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FOREWCRD

Policies which have been adopted by the Board of Public
Instruction of Osceola County, Florida, relating to the
proper administration of the puolic schools, have been
compiled in this handbook to permit school and admini-
strative personnel to have ready reference to applicable
policies when occasion requires.

The format of the handbook is such as to permit additional
or revised pages to be inserted quickly and easily. The
handbook will be of maximum value only if its contents

are kept up-to-date at 2ll times, hence persons to whom
handbooks are furnished are urged to insert new or revised
pages immediately upon their receipt.
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110

3.

ADMISSION OF PUPILS TO FIRST GRADE 110

"Any child who has attained the age of five years and nine months on or
before the first day of the month within which schools open in any
county during any year shall be admitted at the beginning of the school
term, or may be admitted at any time during the first month of the
scheool year to the first grade of any school having annual promotions,
but if any child is not so enrolled in the first grade during the first
month of the school year, except for illness as certified by a physician,
he shall not be admitted to the first grade until the beginning of the
following school year." (Fla. Statutes, Sec. 232.01). The Attorney
General has ruled that a child who is six years of age on or before
January 1 following the opening date in September may be enrolled.

The principal shall require, either prior to or at the time of enrollment,
that the parent present a birth certificate or other legal document as
evidence of the child's age. Failure to present such evidence shall bar
the child from registration. The following are acceptable:

a. Birth Certificate.

b. Certificate of baptism showing date of birth amd place of baptism,
plus sworn affidavit by parent.

c. Bible record accompanied by parents' affidavit.

d. Passport or certificate of arrival showing age of child.

e. An insurance policy on child's life which has been in force two or
more years.

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

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

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

Transfer of Pupils. The parents shall notify the school in advance of
intention to withdraw a pupil from school. Parents are responsible for
having the child return all textbooks, library books, etc. Refore
transcript of records are released all books or payment of books must
be accounted for,

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

Schools are not to be used as agencies for the distribution of
advertising materials for delivery to parents. No materials
from outside of school sources should be distributed to homes
through pupils without the prior approval of the Superintendent.

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

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

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

l. The material is not of a sectarian nature.

2. The material fulfills a legitimate purpose of the school
curriculun.

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

L. The advertising feature of the material is not blatant.
5. The material does not violate the attitudes which are

recognized as ideals of the school system or of our
society.

111



112 AGENTS, SOLICITORS, SALESMEN 112

No agent, solicitor or salesman, who does not present written autherization
from the Superinterdent, shall be permitted to canvass, solicit or attempt

to sell to teachers, students or school committees. This prohibition shall
not necessarily apply to local civic, professional or P.T.A. organizations.
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INSTRUCTION IN AMERICAN CITIZENSHIP 113

Students should receive instruction in the principles of democracy,
how to preserve and to advance democracy, and how they may contri-
bute to the general welfare of the American way of life,

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

Teachers comducting classroom discussions relating to the democratic
process have a serious responsibility for the exercise of sound
discretion with respect to (a) selection of subjects for discussion,
and (b) the nature and scope of the discussion.

The following minimum standards are to be observed:
1. The program should be instructional in nature.

2. The planned objectives of the program should be pursued
consistently.

3+ The objective is honest inquiry, not framed issues to
manipulate the students into accepting a predetermined
position.

4. Discussion of personalities or personal characteristics
of candidates should be avoided.

5. Idealisms or political philosophies which are contrary to
the democratic process should be discussed with the greatest
caution to avoid the impression that such forms of government
are, in any way, preferable to the American democratic process.



11 RELEASE FROM AP POINTMENT 114

1. The Board does not feel obligated to release an employee
from contractual obligations unless sufficient notice is
given for appointment of a replacement. Moreover, such
release will not be made if such would be to the detriment
of the school and the educational welfare of the children.

2. A teacher who leaves the employment of the board, without
securing a satisfactory release, will be reported to the
State Board of Education for breaking his contractual
agreement.,

3. Effective as of July 7, 196, the Board set a cut-off
date of June 1lst., for accepting resignations of instruct-
ional personnel.



115 APPOINTMENT OF SUBSTITUTE TEACHERS 115

Where possible, teachers with full certification should be used as
substitute teachers. Salaries for substitutes are based on certi-
ficates held. The State will reimburse the county only for teachers
holding Florida certificates.



116 ATHLETIC EVENTS 116

A. Varsity football games should be scheduled for Friday or
Saturday nights unless the day following is a holiday. Ex-
ceptions may be made for games postponed due to weather or
other emergencies.

B. The Principal and coaches should provide group insurance for
the protection of participants. Moreover, the @ incipal shall
require and keep on file in his office the parents' written
consent and the doctor's approval for each participant.

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

D.

ATTENDANCE FOR CREDIT 117

4 student must complete the semester's work in order to be
promoted or to receive credit for the semester's work. Students
who complete the semester's work, except taking the final exami-
nations, may, at the discretion of the principal, arrange to take
the examinations prior to the opening of the succeeding school
yeare

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

Students who transfer from another school to an Osceola County
school, shall erroll within 30 days from the date of withdrawal
and comply with the provisions of paragraph "4" above, in order
to earn full credit for the semester's work. However, in cases
of iliness or other instances of extreme nmature, rendering the
student's atterdance impossible, the respective school may make
an exception, subject to the approval of the principal.

A student must have been enrolled in school as many as fifteen
school days of a grading period to receive a report card. If a
student withdraws and does not qualify for a report card under
this provision, he shall be issued a statement of Academic
Achieverent.
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ATTENDANCE PROCEDURE 118

It is the responsibility of the principal and the teacher to

encourage regularity and punctuality, and to check the attendance
of the students twice daily. Cases of absence not handled by the
school personnel should be referred to the Attendance Department.

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

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

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

Any student who has periodic illness (supported
by a doctor's statement); such illness shall rot
be counted in this number if work missed is
made up.

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

Absences may be excused for the following reasons:

l. Illness of the student.

2. Illness or death in the immediate family of the student.
3. Financial inability.

L. Distance exemption.

If there is a reasonable doubt concerning the illness claimed, the
principal is authorized to require a statement from an accepted
medical authority. Failure to comply with this requirement will
result in the absence being "unexcused".

In cases of excused absences, the students must be allowed to make
up the work and teachers of the students must give gvery reasonable
assistance. Make-up work must be completed, under norml circum-
stances, during a period of time equal to at least twice the time
for which the absence is excused.



ATTENDANCE PROCEDURE - Cont'd 118

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

1. To attend an important public function.

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

L. To attend conventions or conferences.

F. All absences other than "excused" or "permitted" shall be deemed
"unexcused" and a failing grade shall be recorded for the period
of the "unexcused" absence.

G+ Students whose absences have been approved as "excused" or
"permitted" and who complete the "make-up" assignments as re-
quired by school policies, shall receive grades for the periods
of such absences in the same mamner as 1if not absent from school.

H. All absences, whether "excused", "permitted" or "unexcused", shall
be entered upon the attendance Register as "absent".



119 BAND INSTRUCTION 119

A. Band instructors may be permitted to give private lessons to
their individual students who exhibit special ability providing
such instruction does not conflict with the assigned responsibilities
as an employee of the Board of Public Instruction.

B. Public school facilities may not be used for such instruction.



120 SCHOOL BANDS 120

A. School bands may participate in civic and non=-school functions
with the approval of the principal, provided such functions are
not partisan or political.

B. Participation outside the county and actually not under the
sponsorship of the Florida High School Activities Association
will require prior approval from the county bhoard.

C. School bus insurance coverage covers school activities and
programs as a part of the curricular program. If the function
is considered educational, insurance coverage would apply.
Where insurance is questionable, the trip should be cleared
with the carrier.
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SCHOOL BUDGETS AND EXPENDITURES 121

It shall be the responbility of the principal to prepare a proposed
district budget. There should be an equitable distribution of funds
based on the needs of each department.

No purchase shall be made without the consent of the principal.

All bills shall be accompanied by an original invoice and shall
bear the sigmature of the receiving party.

A1l purchases of $25 or more shall be preceded by a requisition
made in triplicate and farwarded to the county superintendent for
his signature. It is desirable that price quotations and bids be
secured on major items.

When price quotations or bids are called for, the terms and des-
cription should be umiform. Bid calls should be to a minimum of
three suppliers. If the bids are expected to be under $300., a

list of the bidders and non bidders should accompany the requisition
for the superintendent's approval. When the purchase is anticipated
to be $300.00 or more, permmission from the superintendent is required
before calling for bids. Evidence of bids or negation from three or
more prospective suppliers should accompany a requisition of $300.

or mere for the county office files.

The principal shall keep an accurate record of each expenditure and
shall charge each expenditure under the proper budget account number.

Invoices for purchases shall be checked, assigned a budget number
ard cigned by the principal before being presented to the county
office for payment.,

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

Purchases must not be made during a current fiscal year for payment
during the anticipated fiscal year. Moreover, installment purchasing
shall not be made against any school account where payments are to

be carried over for payment in the next year or years without the
approval of the county beard.
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Ao

B.

c.

BUILDINGS AND GROUNDS i22

The principal of each school shall (a) be responsible for the
care and meintenance of the baildings and grounds, and (b)
supervise the custodial staff of the school in maintaining an
adequate program for such care and maintenances

Maintenance or repairs which cannot be handled by the school
custodial staff shall be reported to the Superintendent and become
the responsibility of the Maintenance Crew. l!aterial for minor
maintenance jobs shall be paid from the individual school's budget
whereas the tuilding crew payroll will be paid from county wide
budget.

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



123 BUSES - USE OF 123

A. School buses. The principal of the school may apply to the
Superintendent for the use of school buses, under the following
conditions:

l. Buses may be used for school activity +trips, upon prior
approval by the Superintendent.

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

3. Use of school puses shall be confined to the counties adjoining
Oscecla County and/or a maximum distance of 100 miles.

L. Expenses for use of school buses for such activities or trips
shall be paid by the sponsoring organizations; rates are de-
termined by the Transportation Supervisor and Superinterdent.

5. Sponsoring organizations shall be responsible for the general
conduct of students while riding on school buses.

6. Application for use of school buses for the above purposes
must be made to the Superintendent not later than three (3)
days prior to the date for the anticip-ted trip.

B. Vehicles other than School Buses. Principals shall not permit
school activity trips, instructional field trips, or school-
sponsored trips of any kind, in vehicles which are not in proper
operating condition, safety-inspected, properly licensed, and
insured for bodily injury liability and for property damage.




12l CERTIFICATI ON 124

1l. It is the responsibility of the teacher to secure and to maintain
a valid Florida certificate,

2. A valid Florida certificate or evidence that application has been
made shall be filed with the Superintendent. Salary checks may be
withheld unless the required evidence is filed in the Superinten-
dent's office within twenty (20) working days after reporting date.

3. It is the responsibility of the teacher to keep a certificate in
force and registered.

s The teacher shall file her certificate with the county superinten-
dent immediately upon receipt thereof. A thermofax copy will be
made and the original will be returned to the teacher.

5. All credit made subsequent to original certificate shall be re-
corded in the County Office immediately upon receipt of said credit.

6. According to state low, all work toward certification must have
been completed by September 1, and application for a certificate
filed by October 1, with the State Department of Education.

7+ Teachers teaching out of field must be able to neet teacher certi-
fication requirements by securing permits to teach subjects not
listed on face of certificate.

"Permits to Teach Subjects Not Listed on the Face of a Certificate.
In those cases where it is necessary to secure a special permit for
a teacher to teach out of her field of certification, the principal
shall be responsible for making the application on the basic
accreditation report. For all permits after the first, the teacher
shall have earned 6 semester hours in residence or extension classes
(correspondence credits not applicable) in an approved institutions
These credits shall be toward proper certification and shall have
been earned prior to the beginning of the school year for which

the permit is needed and subsequent to granting of the previous
permit. No more than five pemits may be granted to any one
teacher." (P. 8, Florida Teachers Certification Requirements.,
Adopted by State Board of Education, April 12, 1960)
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1.

2.

3.

CARE OF CLASSROOM AND PROPERTY 125

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

It is the responsibility of the teacher to see that pupils
exercise the proper use and care of school property. The
destruction and defacing of property within the classroom will
be charged to the neglect of the teacher.

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



126 CO CURRICULAR - RESPONSIBILITIES OF TEACHERS 126

Fach member of the instructional staff of the school, no matter what

his or her class load assignment my be, shall, under leadership of

the principal, carry his or her fair part in the total concerns of the
schools, including in-service training, administrative faculty mee tings,
policy msking, noon duty, bus duty, pre and post=-school conferences,
committee assignments and the entire category of duties and responsi-
bilities necessary to making the school function as a total organi-
zation.
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B.

COLLECTION OF MONEY F(R INSTRUCTIONAL SUPPLIES 127

Parents, teachers, and principals are aware of the expense
involved in sending a child to public schcols., The portion of
the cost of operating the instructional program, over and above
the funds provided through public support, has constantly in-
creased, making 1t essential that all principals review their
program of fees.

No teacher shall collect money for instructional materials,
newspapers, magazires, etc., without receiving prior approval
from the principal upon written application for permission to
make such collection.

Principals shall be responsible for any money over $20.00
left in the school building overnight, and teachers shall be
responsible for any money left in the classrooms overnight.
(County Board, May 22, 1962)
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CONTRACTS 128

A teacher's contract camot be issued until a valid Florida certifi-
cate is received and filed with the county superintendent. The
rank of the certificate will, in part, determine the base salary.

A continuing contract is a contract for teaching service (as defined

below), issued under the provisions of Sec. 231.36 Florida Statutes,

entitling the holder to continuing employment without amnual appoint-
ment.

In accordance with the provisions of Sec. 231.36 Florida Statutes,
each member of the instructional or supervisory staff who is properly
certificated, who has completed three years of service in Osceola
County, who has been reappointed in Osceola County for the fourth
successive year, and who has met the requirements of Sec: 231.16(2)
relating to comprehensive examination and score thereon, shall be
entitled to and shall be issued a continuing contract; provided:

If the Board of Public Instruction prescribes that the period of
probationary service shall be extended to four years, amd if such
extension is agreed to in writing by the employee, such employee
shall be entitled to a continuing contraect following reappointment
in Osceola County for the fifth successive year.

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

l. Instructional

(a) Supervisors
(b) Principals
(¢) Teachers
(d) Librarians

With respect to continuous service for purposes of continuing contracts
and ten years' continuous service in Florida (but not with respect to
annual increments), service for a fractional part of a year shall be
recognized as a year continuous with immediately preceding and
suc zeding years, provided teaching service (as defined below) was
actually performed for more than half of the normal contractual
period of service for the position held, which period shall be ten
months or longer, and providing that absence from duty after the
date of beginning service that year was covered by leave duly
authorized and granted. No more, or no less, than one year of
teaching service may be recognized on the basis of service rendered
during a single fiscal year.

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



129 COMPETENCE AWARDS 129

Definitions and Procedures for Program of Comp:tence Awards. The

following definitions and procedures shall be followed in administering
the program of competence awards provided by law. (Sec. 1, Ch. 61-263,
Laws of Florida; Sec. 236.021, Florida Statutes) (Adopted Feb. 6, 1962)

A. Definitions.

"Teachers and other instructional personnel" eligible for competence
awards shall be full time employees of a county school board who
conform to the definition of instructional personnel contained in
Section 228.,041(L), Florida Statutes, excluding administrative
personnel as defined in Section 228,041(15). The term "“teacher"
when used alone in the administration of this program shall include
all persons defined as instructional personnel,

The term "qwalifying score" shall mean a score of 600 or higher on
the common examination of the National Teachers Examination, or an
equivalent score on some other examination as prescribed by the
State Board of Education pursuant to law.

B. Any teacher who is granted a competence award shall :

l. Elect to become eligible for a competence award, as provided
by lawy and shall file a written notice of such election with
the county superintendent.

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

3« Be evaluated as among the most effective teachers in the
county in accordance with standards and procedures prescribed
by law amd policies of the county board and be "so evaluated
in the year preceding award that he ranks among the highest
thirty (30) per cent of all the teachers in his county in the
year in which the awards are made." The evaluation shall
include the criteria for competence prescribed by law and such
other criteria not in conflict therewith as may be prescribed
by the county board. (Section 236.021(L), Florida Statutes)

L. Teach in the caunty and render satis factory service the entire
school year in the fiscal year in which the award is made,
the entire school year being defined the same as for establishing
continuing contract status and continuity of service. (Section
166.2 and 168.2, State Board Regulations.)



COMPETENCE AWARDS - Cont'd. 129

C.

A1l full time instructional personnel shall be considered to
determine the highest thirty (30) percent in competence among all
teachers in the county and teachers may be granted competence
awards regardless of contract status or length of service,

The maximum number of teachers eligible for competence awards from
state funds in a county in any year shall be determined by teking
thirty (30) per cent of all the full time, and full time equivalent,
instructional positions determined in the computation of the final
Minimum Foundation Program in March of the fiscal year in which
awards are made, and rounding to the nearest whole number.

When any teachers in a county are eligible for and elect to become
eligible for a competence award, procedures shall be set up for

the consideration of all the instructional personnel of the caunty
to detemine those who rank among the highest 30 per cent of all
the teachers in the county in competence and for any further
evaluation of those who elect to beccme eligible for competence
awards payable from state funds. No teacher shall be evaluated
specifically for a competence award payable from state funds unless
he has filed written notice of election to become eligible with the
county superintendent.

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

The State Superintendent shall compute the amount due tne county for
competence awards at the rate of $L00 for each teacher whose name
is certified by the county superintendent as being qualified for a
competence award, and shall arrange to have such amount paid to the
county school board from the appropriation for competence awards.

Before the end of the fiscal year the county board shall arrange

to pay the competence awards to the teachers to whom granted,
keeping such records and accounts as are necessary to show clearly
amd conveniently that such awards "are in addition to all other
salary allotments and requirements," as provided by law.



130 CORPORAL PUNISHMENT 10

Teachers...."May not inflict corporal punishment before consulting
the principal or teacher in charge of the school, and in no case shall
punishment be degrading or unduly severe in its nature...." (Florida
Statutes, Sec. 232.27)

Corporal punishment shall not be administered with malice or in a time
of anger nor shall the punishment be unreasonable or of such nature as
to leave permanent marks or permanent injury. At least one adult
witness shall be present at the time the punishment is administered.



131 CUSTODIAL SERVICES 131

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

1. Keep the janitorial supplies neat and orderly.

2. Keep the grounds free of paper and trash.

3. Keep shrubbery trimmed and properly fertilized and cared for.

L. Keep windows clean.

5. Maintain a regular schedule of cleaning chalkboards.

6. Keep toilets clean, moperly disinfected and free from
objectionable odors.

7. See that drinking fountains are clean and sanitary.

8. Make minor repairs to plant and eaquipment.

9. Keep principal informed as to supplies needed.

10. See that windows and doors are properly locked before leaving.
1l. Report immediately any damage to equipment or to the building.
He should report persons responsible for dam.ge, if known.

12. Report any safety hazards immediately.

13, See that fire extinguishers are kept properly charged.

1h. See that buildings are properly heated on cold mornings.

15, Classrooms and halls to be kept clean and neat.

16. Periodic dusting of lockers.

17. Clean auwditorium and stage

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

19. There shall be a regular schedule of not less than eight (8)
working hours daily,



132

1.

2.

DISMISSAL OF SCHOOL 132

A1l schools shall maintain a regular schedule. No school shall
dismiss prior to the regularly scheduled hour without permi ssion
of the county superintendent, except when in case of an extreme
emergency the wel fare of children requires immediate dismissal.

A regular schedule shall be interpreted as attendance in accor-
dance with the daily schedule of classes or participation in a
regularly scheduled field trip. FPlanned room parties within the
classroom or school area will be recognized, but should be
limited to a few special occasions and restricted as to length.
The following will not be regarded as a part of the regular
schedule:

a. School parties and picnics outside the school area,

b. Attendance at athletic events during class hours.



133 DRIVFR TRAINING 133

A, The Driver Training automobile, loaned to the school by an automobile
dealer, shall not be used other than for the purposes of the actual
driving program, except to transport the car between the school and
the place of storage. It shall be the responsibility of the driver
training instructor to see that keys are removed from the driver
training automobile at all times when not in use.

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

C. In case of accident, the driver shall:

1. Call the Uity Police Department, the Sheriff's Department or the
Highway Patrol, whichever seems advisable under the circumstances.
Also call Principal of school.

2. Complete an accident report form in the presence of the first
law enforcement official or school off icial to arrive at the
scene of the accident .

D. Approval for new programs must be obtained from the Superintendent
after the details have been approved by the Supervisor of Instruction.
Planning for a new program should begin several months prior to the
opening of school.

E. The principal shall make provisions for funds sufficient for the
operation of the automobile and for the purchase of instructional
supplies. The amount of the find is to be determined by consulta-
tion with the director of the budget.

Fo A form of agreement between the automobile dealer and the Board of
Public Instruction, regarding the loan and use of the automobile
in the program, shall incorporate the respective responsibilities
of each party.

G. All teachers assigned to the Uriver £ducation Program must be
certified in accordance with the State Department Regulations. The
program of study shall comply with one of the recommended plans
set forth by the State Department of tducation. The selection of
the plan must be made prior to the begimming of the school year,
and must be approved by the Superintendent.

He Any student who has attained the age of 1l years and who has com-
pleted the eighth grade, upon the approval of the principal, shall
be eligible to enroll in the Driver Education course.

I. All students enrolled in the Driver Education Program shall assume
the responsibility of obtaining a "Drivers Lecermers Permit".
Students completing the course should be given such assistance
as the instructor may see fit toward obtaining a Florida Driver's
License.
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1.

DUTIES OF TEACHERS 13k

Teachers shall teach efficiently using the books and materials
required.....the following:

a. The essentials of the United States Constitution

b. Flag education including proper display and salute

ce The elements of civil government

d. The elementary principles of agriculture

e. The true effects of alcohol amd intoxicating liquors and
beverages and narcotics upon the human body.

f. The history of Florida

g. Conservation of matural resources

h. The basic materials and subjects according to grade classification.

i. Americanism versus Communism.

Read from the Holy Bible in the presence of pupils at least once
each day without sectarian comment.

"Labor faithfully and earrestly for the advancement of pupils in
their studies, deportment and morals...and to inculcate by precept
and example the principles of truth, honesty and patriotism and

the practice of every Chrigian virtue." (Fla. Statutes, Sec. 231.09)

Treat pupils....kindly, considerately and humanely in the administra-
tion of discipline. (See corporal punishment, Sec. 130)

"Require pupils to observe personal cleanliness, neatness, order,
promptness, gentility of mmers, avoid vulgarity and profanity, a
regard for the rights and feelings of others, and their own responsi-
bilities and duties as a citizen." »

Attend such conferences as may be required by law, the State Superin-
tendent or County Superintendent.

Cooperate in the enforcenent of school laws and state and county
board regulations.

Keep such recards and make such reports as may be required by law.

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

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

Follow instruction for fire or emergency drills.

Delivery keys, records and reports at the close of school as directed
by the principal.

Follow a regular and effective system of daily lesson plaming.
Fulfill the terms of the written contract unless released from the

contract by the county board as prescribed in Section 230,33 of
the Florida Statutes.



135 ENROLLMENT OF OUT OF STATE STUDENTS 135

The following persons must present Florida Motor Vehicle Registration
as a prerequisite to enrollment:

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

2. Adults who are not bonafide residents of the State of Florida, who
own and operate a motor vehicle in Florida and who apply for admission
to classes in the Adult Education or Vocational Education program.
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A.

B.

C.

EMPLOYMENT OF NON INSTRUCTIONAL PERSONNEL 136

School Secretaries

School secretaries will be employed upon recommendation of the
principals.

Custodial Staff

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

2o The principal shall dismiss any member of the janitorial staff
for failure to perform his duties or for lack of cooperation,
and shall notify the county office in writing.

Lunchroom Staff

1. The principal shall appoint members of the lunchroom staff,
He should consider age, health, training, experience and personal
traits in meking his selection. The lunchroom workers are under
the supervision of the lunchroom manager who is dire ctly responsible
to the principal.

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

a. Lack of personal cleanliness

b. Failure to keep lunchroom policies and regul ations
ce. Lack of health

de Failure to attemd training schools

e. Inability to work harmoniously with others.

3. The lunch service must be recognized as a significant part of the
total school program. The necessity of well plamed, nutritious
meals cannot be overemphasized.,



137 FACULTY MEETINGS 137

Each principal should hold regular and such special faculty meetings
as he may consider necessary. In the problem of guiding youth, it is
imperative that teachers plan together. Furthermore , school facultdes
need to meet and plan together for the sake of unity. Faculties will
find it profitable to consider together matters such as:

1. Administrative problems and procedures
- 2. School policies
3« Professional study for improvement
No teacher should take the prerogative of being absent from a faculty

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



138 FIELD TRIPS 138

A. Teachers planning field trips should:

1. Schedule each trip with the school principal, specifying
the destination, the method of transportation, and the
period of abserce from school.

2., Complete all necessary arrangements with the organization,
firm and/or owner of the property to be visited.

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

B. School tuses may be used for school activity trips for which
approval has been obtained from the Superintendent.
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A.

FIRST AID - FIRST AID EQUIPMENT 139

Each school shall be equipped with a complete first aid cabinet
or kit approved by the Health Department and available for use
at all times.

Separate and complete first aid kits shall be maintained in specidl
areas, such as: separate buildings, shops, school lunch kitchens,
and physical education areas.
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1.

2.

3.

FLORIDA EDUCATION ASSOCIATION Up

Membership in a professional organization is an index to one's
professional interest and atti tude. Our state professicnal
organization is the Florida Education Association. Dues may

be paid directly to the F.E.A. office in Tallahassee or thraigh
the principal's office.

Schools of the county will be dismissed in order that teachers may
attend the district meeting of FEA. This will be one of the 196
days required service; therefore, attendance will be required.

The respective schools will be permitted to send delegates to the
amual meeting of FEA, The number of delegates will be allocated
by the executive secretary on the basis of paid menber ship.



U1 FLORIDA HIGH SCHOOL ACTIVITIES ASSOCIATION i

Principals of the high schools within the county who qualify are autha ized
to secure and maintain continuous membership in the Florida High School
Activities Association, Inc., a non-profit corporation, for the benefit

of their respective high schools and to abide by the rules and regula-
tions promulgated in the past and to be promulgated in the future by

them and other Florida high school principals. (County Resolution,

July 25, 1962)



142

GAMBLING 2

Gambling of any kind, including raffles, games of chance such as

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

Organized school groups shall not sponsor or engage in any farm
of games of chance.
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B.

Cc.

GARNISHMENT 3
(Credit Information)

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

It shall be the responsibility of the principal to inform the
Superintendent of cases in which an employee refuses or fails
to assume responsibility toward his creditors and to pay just
dnbts. Such reports shall become a part of employee's permanent
personnel file.

When, in the opinion of the principal and superinterdent, continued
failure of an employee to meet his obligations affects his work and
efficiency to such an extent as to be detrimental to the interests
of the Board of Public Instruction, the Superintendent, after
accumulating essential information, shall make written report of
findings to the Board of Public Instruction which shall dispose of
the matter as it sees fit.

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

1. Length of employment;
2. Status of employment;
3. Salary.

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



1L GRADING AND REPCRTING 1Lk

Each school center shall devise a system for grading and reporting

pupil progress. Such reports should be made at regular intervals

in accordance with the plans of the local school. 1In grades 3-12,
inclusive, such reports should be made at six weeks' intervals. The
exact procedure and time of reporting in grades 1-2 shall be established
by the local school administrator 3 however, there must be some regular
and clearly defined system of reporting to parents.



L5 ABQUIREMINTS F(R GRADUATION 145

The following requirements are based on State standards:
1. Total credits required in grades 9-12...... 20 units.

2. Basic requirements for which there shall be no substitution:

English 3 units

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

Mathematics

Science

Homemaking (for girls)

Physical Education
(A student who far physical reasons cannot take
physical education shall file a statement from a
medical doctor indicating the reason for inability
to participate., The student will then be permitted
to substitute 2 units for physical education.

Nt

3. Under no condition shall a pupil be graduated with less than 20
credits except in cases where pupils transfer from out of state.
In such cases, full faith and credit shall be given to credits and
claggification of the system of the school of transfer, provided
the school is properly accredited by the state and regional agencies.,
Under no corditions shall the basic requirements be waived,

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

5. In addition to the basic state requirements the county may from
time to time add academic courses when recommended by principal,
supervisor, and superintendent, which would enrich our educational
program and help meet entrance requirements for students going to
college, Prior btoard approval required.



16 INSURANCE DEDUCTIONS - PAYROLL 16

The county board will make deductions for graip hospital insurance
for employees upon request. Deductions will be limited to three (3)
group insurance companies.
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B.

C.

PUPIL INSURANCE L7

Contracts Polidies affording insurance coverage with respect to

injuries sustained by students as result of accidents, are private
contracts between the insurance company ard the respective parents,
The Board of Public Instruction has no obligation for placing the
insurance, collection and deli very of insurance premiums, or en-
forcement of the terms of the policy.

Solicitation Insurance companies which have obtained the permission
of the Superintendent, may deliver to the schools prior to the first
day of the school year, for delivery by students to their parents,
all material needed for the sale of policies and the collection of
premiums,

Football Insurance. Before any public school student is permi tted

to participate in football practice or contests, as a school
activity, written proof that accident insurance protection has been
provided for such student shall be furni shed to the Superintendent,
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1.

2.

3.

INTERNAL ACCOUNTS 1,8

Each principal is required to maintain adequate and accurate records
including a system of internal accounts as prescribed by law---on
farms prescribed by the State Department of Education. (Florida
Statutes, Sec. 236.02 (1).)

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

Surplus intemal account funds, when not currently needed, may be
invested in a bank or savings and loan company. (County Board
Regulation, Dec. 19, 1961)

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

Refer to Intermnal Account Manual adopted by the Board June 28, 1960
for more comprehensive coverage of this title.
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A.

DISABILITY LEAVE 149

Any permanent employee of the Board of Public Instruction shall be
entitled to disability leave in the event of absence from duty by
reason of:

l. Bodily injury as result of an accident occurring in the line of
duty .

Note: A permanent employee is one (1) employed under written contract,
or (2) with the understanding that the employment is to be permanent ,
subject to a probationary period of service.

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

Substitute teachers are not entitled to Disability Leave.

Disability Zeave shall be in addition to any other leave which the
employee may become enmtitled.

Disability leave shall not ke cumulative.
Paid holidays, occurring during a period of absence from duty, shall
not be included in the computation of the number of days with respect

to which Disability Leave is applicable.

The amount of Disability Laave available to employees shall e as
follows:

1. Members of the instructionsl staff - Ten (10) days during any
school year. (Sec. 231.41 Florida Statutes)

"School Year" shall mean the number of months for which the
respective indivicduals are employed during a school fiscal year.

2. Non-instructional pecrsonnel -~ Ten (10) days during any school
fiscal year; provided, if at the time of the occurrence of the
accident, the employee has been employed for less than ten (10)
months one (1) day for each month of completed employment.

Unused Disability Leave shall be forfeited upon separation from
employment.

In the event of absence from duty as specified in "A" albove, earned
leave to which the employee is entitled, shall be applied in the
following seruence:



DISABILITY LEAVE - Cont'd.

G.

H,

Cont'd.

1. Disability Leave.

2. If the absence from duty exterds beyond the number of days of
disability leave to which the employee is entitled at the be-
ginning of such absence, available sick leave ghmll next apply.

3. If the absence from duty extends beyond the number of days of
(a) disability leave and (b) sick leave, to which the employee
is entitled, available vacation leave shall next apply.

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

I elect to have:

Plan 1.

Plan 2,

Plan 3.

The amcunt of Workmen's Compensation deducted by the
school board from my regular salary check as the need
arises, using in continuity of order Disability Leave,
Sick Leave, and Vacation earned.

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

To accept workmen's compensation in lieu of sick leave
or vacation pay while disabled in contemplation of
saving my earned sick leave and vacation for later usage.

I hereby authorize the Board of Public Instruction to follow

Plan

(Notary)

for my compensation.

(Signed)

1L9



150 MATERNITY LEAVE 150

A. A member of the professional, administrative or instructional staff
who becomes pregnant shall notify the principal or superintendent
and submit a request for maternity leave and shall withdraw from em-
ployment at least four months prior to the anticipated birth of the
child, or earlier, at the discretion of the principal or at her own
request. This type leave breaks continuity for a continuing comtract
under Florida law but holds previous continuous service which counts
on the ten-year Florida service periocd.

B. The Board of Public Instruction may grant maternity leave to such
employees for such periods as it may determine, but such leave
normally shall be granted for twelve (12) calendar months. A
teacher while on maternity leave in not eligible to substitute
prior to the birth of the child nor earlier than three months
thereafter.

C. A person on continuing contract, to whom maternity leave is duly
authorized and granted, shall, following termination of leave, and
based upon a medical statement, be reassigned to the position held
at the time of withdrawal, if available, or to a similar position,
provided any are available, provided that reassignment to an instruc-
tional position shall be made effective only at the beginning of a
school year.,

Reassignment at a time other than the beginning of a school year may
be permitted, upon the recommendation of the Superintendent based
upon:

1l. Medical evidence of satisfactory physical condition.

2. Recommendation to a specific vacancy by a principal.

3. Return to permenent employment not earlier than six (6)
months following the birth of the child.

D. A person on annual contract, to whom maternity leave is duly
authorized and granted, shall, following termination of leave, and
based upon a medical statement, be reinstated to a teaching position
under the terms outlined in C above when a vacancy occurs for which
the teacher is qualified.

E. A teacher who is pregnant shall not accept or enter upon a teaching
assignment, except that on recommendation of the principal she may
substitute until the end of the fifth month of pregnancy.

F. Any employee of the Board of Public Instruction, other than professional,
administrative, or instructional persornnel, who becomes pregnant shall
notify the Superintendent in writing. Such employee shall be released
from employment at least four months prior to the anticipated birth
date of the child.



MATERNITY LEAVE - Cont'd. 150

G.

Persons who have resigned because of pregnancy or have withdrawn
from employment on maternity leave in compliance with "A" of this
Section 150, if instructional personnel, or witn "F" hereof, if
non-instructional, may be re-employed not sooner than 3 months
following birth of the child as substitutes or not sooner than

6 months following birth of the child as permanent employees upon
submission to the Superintendent of medical evidence of satisfactory
physical condition.,

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

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



151 PERSONAL LEAVE 151

"Any member of the instructional staff of any county who is wilfully
absent from duty without leave shall forfeit compensation for the time
of such absence, and his contract shall be subject to canc ellation by
the county board." (Fla. Statutes, Sec. 231.LbL).

There are circumstances under which the teacher will find it necessary
to take personal leave. The approval of the princ ipal and superinten-
dent should be secwred prior to leave.



152 LEAVE 152
(Prof essional and Duty)

The Board of Public Instruction and the Superintendent desire that all
schools under their care and direction be the best schools that avail-
able funds and the efforts of all concerned can provide. Attendance
at professional meetings, wark shops, summer school, and other such
meetings that provide new ideas for the development of a better school
program are recognized by the school authorities as desirable and
worthwhile. However, it is recognized that there must be a definite
limit to which the Board of Public Instruction can grant leave of
absence and travel expenses for such attendance.

PROFESSIONAL LEAVE

State Board Regulation Section 18l: Professional Leave ard Extended
Professional Leave; Definition. "Professional leave is defined as
leave granted to a member of the instructional or administrative staff
to engage in activities which will result in his professional benefit

or advancement, including earning of college credits and degrees, or
that will contribute to the profession of teaching. Extended professional
leave is such leave extending for more than thirty consecutive days .
Professional leave or extended professional leave ordinarily will be
initiated by the employee and will be primarily for his benefit, or
that of the teaching profession, and omly incidentally for the benefit
of the school board. Compensation during professional leave, or
extended professional leave, may be allowed as provided by law, state
board regulations, and policies of the county board. County board may
grant any member of the instructional or administrative staff three
consecutive weeks professional leave during any fiscal year with com-
pensation when school is not in session; such leave shall be cumulative
for not more than two years."

A. Professional Leave During Pre- and Post-School Periods

1. Professional leave may be granted to teachers, under contract
for the ensuing year during the post-school period, who find
it necessary to report to summer school prior to the close of
the current contract period in order to meet certification
requirements or to work on an advanced degree.

2. Professional leave may be granted during the pre-school
conference with prior Board approval.



PROFESSIONAL LEAVE - Cont'd. 153

B. Professional Leave for 12-Month Personnel.

1.

3.

Administrative and Supervisory Personnel, under continuing
contract or who have served in the school system for three
years ard are under contract for the ensuing year, may be
granted three weeks professional leave during any fiscal
year with compernsation when school is not in session, but

not during the pre-school period; provided that such leave
shall be cumulative for not more than two years. Such leave
mist have prior approval of Superintendent and be confirmed
by Board.

Members of the school personmnel who take three weeks professional
leave during any year under paragraph 1 above will not be
entitled to more than three weeks far accumulated professional
leave or three weeks for any combination of military and vaca-
tion leave. In other words, if six weeks professional leave

are taken during any school year, there can be no military

leave or vacation taken during that year.

Professional leave will be granted to staff members who are
awarded scholarships by the state or by private corporations

or foundations who are requested by the State Department of
Education to participate in workshops or some other form of
activity which would lead to professional growth of the teacher,
as well as performing a service for the department; provided
that the leave does not come during the period in which school
is in session or during the pre-school conference. Professional
leave with pay may be granted by the Board.



153 LEAVE IN LINE OF DUTY 153

State Board Regulation Section 18L. Assignment of Employees for Temporary
Duty. "A county board shall have authority to adopt policies whereby,
when mutually agreed upon, employees may be assigned to be temporarily
absent from their regular duties and places of employment for the purpose
of performing other educational services, including participation in
school surveys, professional meetings, study courses, work shops, etc.
Such assignment to temporary duty will ordinarily be initieated by the
county school administration. Employees will receive their regular pgy,
and may be allowed expenses as provided by law and regulations of the
state and county boards. Such temporary duty shall be considered equal
to the regular duties of the individual, and employees performing such
assigned temporary duties shall not be considered to be on leave.
Employees may not be assigned for temporary duty for the purpose of
earning college credits, improving rank, or renewing certificates."

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

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

B. Such leave shall not be excessive in length and shall not be
granted except for benefit of the school program.

Cs The board may pay reimbur sement for travel and per diem and when
necessary, pay for a substitute provided one or more cf the
following conditions prevail:

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

2. Principals and Supervisory Personnel who are menbers of their
respective state organizations may attend meeting called by
such organizations to consider school problems. This does
not inelude annual meetings held during F.E.A. or C.T.A.
amual conventions. Expenses for such meetings will be on
travel and per diem basis. Mileage will be paid on the
basis of one car per each five persons.

3. Teachers of Vocational Agriculture, Vocational Home Economics,
D.C.T., and other persomnel in special fields where funds are
provided at state level for travel may attend meetings and
other functions prescribed by the State. Under the above
conditions, and in addition thereto, persons may be reimbursed
for expenses in accordance with state regulations governing
their respective fields.



LEAVE IN LINE OF DUTY - Cont'd. 153

C.

D.

)-lo

Instructional personnel may be granted leave with pay to
attend one annual clinic, conference or workshop at the state
level, not to exceed two school days. Mileage and per diem
will be paid. Mileage will be paid on a basis of one car per
each five persons.

Board may pay for a substitute when necessary if one or more of
the following conditions prevail. No mileage or per diem will be
paid.

1.

2a

3.

The person is accompanying one or more students as representae
tives of the school county, or state. When applicable, all
such meetings must be approved by the Florida High School
Activities Association. The expenses for such travel are to
be borne by the school organization involved.

The person is attending a meeting as an officer of, or an
official delegate of one of the following educational organiza-
tions: Florida Educational Association, Florida State Teachers'
Association, and Classroom Teachers'! Association.

The person is serving as a member of an evaluating committee
to evaluate a school, when such school is being evaluated by
the Soutkern Association of Colleges and Secondary Scheols.

The person has been requested by the State Department to act
as a member of a school plant survey team.



154 SICK LEAVE 154

A, Instructional Personnel

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

Sick leave shall be for not more than ten (10) days per year,
cumulative to 120 days; however, only 80 days may be used in any
one year. Sick leave may be transferred from another county in
Florida; however, one-half of the cumulative sick leave must be
established within the county.

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

B. Non-Instructional Personnel

Any member of the non-instructional staff who is unable to perform
his daily duties because of illness or because of the illness or
death of father, mother, brother, sister, husband, wife or child

or other close relative, or member of his household, and consequently
has to be absent from duty, shall claim sick leave. Sick leave must
be taken only when necessary and must be certified by an application
signed by the applicant and approved by the principal or supervisor,

Sick leave for non-instructional personnel shall amount to six (6)
days each year, cumulative to eighteen (18) days, including the
leave vhich is earned within the current year.



155 LESSON PLANS 155

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



156 LOYALTY OATH 156

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



157 MARRIED STUDENTS 157

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

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

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

The mother of an illegitimate child shall be denied admission to the
Osceola County Public Schools. (County board, Sept. 3, 1957)
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B.

C.

E.

F.

MONEY-RAISING DRIVES 158

Money-raising drives, such as March of Dimes, Red Cross, Tuberculosis
or United Fund, shall not be conducted among students by or in
Osceola County Schools,

Vending machines which are not awned and fully controlled by the
public school system shall not be installed or operated on school
property without specific authorization by the Board of Public
Instruction.

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

School buildings shall not be used, during regular school hours,
for profit-making shows or entertainment sponsored or produced by
a person, group or organization outside of the school system.

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

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

Senior high school solicitation of advertising from the public shall
be limited to the support of three publications, e.g., newspapers,
football programs and yearbcoks, etc.

Solicitation of any other advertising by members of the elementary
and secondary schools shall be limited to solicitations from members
of the sponsoring group only and must have prior approval from the
principals and Superintendent.

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



159 PALLBEARER 159

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



160 PARKING LOTS 160

The Board of Public Instruction shall not be responsible for damage to
automobiles or other vehicles while parked or operated on school
property. Principals shall publicize this regulation through the
teachers' handbook, student publications, or other methods designed
to reach teachers, students, and other personnel.



161 PICNICS 161

1. It is recognized that school parties can have educational value.
Such activities should be limited, however, to special occasions
such as Christmas and Easter. Elementary classroom activities
should be limited to the school area and restricted to certain
hours near the close of the school day and should be uniform in
a given building. Florida school law does not define a school
picnic as an instructional day activity.

2. Other classes ard organizations shall hold picnics outside school
hours.

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

L. School parties and picnics will not be conducted during the
closing days of the school session. It is expected that these
days be devoted to testing and evaluating.
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B.

D.

PHOTOGRAPHY IN THE SCHOOLS 162

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

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

Time involving school personnel should be kept at a minimum.

To prevent the exchange of pictures before parents have had oppor-
tunity to consider their purchases, the pictures should be placed
in sealed envelopes for delivery to the parents by pupils.

By message on the envelope, or by other written notices, parents

- should be clearly informed that the purchase of pictures is

optional and in no way compulsory. In no case should any pressure
be brought upon the students or parents to purchase pictures.
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A. Appointment of New Principals. The county superintendent shall
recommend a qualified person at a reasonable time prior to trustee
action. The trustees as a board shall nominate to the county board.
The superintendent's recommendation can be rejected only for a legal
cause provable in Court. The county board elects the nomimated
principal; however, nominations may be rejected for legal provable
cause. (Fla. Statutes, Sec. 230.23, 230.33, 230.43 and 231.35)

B. Reappointment of Principals. Principals shall be.recommended for
reappointment by the county superintendent to the trustees at a
reasonable period prior to action.

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

The county board shall elect renominated principals at lease six (6)
weeks prior to the close of the school term. A nomination may be
rejected for legal cause provable in court.

C. Transfer or Promotion with Tenure. A teacher or principal may be
transferred with tenure in the position from which transferred or
promoted; however, tenure must be earned in the new position.

D, Failure to Re-appoint., In the event the county superintemdent fails
to recommend the reappointment of a principal, he shall submit his
recommendation of dismissal to the trustees at a reasonable time
prior to action. The trustees as a board shall certify the recommen-
dation no later than eight (8) weeks prior to close of the school

term. The county board shall take final action on dismissal not later
than six (6) weeks prior to the close of the school term. The party
dismissed shall be notified in writing of his failure to gain
reappointment. -
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In order that the instructional program may be carried out in accordance
with Board of Education policies and sound educational practices,
principal shall be responsible to the Super intendent of Public lnstruction
for the effective performance of their school centers. The general
responsibiliti es of principals shall be as follows:

1. Organization and operation of the school.
2. Recommendation of personnel.

3. Cleanliness and care of school property. "Any studemt who is found
guilty of damaging, defacing, taking or destroying school property,
eisher during school hours or at any other time shall be required
to repay the cost of repairing the damage done, and shall be subject
to a penalty of suspension from school for a period of not less than
ten (10) days up to permanent expulsion from school, in the discretion
of the principal ard the Board of Public Instruction." (County Board
Policy, Dec. 3, 1957)

be The principal as custodian of his school!'s property shall observe the
requirements in the property record manual adopted by the County
Board June 7, 1960.

5. Enforcement of school law and regulations.

6. Supervision of interschool activities.

7. Preparation and submission of reports with promptness and accuracys.

8+ Preparation of cumulative and permanent file folders for each child,
including a health record.

9% Superwision of school purchases and submission of proper requisitions
and bid data prior to purchase.

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

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

Superintendent of Public Instruction.

13. He shall work in close hamony and cooperation with the Supervi sor
of Imstruction,



165 PUPIL CONTROL 165

"Subject to law and rules and regulations of the State Board and of the
County Board, each pupil enrolled in a school shall, during the time
he is being transported to or from school at public expense, during the
time he is otherwise enraute to or from school, during the time he is
attending or is presumed by law to be attending school, and during the
time he is on school premises, be under the control and direction of
the principal or teacher in charge of the school." (Fla. Statutes,
Sec. 232,25)
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A. Destruction of or damage to school property, due to robbery or
vandalism, shall be reported immediately to the police or
Sheriff's Department, and to the Superintendent. The immediate
area of the loss or damage should te kept clear of persmnel,
and nothing should be moved or touched until the police or deputy
sheriffs have made an investigation.

B. A full and complete report of loss or damage shall be made to the
Superintendent as scon as possible following the investigation.

C. Any student who is found guilty of damaging, defacing, taking or
destroying school property, either during school hours or at any
other time, shall be required to repay the cost of repairing the
damage done, a nd shall ke subject to a penalty of suspension from
school for a period of not less than ten (10) days up to permanent
expulsion from school, in the discretion of the Principal amd the
Board of Public Instruction. (County Board regulation, 12/3/57)
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All teachers entering the Florida school system for the first time must
become members of the Teachers' Retirement System. At present, only
one plan (Plan E) is offered to incoming teachers. Some information
may be obtained from the principal of the school. All final decisions
and commitments are made by the executive secretary of the Teachers'
Retirement System. Decisions of major impertance should be made only
after being advised by the executive secretarye.
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Retirement for Non-Instructional Personnel. "A compulsory retirement
system for state and county officers and employees of the counties of
the State of Florida, to be known as 'State and County Officers and
Employees Retirement System', is hereby established and placed under
the supervision of the State Comptroller." (Florida Statutes)

All non-instructional personnel will be retired at age 70.
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It is the responsibility of the principal and teachers to keep accurate
and neat records in the teachers'! registers., These shall be submitted
to the county office at the close of the school year.
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A,

SAFETY, LFAVING THE GROUNDS, ETC. 171

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

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

as possible.

Teachers shall be assigned to supervise pupils on the school grounds
before and after school. Principals are responsible for seeing that
all activities are properly supervised and that all precautions are
taken by teachers and pupils. A seriously injured student should
elther be taken home or to the doctor of his choice as quickly as
possible. The parents of the child shauld be notified immediat ely.

~In-cade of a serious accident, the county superintendent should be

notified as to the nature of the accident and steps taken in relation
to the child and his parents. However, no action should be taken by
word *or act by the principal or any other official or employee which
woulk tend to incur any liability on the part of the school.

There shall be a teacher responsible for supervising pupils as they
load and unload on buses. The person should be charged with doing
more than merely being present. He should be on the alert for any
safety hazard and should require orderly procedure on the part of
the pupils,
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SALE OF SCHOOL SUPPLIES 172

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

l. Where a principal determines that the continuation of such
sales is advantageous for the convenience of the students
and is consistent with organizational policies for efficient
operation.

Sale of school supplies shall be restricted to common, essential
supplies required by students in their regular school studies.
With the exception of special materials (supplementary text-work-
books, locks and school insignias; items not ordinarily stocked
in local retail stores), no item sold shall exceed a retail price
of seventy-five cents.
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SCHOOL ACTIVITIES 173

All social functions sponsored by a school shall be properly
chaperoned by the school faculty. Parents should be invited to
assist with chaperoning. In the case of swimming parties, a
qualified lifeguard shall ke on duty.,

Not more than three class parties shall be held in elementary
classrooms during the school ysar. Plans for additional parties
must be cleared with the principal. In any case, the loss of
class instruction time shall be held to a minimum.
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Ce.

D,

SCHOOL DAY, WEEK, AND YEAR 17

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

It is also recommended that school working days should nomally begin
at 8:00 a.m. and close at 3:30 p.m. in secondary schools, and that
the total number of hours, together with extra-curricular activities,
should equal at least LO hours per week. All members of the faculty
are responsible for the supervision of the students during school
hours regardless of specific scheduled assignments. Teachers desiring
to leave the campus between the time school starts and the end of

the school day for students shall obtain permission from the princi pal.

A1l schools will maintain regular scheduled school hours. In no case
shall school be dismissed for a sports event or any other activity
at an hour other than the scheduled time for dismissal without prior
approval of the Superintendent. Exceptions may be made by the
principal in case of emergencies where the safety and welfare of &
the students are in jeopardy.

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

of the transportation system.

The hours of the principal and his office staff should be equal in
length to those of the county school office, and should remain open
on the same days. On non-school days, the office should open at
8:30 a.m. and close at 5:00 p.m., except by special arrangement
with the county office.
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ThesSupervisor of Instruction is directly responsible to the Superintendent
of Schools. The scope of this responsibility includes the direction, the
over-all planning, the over-all coordination and the improvement of each
major division of instruction, and all supporting instructional services
offered to the individual child, the individual school center, all areas,

and adults.

A, Specific Duties. (Approved ard adopted by board, June 10, 1958)

1. Teachers' Daily Schedules. The Board of Public Instruction
hereby directs that the school principal file with the Supervisor

of Instruction a copy of each teacher's daily schedule not later

than two weeks following the opening of school. The Supervisor of

Instruction should be prepared to discuss this matter with the

Board by the regular meeting in October.

2. Accreditation Standards. The Supervisor shall receive and check
all accreditation reports prior to their submission to the County
Superintendent. He shall be charged with the responsibility of
determining that all requirements of the State Department and
Southern Association are met as reported in the accreditation reports.
Any discrepancies or deviations between actual practices and the
report shall be reported to the County Superinterndent and Board.

3. Instructional Materials., The Board of Public Instruction hereby
requires that State adopted materials be used as basic texts.

It will be the duty of the Supervisor of Instruction, working through

the principal of the school, to see that this requirement is carried

out, This shall not exclude or prohibit the use of supplementary

or enriching materials not on the state adopted list. It is

intended to mean that teachers should not replace state adopted

text books with workbooks or other such materials.

L. Visitations. The Supervisor of Instruction will be required to
visit the classrooms of individual teachers. The visits will be

made in order that he may assist the teacher in any way possible.

He shall be responsible for helping the teacher develop lesson plans,

instructional units and instructional materials.

5. Lesson Plans. The Supervisor of Instruction shall examine the
daily planning of the teacher and make suggestions, criticisms
or commendations as the circumstances justify. In the event there
is little or no plamning, he shall report the matter to the princi-
pal in writing. The principal shall take immediate steps to correct
the situation ard he shall advise the Supervisor in writing as to
the action which he has taken, with the Superintendent receiving a

COPY o
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6. Records and Reports of Visitations. The Supervisor shall be

required to keep a record of all visitations and reports. These
records may become available to the Lounty Board and Trustees in
official meetings. Such information will not be circulated to board
members or trustees as individuals.

7. Poor Instruction. If a teacher or principal is found to be doing

an inadequate job, the Supervisor shall hold a conference with
the person concerned and shall give him or her a copy of written
suggestions for improvement. A copy of the same shall be filed with
the principal and Superintendent, or with the Superintendent in
case the matter concerns a principal.

The principal shall advise the Supervisor within ten (10) days in
writing as to any action taken to insure that the teacher improves
his or her instruction. A copy of this report is to be sent to the
Superintendent .

8. Teacher Applications. Applications for teaching positions which

are received at the county level shall be referred to the
Supervisor for screening. The Supervisor will in tum refer by
special bulletin to the several principals those applicants who seem
to be desirable prospects.

9. Group or Faculty Mectings. The Supervisor shall meet with special
faculty groups upon request to assist in developing the instruc-

tional program. Principals shall feel free to utilize his time in

this capacity and will be expected to take an active interest in

thls phase of the program.

Services of the Supervisor to the Individual Teacher:

1. Acquainting new teachers with county policies and total county
educational program.

2. Assisting in secwring materials of instruction.

3. Conferring with the teacher on problems concerning improvement
of teaching techniques.

L. Helping build better working relationships with fellow teachers.
5. Assisting in planning teaching and resource units.

6. Arranging with the principal, for visitation to other schools for
the purpose of observing excell ent teaching practices.

7« Bringing teacher problems to the attention of the principal and
county superintendent.
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8. Acquainting teachers with good practices and new teaching trends
observed elsewhere.

9. Assisting in securing consultants in special fields.

10, Advising the teacher of teacher retirement plans and policies.
11, Assisting teachers with teaching certificate problems.

12, Assisting with administering and interpreting standardized tests.

13, Assisting in plaming for homeroom programs amd other phases
of pupil guidance.

1. Planning for organization of extension classes.

15, Acquainting teachers with the services offered by the Orange-
Osceola Counties Material Center.

16. Bring friend and resource person to the teacher.
17. Organizing study groups for educational improvement .
18. Assist teachers with N.D.E.A. projects.

19. Assist teachers with applications for summer institutes ard
teacher scholarships.

C. Services of the Supervisor to the School Principal.

1. Planning with the school principal for classroom visitations.
2. Serve as resource person for faculty meetings.
3. Serve as resource person for curriculum improvement and development,

Lhe Assist principal in fulfilling his responsibilities for dis-
covering ways of improving teaching procedures of his teachers.

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

6. Assist principal to fill teacher vacancies.

To Work with teacher groups in correlating work in various subject
areas.

8. Acquaint principals with new textbook adoptions.

9. Assist in securing instructional materials.
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D.

10.

11.

12
13.
1he
15.
16.

17.
18.
15.
20,
2l.
22,
23,
2L.

Assist principals with plamning programs of in-service education
for the faculty.

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

Help develop better working relationships between schools
Assist in formulating school policies.

Secure consultants for special work with teachers.

Assist in special faculty studies.

Assist in plaming schedules of classes and adjusting teacher-
pupil loads.

Assist in preparing for school evaluations and accreditation.
Planning with principal for teacher visitations.

Assist with local public relations program.

Assist in placing of intern teachers.

K:eping principals informed of State Department of Education news.
Advise and assist principal with testing program.

Advise with principal for improvement of education in his school.

Assist with N,D.E.A. projects,

Services of the Supervisor to the County Superintendent.

1.

2

3.

L.
5e

6.

Assist in planning a total education program for the county.

Act as technical assistant for purposes of improving long-time
educational program of the county.

Work with principals and teachers in the formulation of county
policies needed.

Call staff meetings of principals to mect with the superintendent.

Work with groups or schools in developing curriculum guides and
programs of study.

Acquaint superintendent and schools with good practices and
teaching procedures.
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7. Assist in securing consultants for small groups and/or county-
wide study groups.

8. Work closely with the State Department of Education and colleges
on educational progranms.

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

10. VWork closely with the neighboring counties in projects which
lead to better educational advantages for our children.

1l. Assist in organizing extension classes and study groups whereboy
teachers and principals may improve their professional qualifi-
cations.,

12. Assist in public relations program.

13. Compile matericls for instructicnal and public relations uses

14. Assist in securing teachers.

15. Acquaint teachers with county policies and total county program.

16, Assist textbook manager in efficient requisitioning of state
textboo ks,

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

19. Assist in coordinating county educational programs with total
school program.

20+ Represent the county at state and regional educational conferences
and bring back new ideas and materials for the improvement of
local schools.

21, Coordinate N.D.E.A.

22. Coordinate Public Law 87k survey.

23. Perform and assist superintendent at his requeste.
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SUSPENSION AND DISMISSAL 176

County School Board. The county school board, acting as a board,

shall: "Suspend or dismiss members of the instructional staff and
other school employees, provided, that no administrative assistant,
supervisor, principal, teacher or other member of the instructional
staff may be discharged or removed during the term for which he is
employed without opportunity to be heard at a public hearing. After
at least ten (10) days' written notice of the charges against him
and of the time and place of hearing, and provided further, that
the charges must be based on immorality, misconduct in office, in-~
competency, gross insubordination, wilful neglect of duty, drunken-
ness, or conviction of any crime imwvolving moral turpitude. Whenever
such charges are made against any such employee of the county board,
the county board mmy suspend such person without pay, pending a speedy
hearing of such charges, but if the charges are sustained, he shall
immediately be reinstated and his back salary shall be paid. In
cases of suspension by the county board or by the county superin-
tendent, the county board shall hold a public hearing, af ter notice
as above provided, to determine upon the evidence submitted whether
the charges have been sustained, and, if said charges are sustained,
elither to dismiss said employee or fix the terms under which said
employee may be reinstated. If such charges are sustained and such
employee is discharged, his contract of employement is thereby
cancelled." (Fla. Statutes, Sec. 230.23(7)(i).)

County Superintendent. The county superintendent shall: "Suspend
menmbers of the instructional staff and other sciool employees
during emergencies far a pericd of not to exceed ten (10) school
days, notify the caunty board immediately of such suspension,

and when authorized to do so, serve notice of suspended member of
the instructional staff of the charges made against him and of the
date of hearing; recommend employees for dismissal under terms
prescribed herein." (Fla. Statutes, Sec. 230.33(7)(h).)
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D.

PUPIL SUSPENSION 177

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

the school he atterds, but no person shall be suspended from being
transported or be given physical punishment by the bus driver, or be
put off the bus at other than the regular stop for that pupil except
on permission of the principal or parent." (Fla. Statutes, Sec.

232.28)

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

a period of ten days, or until such suspension is modified or made

a dismissal by the county board." In such cases, the county superin-
tendent and parents shall be given immediate notice in writing.
(Fla. Statutes, Sec. 232.26)

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

The principal....."may suspend a pupil for wilful disobedience, open
defiance of authority of a member of his staff, for the use of pro-
fane language, or for other misconduct when other means of correction
have failed to bring about proper conduct; provided, that each such
suspension, with the reasons therefor, shall be reported immediately
in writing to the parent and to the county superintendent; and pro-
vided, further, that no one suspension shall be for more than ten
days and that no suspension shall be made a dismissal unless so
ordered by the caunty ooard in a resolution adopted and spread upon
its minutes...". (Fla., Statutes, Sec. 232.26)

Disturbing Teachers and/or their homes, and insulting in public.
The principal shall have the authority to suspend or to recormend
dismissal, or restrict a pupil's attendance for as much as 10 days
as recognized under other provisions of the law, any student for
the followirg reasons:

a. Disturbing or attacking the home of a teacher, and/or
b. Insulting the dignity of a teacher in a public place.
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A, Appointment of New Teachers

1. The responsibility of securing credentials and investigating the
professional fitness of new teachers is charged to the principal.
He should not consider an applicant with less than a four year
degree (Rank III certificate or above), and should be cautious in
recommending candidates who have attained or are approaching re-
tirement age. The practice of appointing teachers near retirement
age might result in a faculty being over balanced with older teachers.

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

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

L. The county boa rd shall elect teachers nominated by the trustees.
a nomination may be rejected for legal cause.

B. Re-appointment of Teachers

1. The principal and the county superinterndent shall submit faculty
- recommendations to trustees at a reasonable period prior to
trustee action.

2. The trustees as a board shall re-nominate to the county board not
less than six (6) weeks and not more than ten (10) weeks prior to
the close of the school term. They may reject a recommendation
with legal cause,

3+ The county board shall elect re-nominated teachers at least four
(L) weeks prior to the close of the school term. The board may
reject a nomination for legal cause. (Fla. Statutes 230.23,
230-33, 23O-LL3 and 231035)

C. Failure to Re-appoint.

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

D. Acceptance of Appointment.

Teachers shall have fifteen (15) days in which to accept or reject
appointment. (County Board Regulation, May 3, 1955)
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Ee. Tenure

1.

2

A teacher shall be issued an annual contract on the basis of
a valid Florida certificate, All contracts are for a one
year period for the first three years.

After three years of satisfactory service in the county,
having been reappointed in such county for the fourth
successive year, and met the requirements of Sec. 231.16(2)
relating to comprehensive examination and score thereon, the
teacher shall be entitled to and shall be issued a continuing
contract in such form as may be prescribed by regulations of
the state board. (Fla. Statutes, Sec. 231.36)
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In the event a teacher elects to leave the employment of the county board,
a letter of resignation should be filed with the principal. This is an
important item for the teacher's personnel record.
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1.

2.

3.

TEXTBOOKS 180

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

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

The principal shall ccllect or cause to be collected from each pupil
or his parent the purchase price of each vook the pupil has lost,
destroyed or unnecessarily damaged, and shall report and transmit
such amounts so collected to the county superintendent for trans-
mission to the state superintendent, provided that if such textbook
so lost, destroyed or damaged has been in school use for more than
one year, a sum ranging between fifty and seventy-five percent of
the purchase price of the book shall be collected, such sum to be
determined by the physical condition of the book. (Fla. Statutes,
Sec, 233.L6)
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The Osceola County Board of Public Instruction, by authority of Florida
Statutes 230.23 and according to State Bard Regulations-Standards of
accreditation Section V, G, page 32, establishes the following policies
governing the Tuition Summer School Progam.

A, Authorization - The tuition summer school, as authorized herein,
shall be operated under this Sec. 181 and such other applicable
policies as have been or may be established by the Board of Public
Instruction.

B. Location = The location of tuition summer school centers shall be
determined by the Board of Public Instruction.

C. Term = The minimum term for tuition summer school shall be six weeks
of five days per week, four hours per day, or the equivalent thereof.

D. Credit - Summer school work accepted in grades 7 - 12 shall be
limited to one credit, whether new or make up. A minimum of 120
hours is required for one credit or €0 hours for one-half credit.

E. Personnel - State certification requirements shall apply to all
personnel employed.

1. The Superintendent shall recommend to the Board of Public
Instruction the appointment of the principals for the tuition
summer school centers.

2. Each tuition summer school principal shall submit a personnel
list to the Superintendent for his consideration and recommenda-
tion to the Board of Public Instruction,

F. Salaries - All salaries shall be governed by duly adopted schedule,
shall be paid by the Osceola County Board of Public Instruction, and ‘
shall be subject to all Federal, State and County payroll requirements.

G. Administration - Principals appointed for tuition summer school centers
shall be responsible for the administration and supervision of the
operation of the tuition summer school program at their centers,
including the maintenance and submission of all required records and
reports which may be prescribed by law, by the State Department of
Education, or by policy of the Osceola County Board of FPublic Instruc=-
tione.

l. State required persomnel reports shall be filled in and
submitted to the Superintendent not later than the emd
of the second week of tuition summer school.

2. The tuition summer school program shall pe financially self-
supporting so far as possibles. Principals shall be responsible
for the operation of the program at their respective centers
within the limitations of available funds.
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He

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

1. The fee for one unit of work shall be a total of $28.00, of
which $25.00 shall be tuition and $3.00 shall be sllocated as
a registration fee,

2. The fee for one-half unit of work shall be a total of $18.00,
of which $15,00 shall be tuition and %3.00 shall be allocated
as a registration fee,

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

he No refund shall be made of any fee after the close of the first
week of instruction.

5 All monies collected from participants in the tuition summer
school program shall be processed through the Internal accounts
of the respective schools and in accordance with procedures
established in the Handbook of Internal Accounts.

(a) Receipts on approved forms shall be issued for fees collected.

(b) All fees shall be deposited in the school's activity fund
and handled as a department account entitled, "Tuition
Summer School",

(c) HMonies collected as tuition shall be remitted to the Board
of Public Instruction at such times and in such mnner e
scribed by the superintendent.

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

6+ Balances existing in the Board of Public Instruction and school
internal accounts at the end of the course shall remain in such
accounts to be used in the next succ eeding Tuition Summer Schocol
Program.
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A. Accident Reports. Drivers shall prepare an accident report, Form TR-3,

B.

C.

immediately after every accident involving a school bus or a bus
passenger. The report shall be filed in duplicate with the county
superintendent.

Bus Insurance. The county board shall provide insurance for bodily
injury for transported pupils and for property damge in an amount
determined by the county board.

Bus Operation.

1. The mechanical stop arn or traffic light signal shall be operated
to notiry iraffic whea the bus is apmroximately 100 feet from the
stopping point. 'The stop sigmal shall remin extended or in
operatica at all times iuring which pupils are entering or
leaving ©h> iz, The o7op rignal should not be used except to
protect caildien Zronm Sraffic hazards.,

2. The bus :¢h2ll "o -rought to a full stop before entering or
Crossin, oo ¢iordicl highwer or dangerous thoroughfare not
saleguorded by« Lroilic ronhrol signal and shall proceed only
when sufety i ceorywed.

3e The bus siall v “rwght te a full stop a safe distance from
the tracks -thr rpproaching a railroad crossing. The driver

shall nct rroceed until bz has lxoked in both directions and has
opened the ccor and listensd for the sound of an approaching train,
He shall procezd when complate cafety is assured.

Le The bus sholl Lo deiven at o safe speed never to exceed L0 miles
per hour. Driving conditions will be the gowrning factor as to
speed.

5 Incase ofrain or fog conditions which reduce visibility to
the danger point, the driver shall at the first opportunity
pull the bus completely off the hi ghway and remain parked with
the running lights burning until the hazard has lifted,

6. Any defect in “he oneration of the bus shall be reported immediately
to the supervisor of transportaticn.

7« The driver shell keep the ous clean at all times. The bus shall
be swept daily.

8. The driver shal report without delay to the school principal:

a. Pupil misceonduct

b. An accident involving a bus passenger

Cs Llicense nuber of venicle whi ch passes 1llegally

d. Reason for failure tc rmintain schedule. The driver will
report to the principal’e office with this explanation,
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D. Responsibilities of Drivers.

1.

2e

3.

L.

9

10,

12,

13.

lh.

15,

To know and observe local and state traffic laws.

To pass an annual physical examination ard meet the requirements
of the state and local board.

To be neat and clean in persmal appearance, t© refrain from the
use of tobacco while on duty, and to use no profane or vulgar
language in the presence of pupils.

To practice TOTAL ABSTINENCE in the use of alcoholic beverages.

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

Thedriver shall not change a route or bus stop without specific
authorization of the county superintendent. Such information
may be distributed by the supervisor of transportation for the
county superintendent.

Thedriver sh=1l not quostion the authority of the principal to
assign a pupil to a bus or in the handling of a disciplinary case.

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

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

Pupils shall be required to observe 211 regulations of the state
and county.

A child will be pemmi tted to leave the bus only at the regular
stop except upon written request of the parent or at the dis-
cretion of the principal.

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

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

Pupils shall be required to move away from the bus immediately
upon being discharged and shall move away in view of the driver.

The driver shall submit prompt and accurate reports and such
additional information as requested by the principal for the
effective operation of the schoole.
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16, Pupils shall ride the buses to which assigned. The driver will
not pemmit occasional adult riders.

17. Rules governing the conduct of pupils and the daily schedule shall
be posted in the front of the bus.

E. Responsibilities of the student.

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

2. Observe classroom conduct except for ordinary classroom conversa=-
tion.

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

lie Warn thc driver of any danger of which the student feels the
driver is not aware.

5. Stay off the highway while waiting for the bus.
6. Enter and leave the bus as directed by the driver.

7o Be at the stop on time both morning and aftermnoon. The driver
is not authori zed to wait for tardy pupils.

8. Wait until the bus comes to a full stop before entering or
leaving the bus.

9. Pupils shall not eat, drink soft drinks, or use chewing gum on
the bus,

10. Nuisance toys will not be permitted on the bus.

F. Use of School Buses

1. Buses shall be used for the transportation of school children
ard nmambers of school groups only, except as hereimafter
providec. Schodl groups shall include school beoard menbers,
trustees, cneperones and amployees of the school board.

2. At least three days' advance notice shall be given for any
JC"l") IO TR I Che b "‘t‘f % . - T
Lo N}
3. Buses @nal. not be requested far any occasion unless the trip
is careiully planned by the principal. All trips shall be
properly cupecvised by at least one chaperone for each bus.

L. Principals shell instruct teachers and chaperones as to transe
portation regulations concerning pupil conduct.,
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F.

Se

The supervisor of transportation shall select the driver to
transport L-H Club groups to swmer camp. The cost of trans-
portation (driver and gas) will be paid by the Soard of County
Commissioners of Osceola County.

The cost of 6perating buses during the summer recreation program
shall be paid by the principal of the school concerned.

Buses will not be used for any trips, other than on regular
routes, without the approval of the supervisa of transportation
or the county superintendent.

Driver s making special school trips shall be assigned by the
supervisor of transportation and will bte paid by the princ ipal

of the school corcerned. The rate of pay for drivers on special
trips shall be fixed by the county board.

Transportation Grants.

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

Transportation grants are paid monthly based on actual number of days
attended certi fied by principal



183 TUTOR ING 183
A, No teacher shall receive campensation for tutoring any pupil in the
sane class in a school in which the teacher is working.

B. Teachers who receive compensation for tutoring shall not use public
school facilities for such purpose.

C. Private instruction by band directors is an exception to the above
policy. (See Sec. 120)



184 VACATION (Non-Instructional Personnel) 184

Non-instructional personnel shall be allowed two weeks vacation per year
after one year of service in the Osceola Lounty school system. A leave
application shall be filed showing the vacation datese.



185 INTER-SCHCOL AND INTRA-SCHOOL
VISITATION

Each member of the instructional staff shall be allowed two (2) days
per year for professional visitation upon recommendation of principal
and supervisor. Theprincipal should mske all arrangements with the
principal of the school to be visited. Under no condition should a
teacher visit another school unless the visit has been prearranged,
Moreover, the teacher should upon arrival report first to the principal
of the host school., There is no provision for per diem or travel for
these visitse. Teachers are urged to avail themselwes of possible en=
riching experiences by making such visitation trips.



186 PUBLIC VISITATION 186

A. An individual or group desiring to tour a school shall receive per-
mission from the Superintendent and/or the school principal.

B, Members of the public wishing to contact teachers or pupils during
the school day must receive permission to do so from the principal,

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



187 WEARING APPAREL 187

Ae The school, as a center of learning, provides for the development
of habits and attitudes conducive to acceptable practices of the
school community, including good manners, appropriate wearing
apparel and good grooming.

B. Normally, students will be expected to dress in tradi tional attire,
appropriate for school - girls will wear dresses, boys will wear
long trousers.

Ce Principals shall decide whether deviations from the foregoing re-
quirements are not in keeping with the standard of educational and
moral aspects of the imstructional program.
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The principal of each school may have the delegated auth ority to issue
work permits in accordance with the laws of Florida.
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B.

Ce

D.

WORKMEN 'S COMPENSATION 189

All employees of the Board of Public Instruction are ent itled to the
benefits of the Workmen's Compensation Law. (Chapter LLO, Florida
Statutes)

Any employee who is injured as the result of an accident while on
duty, and subsequently is absent from duty as result of such acci-
dent, shall be entitled to Disability Leave, as provided in Sec. 119
of the Policy Handbook.

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

Workmen's Compensation payments are at the rate of €% of the average
weekly wage, not to exceed ¥L2.00 per week.

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

A certificate of absence showing the absence under "perscmal illness"
but identified by the initials "DL" in the right margin, approved by
the principal or department head, shall be presented with the payroll
covering the period during which the absence occurred.



190 VACATION 1%0
(12 Mo. Ipstructional Personnel)

Members of the instructional, professional, or administrative staff who
are employed on a 12-month basis may accumulate vacation at the rate of
one day for each month of service for a maximum of 20 wo rking days,
including the vacation earned in the current year. Accumulation of
vacation is to start after 3 years of continuous service in the county
school system. Vacation is not to be taken until after it is earned,
and no more than 20 days is to be used in any one school year.,

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

Vacation time shall be so scheduled that there be a minimum of disruption
in the operation of the school system.



191 JURY DUTY OR COURT WITNESS 191

A. An employee of The Board of Public Instruction shall receive their
regular salary less court fees while serving as a witness in any
court case under the following comditions:

1. That the person has been subpoenaed by the court as a witness
and not a principal in the case.

2. That the employee shall sutmit a copy of the subpoena or letter
from either attorney in the case to the superintendent.

B. Any male non-instructional employee of The Board of Public Instruction
shall be authorized to be absent from assigned duties and shall
receive his regular salary less any court fees, while serving as a
Juror in any court case.

C. Instructional personnel shall be excused from Jury Duty (Florida
Statutes Sec. 231.05). If notice of jury assignment is received
the principal or Superinterdent should be immediately notified.

He will then contact the presiding judge and request rel ease from
duty by the instructional Derson involved,

No member of the instructional staff shall receive any salary from
the Board of Public Instruc tion for days absent on Jury duty.



