special permission of
the parents. A pupil may be renovad from school
by a legal officer on the presentation of a
warrant or subpoena. In any case, parents are
to be notlified os zoon &8s posgsible.

1. Guestioning of puplilis at school by leglitimate
law enforcenment officers must bhe done under
the superviaion of the principal or his
repregentative,

No unauthorized persons shall be permitited to
loiter on or ahout the school grounds,

Pire drills shall be conducted at least once a
month under the principal's supervision.

Policles relating to protection ageinst kidnapping
and sex offenders are as follows:

l, 4Any suspicious persons at or near the school
are to e reported to the principal and to
the pollcé if it seems wise. All pupils and
staff share responsibility in this matter.
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2. A ohilld is to be released from school durlng
school hours only upon parental request and
to persons asuthorized by the parent whome
the principal believes toc be vonaflde.

3. Every precaution is to be taken to make sure
that a telephone request for a child to be
sent home is made by & responsible person
before the pupll is permitted tc leave gchool.

4, In the case of marital difficulty where one
parent provides evidence of legal custody
granted by the court and has requested that
his chlld not be permitted to leave with the
other parent, hls request is Lo be enforced.

6.6 Transportation (See also Chapter VIII, No. 8.7)

(a)

(b)

(c)

(d)

{e)

(r)

Pupils attending the public schools of the district
are entlitled to use the transportation facilitles
in accordance with the provisions and services
established by the governing board of the district
and set forth herein under business policies.

Parents and other concerned persons will be kept
informed regarding pupil transportation policiles
and regulations,

School buses shall be operated by persons posses-
sing the qualifications required by the sState Board
of Education, the State Department of Motor Vehilcles,
and the County Board of Education. .

Pupils must come to designated stops for bus service,
At no time, except in emergencies, will buses stop
at other than established bus stops.

Disorderly conduct, as outlined in the State Depart-
ment of Lducatlon Regulations, is congidered
sufficlent reason to deny transportation to any
pupil. Denisl of this gervice will be the
regponsiblility of the principal.

Pupils will not he permitted to get on or off the
bus a4t & stop ¢ther than their regular one, unless
a written request for each special occasion is
sent by the parent.
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6.7 Student Organizations and Activities

(a)

(b)

(e¢)

(a)

(e)

In accordance with, and within the limitations
set forth in the Education Code of California,
the governing board may authorize any organiza-
tion composed entirely of pupils attending the
schools of the distriot to maintain activitles
recelving the approval of the governing board.

The establishment of student body organlizations
in the Dixon Unifled School District is ap-
proved. They must operate within the policles
of the board, belng subject to thelir control
and regulations as stipulated in the Education
Code.

Any student organization formed under the
authority of thege rules and regulations shall
have as 1ts purpose the conduct of activities on
behalf of the students, approved by the school
principal or his representative provided such
activitles are not in conflick with the authority
and responsibility of the governing board and/or
the administrative staff,

The governing board shall approve the constitu-
tion and by~laws of all student body
organizations. (See Educ. Code #10701)

General provisions relating to student organlza-
tions are as follows:

1. Any student body orgasnization may be granted
the use of school premises and properties
without charge, subject to such regulations
as may be established by the governing board
of the school district,

2. School clubs and organizations may not be
of a secret nature or dliacriminatory in any
wey.

3. Student organizations, actlivitles, and student
government must be under adequate faculty
supervision, and must operate according to
policlies of the governing board and the
administration,

4k, Student organizations and student government
are respongible at all times to the school
principal, who 18 reaponsible to the super-
intendent and the board for all aspects of the
sochool program.
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“here sbhell e no sohool uactivities,
rehearsals, or pragtices on unday except
with the prior approval of the superintendent
of aochools.

iigh school sludenits may not attend elementary
achool dances and elementury students may not
attend high school danges.

fmy funds eallecbed and held by a8 sohool
organization shall be reporied te the supar.
intendent, at lutervals designated by him and
will be gsubject to sudit on osll.

6.8 Financiul Provisions

(a) Folicies relating t¢ student vody funds are as
Follows:

1.

3.

G.

wtudent body organizations may collect and
axpendi monsy as authorized and approved by
the hoard of educatlon.

the gollection and disbursement of f{unds
shall be done according to procedurss
astablished by the superintendent of schools.

“he estublishment of petty oash funds is
hereby authorized, sublect to established
policies asnd prooeduresn.

= tudents or employoes expending or disburs-
ing funds in violation of estabiished proced-
ures shall Le held personally responsible,
and suoh expenditures will not be deoemed the
responsibility of the district or of the
board of edugatlon of the dlstrict,

in geasral, in any given year, the principle
will be followed thai the receipts and
axpenditures of o student organization or of
Lhe Lesooisbed tudent Body shuall be so
handled that large reserves do not build up
ovor & period of' yours,

Sbudent oprganizations will not be permitted
to acquire ownershiypy oif Tixed assets. Honey
raised by student orgsnlzations must be
grpendod lsparilally for the bonelit of the
students,
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{b) Policies relabing to general financial provisions
are as follows:

1. The district provides 211 usual and necessary
books, supplles, and equipment free of charge.
(Jee Chapter VIII, (4))

2. o pupll shall be reguired to pay any fee,
deposit, or cther charge not specifically
authorized by law. (See Admin. Code)

3. Aotual cost charges may be made on materlals
required for a projlect selected by a pupil
as part of regular clagsroom instruction.
Such a projeot will be consldered the pos-
gassion of the pupil.

4, VProvisions will be made in all courses where
projects are requlred so that any pupll may
neet all requirements of the course with the
use of materials provided by the school
distriet, OSuch project made with distriot-
ovned materials will remain the possession
of the school district.

5. Teachers mey not accept remuneration of any
kind for private instruction of puplls
enrolled in their regular school classes.
Lxoeptions may be made to this by board
action,

6. No ¢ollsctlion of money from puplils or
parents is permitted except with the prior
approvel of the school principal.

7. A1l gifts mede by patrons or puplls to a
school or a c¢lussroom must be accepted by
the governing voard. Such gifte bscome
district property and not the property of a
particulur school or classroom, (See Chapter
ViiI, 6)

8., Wilful or malicious destruction of property
by & pupll shall be chargeable to his
parents,
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CHAPTER VII,

Section 7.0 Oprgs

7.1

FOLICIES HELATING PO EDUCATIONAL SERVICES

Bajor Positionsg - Curriculer Services

{e}

fHpecial teachers enjoy the seme status
ag regular classroom teachers wlfthin the
district. They are directly responsible
to the school principal when assigned to
& particular school. In cases where the
special teacher travels from school to
gohool, he is responsidvlie o the school
principal when within o school,
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(a) The guidance cocordinator has the following
respongibilities:

1.

2,

3.

8.

9.

10,

11,

Provides leadership to the guidance program,
working with principals, teachers and parents
on guidance referrals and oonducting ocase
gbtudlies as needed.

Serves &8s & consultant in guidance and
testing matters, including ourriocular plan-
ning for the gifted, elow learner, and
nentally retarded.

Coordinates welfare efforts &s they relate
to pupils and the school.

Assiste in the selection of professional
materials and in the in.gervice education
program for teachers, as guidanoce is
involved,

Works with groups and individual staff
membors and provides leadership in studiea
and research relating to understanding the
ochild and providing for children with
special needs.

Coordinates achlevement and abllity teasting
for the distriet and oconducts related
reasarch,

Works with teachers, counselors, and
principals in adminiataring and evaluating
teat datea,

Maintaine files of sample tests and works
with ocomml.tees and teachers in the selection
of tests for individual and group testing.

Aspigts in the community relations program
aB it relates to guldance including reporting
to parents.

Keeps ndequate records of guidance and at-
tendance and makes reports as requested.

Parforms such other functions as may be
asgsigned.
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The guidance coordinator is directly
reaponsible to the superintendent. He
serves in a consultant capacity to
principale and classroom teachers on
guidance.

{b) The school nurse has the following responsibili.

ties!

1.

2.

8.

Works with administrators and others as a
consultant in defining the health needs of
the pupils of the gohool dletrict and In
planning the health education program and
health polioies needed to meet those needs,.
She also helps to interpret the policies
of the governing board as they relate to
the health program of the school district,

Partloipates in the in-service education of
the school staff and in theacher«nurse
conferences.

Apsists teachers ln screening children for
medical examinations and interprets findings
of such examinations.

Particlpates in community-home relations
program in matters relating to health with
the leadershlp of the school principal.
She makes home visite as requested by the
prineipal.

Hakes routine health appralsals of all
children and of special health problems
by referral,

Agsists in controlling communicable
diseases and makes necessary reports to the
County Health Department,

Keeps an adequate system of reference
records and assists in health surveys and
research,

Provides information on community and county
health resources and keeps the administration
informed on trends and best practices in her
field of speoialization.
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9.

10.

11.
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Keeps the principal informed of the health
services bhelng rendered to the children of
his school.

Performs such other funotions as may be
asgigned.

The principal shall assume responsibility for
all aspects of the health program in his
school., The schoecl nurse will work with his
leadgrshig in the fulfilliment of her functions
as egtablished by the governing hoard of the
school diastrict. In effeoting the achool
health program, the principal will operate
within the 1imits set by the governing board.
She is directly responsidle to the sohool
principal when within a school and to the
superintendent of the disirict as a whole,

General Provisions - Currigular Services

(a)

Thege services are devotsd to improving instruce
tion through improving instructional procedures,
through planning and coordinating curricular and
in-service education activities, through co-
ordinating the use of currioculer materials,
through planning with administrative personnel
and other groups for educational program, and
through serving as liaison between the distrloet
and county staff and other proups and agencies.
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(d)

{e)
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Pield consultants, inoluding speclalists in audio-
visual, guldsnce, librery, currioulum, heslth,

and other servieces provided by the County
Superintendent of Sohools and outelde aources,
when in the dlstriot will work with the leader-
ship of the superintendent, on a consultant bvasls
to teachers, edministrators, and other concerned
peraons, regarding school matters.

Any oonsultant, when working in a partioular
nagge%, is pesponsible to the principal of that
school,

Outside consultants will be engaged by the board
of stuoation as needed.

Consultants will not partiocipate in the evalustion
of teachers. They may advise with principals
concerning indlvidual teachers strengths and
weaknesses in teras of developing & program of
individual teacher growth.

All contractuasl relationships with county services
will be reviewdd annually.
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(a)

{b)

(o)
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¥at

Curricular materials services include library
end audiovisuel services contracted for and/or
provided by thd district, and such other services
A8 are necassary to previda_materlale egsential
to the realization of the educational objectives
and program adopted by the governing hoard,

Library services are designed to provide all
pupils of the district with a rich environment of
reading materials sulted t0 thelir individual needs
and interests. 7o achleve this end, the district
will make provision to purchase its own materlials
and/or contract for the service with the proper
agengy esud take full edvaentage of atate provided
and free or insxpensive maberials.

i. Where library services are provided by the
County Superintendsnt of Schools, plang for
these services will be developed cooperatively
with the proper suthorities and will include
polialies relating to the gontrol of materials,
to library materlials and services provided by
the digtriot, and to a plan leading toward
the organization and development of adequate
iibrgry materials and services at the district

ovel,

2. It will be the general policy of the district
to budget wmoney annuslly to guarantee an
adequate and up-to-date library program for
ths dlstrict, according to accepted pro.
fesalonal atandards.

3. It will ve the poliocy of the governing bvoard
to make provision for professional reading
materials which mre adequate to meet the

owth needs of professionsl personnel, Each
ibrarian will be responsible for profes-
?1gnal materials purchased for her school
ur. .

Audiovisusl gervices inolude distrioct audiow
visual materisls and e§uipmont egeentlial to the
educstional program. Included are such items as
films and projectors; flat plctures, prints, and
meps; records, phonograph and transcriptlon
equipment; moésls and oharts, ete. This servioce
includes the procurement, distribution, mainten.
ance, &and acoounting of all such materials, as
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well as the effective use of such materials in
the educational progran.

1. Audlo-visual gervicea on a contractual basis
with the County Superintendent of Schools'
office 1z hereby authorized.

2. Essential audlo~visual materials and equipw
ment not provided by the county service wlll
be purchased by the distriet,

3. The Individual scheol principal is
ragponsible for plamning for the efficient
use and care of audio~visual materials and
squipment assigned to hls school,
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upil personnel services inolude heslth, guldance,
and spscial education services Qeslgned to assist
all pupils in achleving maximum physical, mental,
emotiongl, and soolal adjustment.

Guidance services inplude services dlirscted %o
improve the adjustment of all pupils in their
mental, emotional, and soclial environment.

1. The program of guldanse services will be
direoted toward the bhest possible mental,
emotional, and soolal adjustments of all
pupils. éuah servioes include systematie
inventories of essential informetion concerns
ing each pupil, ocounseling, orlentation, and
pupil placement case studies of spscifiec
pupils, and speclal testing as required.

2. The principal 1s responsible for the
orgenization end development of the guldence
program &n his school.

3. Eaoh teacher has guldance responsibillities
for ell his pupils.

b, Principals will meke full use of guldance
services available at the district level and
from sgenclies outgide the distriet,

5. Guidence services shall be primarily
preventive in nature.

6. Guldance services shall be closely correlated
with health and gurriocular servioes.

7. All adjustment problems of pupils, including
attendance probvlems, will be approached from
2 guldsnce point of view, \.e., the identifica-
tion of actuel behavior and causes behind it,
with close cooeperatlion between the homs and
school wheres poseible.

Sehool health services include the provision of
& program of eotivities that contribute to the
underatanding, maintenance, snd improvement of
the health of puplils and aschool personnel., This
program includes health and safety education and
healthful sohool living.
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(e)

g~

Special education services are for the purpose
of providing for needs of exoeptional ohlldren.
These include services for physically and
mentally handioapred, gifted children, and the
emotionally dlsturbed.

1,

The superintendent will make provisions for
identifyling exceptional children in the
districet and for recommending ways by which
the district can meet their edupsational
needs.

Polioies relating to special training classes
are as follows:

1.

3.

It will be the general policy to require
children to have attained & chronologicel
age of eight years or more to qualify for
specisl tralning olass,

Only those children who will profit from the
type of educational experience offersad will
be admitted or continued in the apecial
training c¢lass.

It will be the policy of the distriet to
engourage the placement of mentally reterded
children below the age of eight years in
group experiences, where possible, prior to
entry into the speclisal training class,

Children who qualify for special training
mey be assigned only upon the consent of
their parent .
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CHAPTER VIII. POLICIES RELATING TO BUSINESS SERVICES
Section 8,0 DBuginess Serviges

8.2 Budgeting and Reporting

(a) The annual budget will be prepared and
adopted in accordance with provisions
of the Education Code 1551,

(b) The budget will be based upon the
sducational and financial needs of the
district as cooperatively identified by
the district superintendent with his staff
and other interested persons.

{6) The expenditures for any fiscal year
should not exceed the anticipated income,

(d) The budget shall be revised periodically
80 as to provide a true relationship
between currently known income and
expendlitures.

(¢) The administration will keep the board
informed of the various sources of in-
come avallable for meeting the educational
needs of the distriet.

(f) The guldelines for the preparation and
administration of the budget are as
follows:

1. The budget, its preparation, snd its
administration, represent the
financial in erpretation of the
educational phllosophy of the district.

2. In the preparation and administration
of the budget, staff repregentation
and partiocipation is essential,

3. Budgetary requests and allocations
wilil be made with the educational
welfare of all pupils belng the major
conslderation,
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The budget must provide an opportunity feor
educational leadershlp in each school so
that programs may vapry within an accepted
framework which provides equality of
sducational opportunity.

In the finel preparation and in the adminls-
tration of the budget, it is the responsiblle
ity of the superintendent to make certain
that the expsndlitures for & given ysar not
exceed the entiocipated and actuasl inconme.

A contlinuous and ocareful evaluatlon of the
relationsliips of expenditures bhetween the
various budgetary allocaiions should be
nade by administrators in order to properly
digtribute the funds necessary to meet the
educstional objeotives of the dimstrict.

The budget shall be prepared showing
comprehensive and detalled breakdown of all
expenditureas. It shall be avallable for
enployees and patrons of the school district.

Every attempt shall be made to develop a
reallstio budget., "Padding® of the bhudget
shall he avolded., Small sontinzency funds
shall be provided in each major olassiflocw
ation, if pousidle, and claarly labeled np
guoh. Any unallocated funds shall be
plaged in the undistributed reserve,

Policles relating to reporting are as follows:

1.

The board assigned to the supperintendent
responaibility for preparing and filing all
required fiscal reports on or before the
established deadlines,
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Insyrance

(a)

{b)

(c)

(a)

The distriet will be properly insured against
all insurable risks. Insurance coverages will
inolude ocomprehensive liability and fire
insurance, blanket fidelity asnd surety bonds,
and any other insurance coverages neocessary to
protect the district, the board (collectively
and individually), and district employees.

An annual study of the district's insurance
needs will be made,

The board encourages the formation of a local
insurance asgociation to service the distriet.

All buildings and equipment will be covered by
fire insurance on a replacement basis,

(a)

(b)

(o)

Purchasing for distriot needs will be effected
through systematie business procedures hased
ogda system using requisitions and purchase
orders,

In purchasing, the business division will at
all times comply with Education Code require-
mggta regarding legal advertising and written
bids.

All purchases shall be made at the lowvest
possible price consistent with specifications.
All other factors being equal, merchants
located within the district will be given pre-
ference in district purchasing.
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(a) Policles relating to school plant development
are aa followsg:

(b)

(s)

1.

2,

3.

School plants will be developed in ao~
cordance with a magter plan based upon a
cooperative study of the educational needs
of the district, 7This master plan will

be developed by the bvoard, the district
superintendent, the distrint architect,

and staff where appropriate, with the board
having the power of {ina) approval.

Sohool sites will be selected on the basls
of a atudy of community growth and
pepulation trends. 3Such study will be
aoccomplished through close cooperation
with local planning commissions and state
agencies,

Sehool principals will be invited to
partiocipate in school plant development
problems not covered in the master plan.

Policies relating to maintenance and operations
are as follows:

1.

3.

A systemetic plan An keeping with longe
term economy will be developed for the
paintenange and operation of all schools
of the distriost,

The buildings of the distriot will be
maintained and operated in safe and
sanitary condition at all times.

Adequate maintensnce and operation person-
nel will be provided,

Policles relating to use of school facilities
are as follows!

1,

Hules and regulations regarding the use

of school premises will be established and
made avallable., (Such rules and
regulations will be in accord with the
%ﬁggat%on Code and the board policles that
ollow).

Use of school bulldinge and grounds will
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be permitted for civie center activities
(includes cultural events, discussions,
entertainments, and meetings of community
groups and quasi~school groups), but such
use will be secondary to use by and for
the pupils. (See Edue, Code)

Requests for use of school faellities shall
be in writing end directed to the office

of superintendent. Requests shall state
the purpose and time of the meetling, size
of grgup, and fasilitles and equipment
needed.

Priority of use will he given to quasi«
school groups; e.g., Parent-Teacher
Agsoclations, Recreation Commission
sotivities, Coordinating Councils, Boy
Soouts, Girl Scouts, ete., and no rental
will be charged.

No school buildings or grounds may be used
by any religious or sectarian organization
for any religlous purpose.

Permisslon for the use of any buildings
will not be granted to any organization
whose purpose is to advocate tresason,
insurrection, unlawful resistance to or

the overthrow, by foree, violence, or other
unlawful means of the government of the
United States or of the State of CGalifornia,

Permission for the use of school buildings
for meetings at which social, economic, or
political problems are to be dlscussed
will be granted only on the condition that
such meetings will not defeai the purposes
of 1 and 2 preceding, and will also be
free of rental charge, and open to sll who
desire to attend,

Permisslion for the use of bulldings or
grounds for personal individual, or
commercial use MAY BE GRANTED. The use

of school facilitles for activities
involving the raising of money, where

such net proceeds are not used for the
benefit of the ehildren of the district,

are to be considered personal, individual

or comuercial activities AND WILL BE SUBJﬁcT
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TO STANDARD RATES AS ESTABLISHED BY THE
BOARD OF EDUCATION AS FOLLOWS:

West Dixon Multi-purposs Room $20.00
East Dixon Gym 15.00
High School Auditorium 12.50

_ High School Gym - Small $15,00

New 40,00

The use of school recreational facilities
mey be made avallable for community
regreation use during the summer months
when school is not in session.

School officals will have full authority
t0 enforce proper and safe conduct of all
persons and activities on school property,
at all times,

When using school facilities, aponsori
organlzations will furnish adequete adult
supervislon and will be responsible for
properly oaring for such facilities and
leaving them in good ocondition.

Where classified school district employees
are assigned civio center sctivities over
and sbove their regular time, addltional
salaries will be paid by the school
distriot at established rates.

Policles relating to school equipment are as
follows:

1.

2,

The distriet will provide free of charge
all books, supplies, and equipment neces
sary for upuils to satisfaotorily come
plete the course of study.

An adeguste program for the oare and
maintenancs of all gechool supplies and
aquipment of the distriet will be
eatablished by the administration of the
distriot.

An adequate replscement program for school
supplies and equipment will be established
by the administration of the dlstrict.
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&, The use of equipment shall be limited to
communlity services,

5. Puplle or thelr parents or guardians shall
be liable for school property loaned to
the pupll, but not returned upon reguest,
and shall 8lso he liable for any demage to
#ohool buildings, equipment or other
property where the demage is the result
of & wiliful act,

6. Gifts of meterials or egquipment Lo sohools
of the dlstrict may be acocepted only by
the board of edusatlon.

Acgounting and Auditing

(&)

(b)

{e)

(a)

The distriot will maintaln complete accounting
records for all fundes and accounts authorized
by state law and/or authorized by the board of
sdugation., Such accounting records will be
kept An mccordance with general accounting
zroueduras and mathods ) set farth in the

supplement therute.(

All distriet finencisl transsactions will bve
recorded in the minutes of the bhoard of
education.

The board of education authorizes the supsr-
intendent to sign all district warrants.

An anpuel audit of a1l distriot funds and
aceounta shsll ba made by 2 certified public
scoountant, or a publie accountant in those
yeare when the State Department of Finance
does not perform this function direatly. All
audits will be made in conforamance with the
standards presoridbed by the State Department
of Pinance, (See Edus, Code)
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8.7 Trengportetion

(a)

(o)

{c)

(a)

(o)

e

District-owned pupil transportatlon facilities
approved in writing by the County Superinten-
dent of Schools will be provided, Such facili-
ties will be administered in accordance with
the Education Code, Administrative Code,
Vehlcle Code, and rules and regulatione of the
State Department of Education, and the highe
way patrol. (See Educ. Code)

Transportation will be provided on a systematic
basis for all puplls living at distances from
thelr school of attendance which qualify them
under the state transportation reimbursement
program. Puplils living at distences not
qualifying for state reimbursement may be
transported when special hazards or conditions
warrant,

Bue drivers are responsible for and have
authority in all matters of pupil conduct
affecting safety while pupils are riding
(including leaving and boarding) the buses.

Drivers shall maintain such order as is proper

and safe. at all times. (See Adm. Code, Title
5. Seﬂ. 1085) o

“Trensportation to and from all off-campus

sotivities shall be by school buses and ocars
propsrly covered by insurance protecting the
district. (See Educ. Code)

1. The use of school buses for educational
or athletic #rips under proper sgupervision
is permitted. The use of buses for such
purposes shall be subject totthe approval
of the dlatrict superintendent, (See
Educ. Code)

2. Mileage at the rate of seven cent (7¢)
a mile will be paid members of the staff
for transporting students to legltimate
school events outslde the school district.
Request shall be made by the principal of
the school, allowing five students to
each car. Approval to be granted by the
superintendent.

School buses will be submitted to regular and
t?orough ingpeotions to assure safe transporta-
tion,
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1. A systematic program of malntenance with
appropriate records will he nmaintained
for all school btuses,

2, 3afe atorage facllities ghail be pravidﬁd
for gasoline, oil, and other inflasmable
materials,

3. Froper records will be kept on services
rendered by schaol buses.
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CHAPTER IX. POLICIES RELATING T0 MISCELLANEOUS PROVISIONS

Section 9.0

9.1 Solioitation, Advertis

(a)

(b)

(e)

(a)

(e)

Ligts of employees or pupils may not be
given to persons or organizations for
commercial purposes, solicitatlon, or
circularization, Exceptions to thls
must receive the prior approval of the
superintendent,

Salesmen representing firme selling
achool supplies and equipment must first
contact central office,

Advertising for commercial purposes may
riot be done on school premises.

1. MHMaterials carrying a limited amount
of advertising msy be used for
instructional purposes upon the
approval of the supsrintendent.,

2, Cards announcing looal events of
community and non-commercial nature
may be posted on school bulletin
boards with the consent of the
principal.

3. Commercial advertising may be done
in the high school annual and school
paper, Other such advertising must
receive the prior approval of the
supserintendent,

Tickets may not bhe offered for sale on
school premises for non-school events,.
Announcementas of non-school events of
community interest may bs made only on
the approval of the superintendent's
office.

Teachers may not solicit subscriptions
for instructional materials.
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9.2 School~Community Re

{(a) Accidents to pupils or employses shall be
reported immediately by the prineipal to the
superintendent,

(b) In case of severe and sudden epidemic or other
smergency, the district superintendent may
order the temporary closing of achools,

(c) It shall be the policy of the governing board
to cooperate with educational and community
agencles on matters relating to the educasion
of youth in this community.

9.3 Endoctrination and Propagands

(a) The governing board feels Jjustified in
requiring all teachers to assume responaibility
for creating a classroom atmosphere based on

: : the foundation of positlive instruction toward

. & belief- in the ldeals and processes of

, Amerilan democracy.

(v) Approgriata patriotic ceremonies, including
the flag salute, will be conducted at the
beginning of each school day by all teachers
of the district.
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9.4 Fund RBalsing, Gifts, Membershipe and Money Matters

(a)

{b)

(o)

Teaghers must regeive prior approval of their
principal bvefore making any collection of
money or accepting gifts of value from pupils.

The governing board authorizes distrlict partioci-
pation in the following drives and membership
campaligns with the limitations as stipulated!

1. Pupils and employees may participate in:
Parent-Teacher Association, Junlor Red
Cross, and March of Dimes.

2, The following drives in the junlor and
senior high schools involving membership
dues are hereby authorized: gtudent body
dues; athletio insurance; sales campalgns
for annuals, class and cludb Jjewelry,
tickets of admission to games, plays, and
dances; individual and group photographs
and class or club sweaters.

3., The sale of accident insurance for puplls
and individual and group photographs in
2ll schools in acgordance with the policies
and procedures established by the super-
intendent is permitted.,

_Theufoard approves one institutional member

ship in each of the following professional
organizations: Californlia School Boards
Assoclatlon, County Trustees Assoclation,
American Assoclation of School Administrators,
and California Agsogiation of Scghool Adminise
trators.
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APPENDIX A~ THE SCHOOL BOARD MEMBER'S CREED

{(This creed is an epitome of the written statements of
representative school bhoard members and superintendents in
the State of Cslifornia,)

As an individual membser of the school board:

-1 will listen,

-1 will recognize the integrity of my predessors and
aggociates and the merit of their work,

»I will be motivated only by a desire to serve the

' children of my community.

~I will recognize that it is my responsibility together
with that of my fellow board members to see
that the schools are properly run - not to
run them myself.

-1 will work through the edministrative employees of
the board -~ not over or around them. Teachers

- nor public come to me directly.

~I will recognize that school business may be legally

transacted only in open meeting legally
_ called,

~1 will not "play politica"i

~I will attempt to inform myself on the proper duties
and functions of a school board member.

In performing the proper functions of & school board member:

-1 will deal in terms of general educatlonal polisiles,

~I will funoctlon, in meeting the legal responsibility
that is mine, as a part of a leglslative,
polliey~-forming body « not as an administra-
tive officer.

-1 will consider myself a "trustee of public education®
and will attempt to protect and consgerve it.

In ﬂgintaining deeirable relations with other members of the
board:

«1 will respect the opinions of others.

-1 will recognize that authority rests with the bvoard
in legal session - not in individual
members of the board,

-1 will make no disparaging remerks in or out of meeting
about other members of the board or their
opinlons,

«I will recognize that to promise in advance of a
meetin% how 1 will vote on any propesition
which is to be considered is to clese my
mind and agree not to think through other
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faots and polints of view which zay be
prosented in the adebing,

«1 will moke declisions in vosrd ssebing only after all
sides OF the questlon have heen prossnted.

-1 will disgourage the use of atanﬁin§ gomsilttegn and
inegist that sll seuders of the board
partiolipate fully in board aotlion -
delegating detall satters Lo adminlstrative
euploysod,

«1 will insist that speclial gounlitees be appolnted %o
gerve only in en investigsiing and advisory

. oapagity.

~i will consider unethioal end will thus avold “atar

- ehamber® or “secret” sessliong of board
membera Mald without presence of the schoul
adninistration,

In meeting my reaponsibliity to amy community!

«% will &btamﬁt to appraise falrly toth the graaenb and
the future odugaiional needs of the
comnunity.

1 will attenpt to procure asdequste [inencial support
for the sohools, ,

=1 will interpret to the gchools as best I can the
neada and atbitudes of the community,

«1 will conslder it an importasnt respougibility of the
board to interpret the alus and sethods of
the sohools and bhe aaierials used In then

, to the coummunlity.

X will insigt that business btransactions of the scehool
board be on an ethical, open, and above-
board basia,.

«% will net buy for persounsl use ab "sohool® priess.

~I will not consider a position on Lhe achool board as
8 *stapping stone® to political power.

in working with the superintendent of schoels snd his stefrl:

»1 will hold the superintendent of achools responsible
for the sdministration of the schools,

~X will give the superdntendent of schools authority
commensurate with his respounsibility,

-1 will expect the sochools (0 bLe administered by the
best tralned techanical and profesclional
paople At ls poselible to prosure.,

«I will eledt employees only on the recouwmendation of
the superiatendent,

«~I will perticipate in board legieletion only after
considering the recommendstion of the
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superintendent and only after he has furnished
complete information supporting nhis recom.
nendation,

-1 will expect the superintendent of schools to kesp the
board of education adequately informed at
all times through both oral and written
reports.

-1 will expect to apend more time in board meetings on
eduoational programs and procedures than on
business detatl.

-1 will give the superintendent of schools friendly
coungel and advice. ,

-1 will refer all complaints to the proper administrative
offiocer or inslet that they be presented in
writing to the board as a whole,

~I will present any personal oritioism of employees to
the auperintendent,

=1 will provide adequate safeguards around the superinten-
dent and other personnel go they may perform
the proper functions of education on &
professional basils.
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APPENDIX B « SOME OBLIGATIONS OF THE - Beard of Education

1.
2.

3.
“'o

5.

6.

7.
8.

9.

10.
i1,
12,

13.

lu.

15,

16,

1?.-

18‘
19.
20,

To select a competent professional man as superintendent.
To serve as a policy-making body.
To let the superintendent administer the schools.

To exercise¢ sound judgment in business affalrs of the
distriot.

To deal always in an ethical, honest, stralghtfoward,
open, and above board manner with the superintendent,

the gtaff, and the community.

Te provide within budget limitations necessary personnel.
To approve the mssignments for each position.

To employ all personnel on recommendation of the
superintendent.

To offer information and reasons when a nominee for
position should not be appointed.

To take legal action required by law.
To examine and approve an annual budget.
To function as a "board" rather than as individuals,

To adopt rules and regulations for guidance of the board
and staff.

To keep the superintendent informed of community reaction

to the school program and assist in avoiding community
dissension.

To coungel with the superintendent when his recommenda-
tiong or actions geem ill.advised.

To seek the superintendent's counsel on how they may
gerve most effectively.

To support the superintendent.
To keep the superintendent out of trouble.
To hold the superintendent accountable for results.

To remember that sthools exist for the bhenefit of boys
and girls,



APPENDIX B -~ SOME OBLIGATIONS OF THE « Superintendent of

1.

2.
3.

8.

9.

10.
11.

12,

13.

14,

15.

16.

17.
18.

Schools

To gilve the district compstent administration and effective
educational leadership alwaye on a professional basls.

To recommend sound polioy.

To make board polioy effective through effleoient
administration.

To keep the bhoard informed on financial nmatters, do gound,
long renge planning, and keep ourrent expenditures withln
the approved budget.

To demsl always in an honest, professional, straightforward,
open, and above board manner with the board, the staff,
and community.

To present all personnel needs to the board.

To recommend asslgnmente for each position and keep
employees at work on their sssignments.

To recommend for employment only on basis of merii and
fitness for the posltion.

To accept board viewpoint when there are reasons previously
unidentified by the superintendent for not employing a
proposed employee - and without resentment to seek further
for a candldate,

To recommend to the board all sction required by law.

To recommend an annual budget with necessary supporting
data.

To deal wlth the board as a whole rather than with
individual board members.

To recommend rules and regulations reflecting sound
procedures,

To keep the board informed regarding the school operation,
pgpil attendance, employees morals, business management,
eto,

To accept board counsel in good grace.

To advise the board members of ways in which they could
improve their effectiveness.

To support the board.
To keep the board out of trouble.
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APPERDIX B « SUME CondUadluls OF THL « Superintendent of
sohools (cont’d,)
19, o socept responsibility for results,

20, i'0 remenber that schoolyg exiast or the enel it of boys
and glirls,
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APPENDIX C

*A Pramework for Public Education in Cglifornia® -~ Bulletin of
the Californla Depsrtment of Education, Vol, XX, No., 6, 1950,

pp. 5-7.
I. The Objectives of Civic Responsibility

Effective citizenship requires that the individual end
the group!

1. Aot upon an understanding of and leyalty to our
democratlc ldeals.

2. Understand and appreciate the positive advantages
of American institutions,

3, Be gensitive to the disparities of human circumstances.
lf, Aot with others to correct unsatisfactory conditions.

5. Understend local, state, national, and international
soclal structures and soclal processes,

6, Achlevs skill with processes of group action; in
student self-governing groups develop criteris for
making wise cholces of agtion,

7. Know the achievements of the people who have made
the United States a great nation.

8. Develop defenses against destructive propsganda.
9. Accept honest differences of opinien.

10. Realize the importance of wise use of humsn and
natural resourses,

11, Measure soientiflc advances by cemtributions to
the general welfare,

12, Be active, cooperating members of the world
community.

13, Work to achleve and meintaln peace in the world.
14, Respect the law,
15, MNeet their civic obligation.
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The Objectives of Full Realization of Individual
Capacities

The full realization of individual capacities requires
thet the individual, in accordance with his ability and
experience:

1,

2.
3.
b,
5.
6.
7

8.

9.
10,

11,

12,
13.
1k,

154
16.
17.
18.

19.

Desire to learn, to grow

Speak English clearly

Read Bnglish effielently

Write English effectively

Use the skills of counting and calculating
Listen and observe accurately

Understand the essential facts concerning health
and disease

Protect his healthand that of others
Work to improve the health of the community

Work to achlieve poise and coordination in bodily
movement

Participate in a range of leisure time activities -
physical, intellectual, and creative

Develop a sense of humor
Seek and enjoy beauty

Understand and value the contributions of arts,
literature, music, and the dance

Give responsible direction to his own life
Develop a set of sound moral and spiritual values
Utilize values as determiners of choices

Arrive at approprlate decisions in specific
situations as a result of critical thinking

Formulate his purposes
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iv,

The

9.
The

The
the

1.

7+
8.
9.
10,
11.
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objectives of Human Relatlonshlips
Place human relations first
Enjoy a rich, sincere, and varlied social 1life
Wark and play with others effectively
Observe the amenities of soclal bshavior
Beoognize the family as & basie social institution
Conserve family ideals
Exercise skill in homemaking

Maintain demooratic relationships in the family
and in all other group situations

Work to improve intergroup relationships,
Objectives of Economic Efficliency

attainment of economic efficlienscy requires that
individual

Understand the interdependency of economic
gtructures and procedures

Understand the satisfactions of good workmanship

Recognize the obligation to perform an honest
day's work

Understand the requirements and opportunities for
various jobs

Select hls cocupation and prepare for 1t
Halntain and Improve his efficliency

Heallze the social vliaue of his work

Plan the econcmics of his own life

Develop standards for gulding hls expenditures
Become an informed and skillful buyer

Take ethical measures to safeguard his interests.
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APPENDIX D - CODE OF RTHICS FOR CALIFORNIA TEACHERS

THE TEACHERS®' CODE: Bellieving that the main objectlve of
education is service to Mankind through the development of
the whole individual, members of the teaohing profession
accept these responsibilitles:

1,

Regponsibility to the pupil

The first consideration of the teacher is the welfare
of hie pupil. He guides the pupll in his growth
toward meturity, preparing him to be soclally and
gconomically competent in the school, the home, and
the community, &nd to be happy personally as a
regponslible member of society.

Respongibllity 5o the perent

The teacher rescognizes the concern of the parent
for the ochild's development and is ready to share
this responsibility and to cooperate with the home
for the best interest of each ehild,

onsg o _th bl

The teacher is in & position of public trust. He
serves as a trustee of the soclial heritege and works
for the strengthening of education and for the
realization of democratic ldeals.

Regponsib ty to the 8 n

The teacher malntains a constructive and cordial
attitude, gulding those under his direction,
oooperating with his assoclates, and respecting the
authority of those in administrative positions. He
helps fto improve the status of the professlon by
developing high stendards, He is aware of the values
of professional organlzation and works for their
realization.
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APPENDIX D
DIXON UNIFIED SCHOOLS SALARY SCHEDULE

A B c D E P
AB PLUS AB PLUS REG. AB PLUS REG. AB PLUS BEG. & 60 UNITS O

YEARS PROV. REG. & 15 UNITS & 30 UNITS & 45 OUNITS __ MA PLUS EEG. YEARS
1 4600 4800 5100 5400 1
2 4800 5000 5300 5600 2
3 5000 5200 5500 5800 6100 3
L 5200 5400 5700 60060 6300 6600 4
5 5400 5600 5900 6200 6500 6800 5
6 5800 6100 6400 6700 7000 6
2 6000 6300 6600 6900 2200 7
8 6200 6500 6800 7100 7400 8
9 6400 6700 7000 7300 7600 9
10 6900 7200 7500 7800 10
11 7700 8000 11
12 8200 12

8400

Adopted April 27, 1961 15th Anniversary
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SALARY SCHEDULE PROVISIONS

The basic prinoiple of the fLeachers' salary schedule is
that of equal pay for equal training and experience,
regardless of levels of teaching assignment. All certi-
fioated employees, at 211 levels of assignment, shall be
paid the full achedule salary for which they quallify by
position, training, snd experlence,

At the time of inlitlating the salary sohedule, no teacher
shall recelve a salary less than he recelved prior to the
adoption of the sohsdule. If the salary schedule should
call for lower salary than that presently earned by the
teacher, he shall remain at hiz present salary untll such
time as his experience and/or professionsl growth provide
for a greater aalary.

Bducational coredlts will be evaluated asg of July lst for
determining placement on the salary scheduls for the
ensuing year, If a teacher plans on meebing the growth
requirenents or advancement to a new class on the schedule
for the new year, notice must be filed in writing in the
District office by July lst., If a request for advancement
on the salary schedule is made resulting from geowth that
will take place after July lst, the superintendent's office
should be notified in weiting. Credit will then be given
when evidence of completion is presented by September lst,

Employment shall be based on a gliding scale for experience
a8 a igaeher outside of the Dixon Unifled School Dimtriot,
as follows:

For 1 years experience 1 years experience will be
2 outside, 2 given in the Dixon Unified
% g School District
3
: :

; ;
9 .
10 8
11 8
12 8
13 8

Any teacher resohing the age of 65 prior to July ist of
the ensulng school year will be required to retire, The
board may on oocasion exercise nde section #13325 and

enploy teachers from year to year who are older than age

»
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énlg units grented by a college or university may be
applied to salary reclessification.

Unite granted for repetition of courses, clinice, or
workshiops, will not be acceptable without approval of
the Professional Relations Committee,

Only two gourses with a total of not more than six
unite will be coredited during any one acmester,

Ho limitation iz todbe placed on the number of units
which may be acquired during summer sohool,

Professional growth requiresents of FOUH units per three
year period shall be required of each teagher in order
to reocsive annual experience inersments within a given
palary olaesifiocation, with the exception of teachers
who have obtained o Hosters degree or a Bachelors degres
flun 60 units, Teachers with & Hasters degree or a
jachelors degree plus 60 units shall be raquired IHO
units each three year poriod and within s consecutive
Bix year perlod, two units must be college oredis, The
four unit, three year hurdle is to run ooncurpreuntly for
a6ll teschers beginning with the school year 1959-1960.

Teaghers hired duriang the period are expected to mocomplish

two units for two years of servico and none is required
for one year of service. VYhen a teacher roaches the age
of 55 years, this requirement no loxger prevails.

The professional Crowth Requirements shall also apply to
principals. Prineipals shall cleor thelr professional
growth plans with the Superintendent.

Professional growth may be attained as follows:
A. C(ollege G

{2) Eaoch teacher must complete &t least TWO
unita per three ysar hurdle, with the
axesption of teachers with a MHasters
degree or s inchelors degree plus 60 unite
as wmentioned in 1 above.
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B. Non«College Work

(1)

(2)

(3)

(&)

Some sctivities for which oredlt towards
meeting professional growth requirements
may be granted are:

Travel
Professional writing
Work on loecal school distrlet com-
mittees
Attendance at non.credlt college
courses
Creative actlivities and community
services lesdership
Student teacher training
Teaohing summer school at college or
university
' . Resesarch
. Speoial frojeeta
Special instruction
Sumner school teaching
Work experience related to teacher's
field
Youth sctivitles
President of looal assoclatlion

4 preliminary request for travel credit must
be made to the principal. This should in.
olude information on destination, travel
time, and an appraisal of worth to the
teacher,

A report on the travel experience is to be
submitted to the Joint committee composed
of the Professional Helations Committee,
the prineipals and the superintendent,

This should be in the form of a written
report, photography, collections, or some
other tanglble evidence of value to the
teacher. This evidence or report should be
submitted before January lst of the follow-
ing year.

At the conclusion of activities, other {than
travel, the committee or individual shall
submit & report to include:

a, Finsl results

b, Brief summary of meetings, covering
length of meetings, attendance,
and the subject matter discussed,
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(6)
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An appraisal and evaluatlion of request for
oradit shall be made by the Joint Com

mittee composed of the Frofessional Relations
Committee, the princlpals and the superin.
tendent, Credit will be granted or refused
on the basis of the quality of the reports
submitted.

There shall be a limit of Two units per

three year hurdle. No partizl units shall
be granted.
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APPENDIX F
SCHOOL SECRETARIES - 10 MONTHS

YEARS OF EXPERIENCE = MONTHLY RATE OF PAY ANNUAL SALARY

1 $270 $2,700
2 280 2,800
3 290 2,900
b 300 3,000
5, 6 and 7 310 3,100
8 years or
nors 320 3,200
PART TIME HELP
Clerical $1.50 per hour

Secretarial-experienced 2.25 per hour
Bus Driving-Custodial 2,00 per hour
Maintenance & Repalr 3.00 per hour

SUPERINTENDENT'S SECRETARY - 12 MONTHS
YEARS OF EXPERIENCE HONTHLY RATE OF PAY ANNUAL SALARY

1 $285 $3,420

2 295 3,540

3 305 3,660

4 315 3,780
5, 6 and 7 328 3,900
8 years or

more 335 §,020
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SUPERINTENDENT
BUILDINGS -~ GBOUNgg - TRANSPORTATION
YEARS OF EXPERIENCE HONTHLY BATE OF PAY ANNUAL SALARY
1 $400 £4,800
2 h20 4,040
3 ibho 5,280
b 60 5,520
5, 6 and 7 480 5,760
8 years or
more 490 5,880

BUS DRIVER « PART TINE - 10 HONTHS
YEARS OF EXPERIENCE — MONTHLY RATE OF PAY ANNUAL SALARY

1 $125 $1,250

2 135 1,350

3 148 1,450

& 155 1,550

5, 6 and 7 165 1,650
8§ years or

moYe 170 1,700

CUSTODIAN AND BUS DRIVER (COMBINATION) - 12 MO.
YEARS OF EXPERIENGE  MONTHLY RATE OP PAY ANNUAL SALARY

1 8345 84,140
2 355 4,260
3 365 k,380
b 375 4,500

5, 6 and 7 385 &,620
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CUSTODIAN
YEARS OF EXPERIENCE MONTHLY RATE OF PAY ANNUAL SALARY
1 €310 $3,720
2 320 3,840
3 330 ' 3,960
mn 340 4,080
5, 6 and 7 350 4,200
8 years or
more 360 4,320
GARDNER
YEARS OF EXPERIENCE NTHLY RATE OF PAY ANNUAL SALARY
1 $363 $4,356
2 373 b, 476
3 383 b, 596
b 393 4,716
5, 6 and 7 403 4,836
8 years or

more 413 b,956
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