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Abstract 

The purpose of this study was to identify elements 

commonly found in existing new teacher induction programs and 

incorporate those elements into an induction program that 

could be implemented almost exclusively by a single building 

level administrator. The information was obtained through an 

examination of existing literature and contacts with current 

practitioners who were involved in induction activities. 

Survey instruments were provided for participating 

administrators and the new teachers in their buildings. The 

surveys identified elements of the existing program and the 

perceived importance of those elements from the perspectives 

of the administrator and the teacher. 

The information collected from the literature and the 

current administrators led to the development of a three part 

new teacher induction program that could be implemented by 

one administrator with little additional assistance such as a 

veteran staff to provide mentorship. The first component of 

the induction program involved the recruitment of teachers. 

The second part of the program was the development of a new 

teacher handbook designed to familiarize the new teacher with 

building practices and procedures. The handbook was used as 

the basis for a two day workshop for new teachers prior to 

the beginning of the school year. The third component was 

the development of a series of inservice workshops during the 
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school year designed to address the needs of the new teacher. 

Topics included in the workshops were classroom management, 

planning, and student evaluation. 
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Introduction 

Chapter I 

Overview of the Problem 
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Sheldon, Illinois, a small, rural community located 

approximately ninety miles south of Chicago along U.S. 

Route24, two miles from the Illinois-Indiana border, has 

become a bedroom community for people working in Watseka, 

Kankakee, and the southern Chicago suburbs. Agriculture was 

once the primary activity in the area although a decreasing 

number of students in recent years have had a farm related 

background. 

Approximately one-third of the district's teachers have 

been employed for over 20 years. However, during the past 

seven years, an annual turn-over rate of approximately 20% 

has developed. Although the district's philosophy was to 

hire the best available candidate to fill vacant positions, 

most new employees had less than three years experience. The 

majority of new staff members have been first year teachers. 

The present turn-over rate for teachers seemed likely to 

continue. The community offered little social life for 

young, single teachers, and several long-time employees were 

near retirement. The "5 and 5" early retirement option 

contributed both directly and indirectly to increased teacher 

turn-over. Five of the district's 28 staff members were 

eligible to utilize the retirement incentive. However, only 
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one had indicated a desire to retire. The larger problem 

presented by "5 and 5" was the "domino effect" that would 

result when positions in larger districts began to fill, and 

the younger teachers from Sheldon moved to more lucrative 

positions. The present trend toward hiring first year 

teachers would undoubtedly continue. Consequently, the 

author felt that an organized, structured teacher induction 

program was needed not only to familiarize new teachers with 

district practices and procedures but also to provide 

additional training to close the gap between undergraduate 

training and professional expectations. 

Statement of the Problem 

The current practice for new teacher induction could 

best be compared to the "just in time" inventory approach 

used in industry. The principal assumed the responsibility 

for most induction activities. The superintendent arranged an 

inservice activity for all teachers for the beginning of 

school, and the secretary provided payroll information. New 

teachers were provided needed information, for the most part, 

just prior to their need for that information. Although 

basic information was eventually presented to the new 

teacher, no organized system of induction existed. New 

teachers eventually became familiar with essential paperwork, 

disciplinary practices, and evaluation procedures. However, 

neither a teacher's handbook nor an ongoing inservice program 



directed specifically at new teachers existed. Thus, new 

teachers were at times placed in the position of "sink or 

swim." 

Specific Objectives of the Study 
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Objective one. To review the literature on teacher 

induction practices in order to identify components of 

existing programs in both large and small school environments 

relevant to the perceived needs of the study. 

Objective two. To identify the induction topics 

currently addressed in selected districts utilizing the same 

basic pool of new teachers as the school in the study, the 

level of satisfaction from both the perspective of the 

administrators and teachers involved and the source of 

delivery for the information. 

Objective three. To incorporate the information obtained 

in addressing objectives one and two into a manageable 

induction program for a district with limited human and 

financial resources. 

Limitations of the Study 

The study did not draw heavily from induction programs 

found in larger school districts which had a significant 

number of administrators, central office personnel, and 

department heads with administrative responsibilities. Such 

districts had the available human resources that did not 

exist in the districts the study would, hopefully, benefit. 



In addition, districts of this type offered opportunities, 

both financially and socially, that attract a reasonable 

number of qualified applicants for vacant positions. 

The sample size of the study was limited to selected 

principals with known expertise in the area of teacher 

induction and the first-year teachers in their districts. 

Information from the first-year teachers was obtained from 

the principals in the selected districts. 

Definition of Terms 
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Teacher induction. The process of familiarizing a first 

year teacher with local district practices and expectations 

and providing a program to expedite the teacher's transition 

from college student to professional educator. Topics 

include, but are not limited to classroom management, 

effective planning and instructional methods. 

Manageable. A program that a single principal can 

conduct with minimal help from other district personnel or 

from external sources requiring significant financial 

investment. 

Mentor. A veteran teacher currently employed by the 

district and charged with the responsibility of assisting new 

staff members in adjusting to the demands of the teaching 

profession. 

First year teacher. A certificated teacher without prior 

teaching experience given full educational responsibilities. 
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Chapter II 

Rationale, Related Literature and Research 

Rationale 

Due to the difficulties inherent in filling many 

positions in the Sheldon District, the induction process 

actually began during the recruitment, selection, and hiring 

of new teachers. For the past five years, the author has 

served as the junior/senior high school principal in the 

Sheldon District and has had full responsibility for filling 

all vacancies in the district. The author's experience 

indicated that most new staff members did not actually apply 

for posted vacancies; rather they were recruited for their 

positions. The traditional process of advertising a vacancy, 

receiving applications, screening applicants for interviews, 

interviewing, and selecting the best possible candidate was 

seldom applicable. Networking contacts were used to obtain 

the names of possible candidates. The contacts included the 

administrators in districts who hired Sheldon staff members, 

other administrators whose schools used a number of student 

teachers and officials in the university placement offices 

and university departments throughout the state. Most 

candidates who were called for an interview would probably be 

offered positions. Consequently, an induction program 

appeared to be needed in order to provide as much assistance 



as possible since the likelihood of obtaining the best 

qualified and prepared new teacher was not great. 

Review of the Literature 
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A review of existing literature and research indicated a 

significant emphasis had been placed on the development of 

teacher induction programs in the last 20 years. The 

majority of the research examined by the author indicated 

larger, urban school districts had developed the more 

organized and structured induction programs. King (1988) 

suggested that small, rural districts are less likely to 

offer induction programs because of size, limited budgets and 

facilities and their isolation from university environments. 

Such districts had fewer administrators to manage the 

programs, and fewer veteran teachers to serve as mentors. 

Shulman and Bernhardt (1990) placed a great deal of 

responsibility for a successful induction program in the 

hands of a veteran teacher who served as a mentor. It was 

indicated that the mentor ideally was a teacher in the same 

building and in the same subject area as the beginning 

teacher. McKee (1991) indicated the mentors were sources of 

instructional and behavioral techniques. They provided 

feedback on teaching skills and offered the chance for the 

beginner to observe an experienced teacher in action. The 

mentor served as a key element in the induction program 

mandated for each county in West Virginia. 
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Mentors served as a critical element in the induction 

programs that were mandated by many other state legislatures 

across the country. Hoffman (1991) indicated that the 

Beginning Educator Support and Training Program mandated by 

the Connecticut legislature in 1988 assigned a mentor to each 

first and second year teacher. The BEST Program utilized the 

resources of the educational service centers in the 

implementation of the induction programs. Durbin (1991) 

found the mentor popular in mandated programs in many states 

including Florida, Oklahoma, and Virginia. However, problems 

with time and money did exist. In addition, the assumption 

that a good teacher would be a good mentor had led to 

problems in several induction programs. 

Harris and Collay (1990) described the problems faced by 

rural schools in the development of mentor programs: 

Many teacher induction programs appoint a mentor (i.e., 

an experienced teacher) to orient the newcomer to the 

professional community. Designating a single mentor, 

however, may be destructive to the development of 

professional relationships in rural schools. Ideally, 

the mentor and protege should be at the same grade level 

or subject area. In small schools, however, the novice 

may well be the only teacher of a grade or subject, and 

the closest mentor may not have the most expertise. 

Mentors from other schools or districts are often 
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threatening to a school trying to preserve its identity 

and may be counterproductive to the goal of building an 

in-school community. 

Beyond this, in the small schools in question, the 

principal is the designated head teacher and may feel 

responsible for mentoring the novice in spite of the 

significant obstacles of lack of time, the principal's 

role as teacher evaluator, and the preference of most 

new teachers for peer mentorship. In this setting, the 

identification of a specific mentor--whether teacher or 

administrator--can endanger the community it is intended 

to expand (p. 46). 

Both Gordon (1991) and McKee (1991) identified common 

elements in most existing induction programs. These topics 

included discipline, motivation, assessment of student work, 

and dealing with parents, as well as local district policies 

and procedures. McGuire (1991) pointed out that district 

size often impacted the manner in which a given district 

addressed the needs of a beginning teacher. 

In rural areas, attempts have been made by such regional 

universities as Eastern Illinois University to assist school 

districts with induction programs. Brulle and Allred (1991) 

indicated that university personnel were available to operate 

an induction program for first year teachers within a two 

hour radius of the university. Among the topics included in 
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the program were parent conferences, effective teaching 

practices, self-evaluation, and classroom management. Travel 

time and voluntary participation on the part of the teacher 

were problems that limited the effectiveness of the program. 

According to Clement (1993), the Mattoon, Illinois, 

School District created an induction program in cooperation 

with The Office of the Beginning Teacher Program at Eastern 

that has been deemed successful both by the school district 

and the teachers participating in the program. One of the 

two components of the Mattoon induction program was the 

mentoring program which Clement (1993), described as follows: 

Working with the local education association, the 

district recruits experienced teachers who volunteer to 

be paired with a new teacher. The experienced teacher 

serves as a mentor to the new person, answering 

questions, giving suggestions, and being "someone to 

turn to." Before beginning their roles as mentors, 

these teachers receive one day and a half of inservice 

training with the Coordinator of the EIU Beginning 

Teacher Program. The mentor training takes place in 

the spring, allowing the mentors to be paired with the 

new teachers a week before school starts in the fall. 

(p. 1) 

The second component of the Mattoon program was a series 

of six half-day inservice seminars dealing with such topics 



as classroom management, communicating with parents, 

strategies for teaching, and dealing with stress. 
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Clement (1994) listed seven factors responsible for the 

success of the Mattoon program: administrative support, 

teacher support, mentors trained by a professional, support 

group seminars, routine program evaluation, not evaluative in 

nature, and not expensive to operate. 

Similar programs have been reported to be successful in 

other areas of the country as well. Stupiansky and Wolfe 

(1988) indicated the apparent success of the New York State 

Mentor Teacher-Internship Program enacted into law in 1986. 

This program provided the financial resources necessary to 

develop regional consortiums in rural areas to develop and 

provide programs consisting of ongoing mentor/intern 

conferences, seminar discussions, self-evaluations, peer 

coaching, videotape feedback, professional dialogues, and 

information provided by principals. 

Sharratt and Sharratt (1991) placed the main 

responsibility for induction programs in the hands of the 

administration. The ability of the administration to 

influence the work environment in numerous ways from class 

assignments to availability of resources impacted any 

induction program. However, Anderson (1992) suggested that 

the greatest influence the administration could have on 

induction programs was in the area of recruitment and 



selection of new teachers. Obviously, the better the 

candidate for the position, the better the chances for a 

smooth transition from beginner to professional educator. 

Uniqueness of the Study 
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Although much research had been conducted in the 

development of teacher induction programs, most programs to 

some extent required the use of veteran teachers to serve as 

mentors for the beginning teacher. As stated previously, the 

problem that existed in the Sheldon School District was the 

lack of a veteran staff which could provide the mentoring 

service. Consequently, the design of a new teacher induction 

program for the district focused on the building principal as 

the primary source of information. The desired outcome for 

this study was an organized and structured induction program 

that could follow a definite timeline and provide the new 

teachers with many of the elements identified as important in 

existing induction programs. 



Chapter III 

Design of the Study 

General Design of the Study 
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The research design used in this study was qualitative 

and quantitative. Based on the literature reviewed and five 

years of actual experience, the author was convinced of the 

need for the development of an organized, structured 

induction program. The study was designed to identify the 

information to include in the program and develop a method 

for delivering the information. The results were reported 

using both narrative for the qualitative data and tables to 

summarize the quantitative data. 

Sample and Population 

The author elected to identify six practitioners with 

expertise and experience in the induction of new teachers 

into their staffs. The practitioners identified for 

inclusion in the study were required to meet the following 

criteria: 

1. Five or more years experience as a principal. 

2. Two or more beginning teachers added to their 

staffs on a yearly basis. 

3. Primary responsibility in their building or 

district for the induction of new teachers. 

4. A reputation among their peers as an effective and 

competent principal. 
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The practitioners selected were chosen to represent a 

variety of school sizes. The largest school represented was 

a high school of nearly 2,000 students, and the smallest was 

a school of less than 300 students. The practitioners and 

their beginning teachers were surveyed during the second 

semester of the 1993-94 school year. A total of 31 new 

teachers in addition to the six principals responded to the 

survey instruments. 

Data Collection and Instrumentation 

The instruments used for the study were developed by the 

author based on informal surveys conducted over the past 

three years with beginning teachers in the Sheldon School 

District and informal discussions with other building 

principals. The areas most frequently mentioned by the 

beginning teachers in the Sheldon District were used as the 

basis for the instrument (see Appendix A) distributed to the 

first year teachers who took part in the study. The purpose 

of the first question on the survey was to determine those 

areas where beginning teachers felt both the greatest 

satisfaction as well as the least satisfaction with the 

existing induction programs in their districts. The second 

question was designed to determine the district personnel 

responsible for each of the topic areas. The final question 

was designed to determine the level of importance associated 

with each topic as perceived by the beginning teachers. 
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The first question on the instrument (see Appendix B) 

distributed to the principals who participated in the study 

was designed to determine the specific topics included in 

each induction program. The second through fifth questions 

were designed to determine the manner in which the material 

in the induction program was delivered to the beginning 

teachers. The final question was intended to determine the 

principal's attitude toward the induction program in use in 

that building or district. 

The surveys used in the study were mailed to the 

selected administrators following a telephone conversation 

with the author to verify the cooperation of the principal in 

the study. The principal distributed the surveys to 

teachers, collected and mailed the surveys back to the 

author. 

Data Analysis 

The quantitative data collected in the study were 

analyzed through the use of descriptive statistics. The data 

collected from survey instruments were reduced to a 

percentage of respondents to the items on the instruments. 

The data were used to obtain the collective reaction of a 

number of beginning teachers during the later part of their 

first year as a teacher to those elements of an induction 

program that were either included or, in their opinion, 

should have been included in their inservice preparation. 
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The reaction of the building administrators to the induction 

of these beginning teachers was also obtained. A comparison 

of the perceptions of both the teachers and administrator to 

the same program was also made. The data were used to 

support the need for the development of a program the author 

believed was necessary in the Sheldon School District and the 

components to be included in the program. The qualitative 

data collected were used to develop the components of the 

induction program. 



Results of Objective One 

Chapter IV 

Results 
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The purpose of the first objective was to identify 

through a review of the literature the components of existing 

induction programs that would be relevant to the needs of the 

program developed for the school in the study. The work of 

Shulman and Bernhardt (1990), McKee (1991), Hoffman (1991) 

and Durbin (1991) all described the use of mentors as a 

significant component of an induction program. However, in 

these induction programs the districts were either large 

enough to have a supply of veteran teachers to serve as 

mentors or were in states where a mentor program was state 

mandated and supported to some degree. However, even these 

programs experienced problems involving both human and 

financial resources. The work of Harris and Collay (1990) 

supported the author's belief that the small, rural district 

did not have the necessary resources, human and financial, to 

effectively include mentors in an induction program. King 

(1988) further supported the position that school size 

impacted the ability to provide veteran teachers to serve as 

mentors. 

Regularly scheduled inservice programs directed at new 

teachers were a feature of many induction programs in the 

literature. Programs such as Clement (1993) described in 



Mattoon featured topics that were addressed throughout the 

school year in a series of workshops for new teachers. 

Concepts addressed included classroom management and 

effective teaching practices. 
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The central role of the principal in the induction 

program was described in such works as Harris and Collay 

(1990), Sharratt and Sharratt (1991). Anderson (1992) 

supported the author's view that the induction program began 

with the principal's interview and recruitment of the new 

teacher. 

Results of Objective Two 

The purpose of the second objective was to identify the 

induction topics currently addressed in districts drawing 

from the same pool of new teacher candidates as the school in 

the study, the level of satisfaction as perceived by the new 

teachers and the administrators with the induction practices 

and the source of delivery for the information. The data 

collected from the building principals in the study indicated 

an overall lack of satisfaction with the existing teacher 

induction programs in their districts. All administrators 

were asked during a telephone conversation if a teacher 

induction program existed in their building, and all 

suggested a program did exist. When asked to rate their 

overall satisfaction with their induction program, five of 

the six administrators responded "Somewhat dissatisfied" to 
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Question 6 on the survey (see Appendix B). Although the 

volume of data collected in this study would not support 

statistical reliability, it appeared that a possible reason 

for the lack of satisfaction was the absence of a formal 

induction process. Four of the six administrators responded 

"Informal on an as needed basis" when describing their 

induction program in Question 3 on the survey. Five of the 

six principals included in the study indicated there were no 

specific staff development activities directed primarily 

toward new teachers in their schools. The administrators 

responded to 11 items listed in Question 1 of the survey to 

indicate the topics included in his/her induction program 

(see Table 1) . 

When asked to rate their level of satisfaction with the 

induction program in their districts, the teachers surveyed 

expressed satisfaction with the programs (see Table 2). 

Twenty-three of the 31 teachers responded either "Completely 

satisfied" or "Somewhat satisfied" to all of the eleven items 

listed as parts of the induction programs. No respondent 

listed any additional topics to be included. 



Table 1 

Topics Included in Induction Programs by Administrators 

Expressed as a Percentage of Respondents 

Topic Percent Including Topic 

Community 83% 

Contract 83% 

Job 83% 

Paperwork 83% 

Schedules 100% 

Personnel 100% 

Objectives 83% 

Curriculum 67% 

Discipline 100% 

Evaluation 100% 

Services 83% 

Other 0% 

Note. Based on responses from 6 administrators. 
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Table 2 

Level of New Teacher Satisfaction with Induction Topics 

Expressed as a Percentage of Respondents 

Topic cs SS N SD CD 

Community 45% 26% 13% 10% 6% 

Contract 58% 32% 6% 4% 0% 

Job 84% 13% 2% 0% 1% 

Paperwork 32% 42% 13% 13% 0% 

Schedules 64% 26% 0% 6% 4% 

Personnel 52% 32% 6% 6% 4% 

Objectives 52% 32% 12% 4% 0% 

Curriculum 48% 26% 19% 7% 0% 

Discipline 52% 26% 6% 6% 10% 

Evaluation 84% 13% 0% 0% 3% 

Services 45% 29% 10% 10% 6% 

Other 0% 0% 0% 0% 0% 

Note. Based on responses from 31 new teachers. CS = 

completely satisfied; SS = somewhat satisfied; N = neither 

satisfied or dissatisfied; SD = somewhat dissatisfied; CD = 

completely dissatisfied. 

The majority of the teachers surveyed listed the 

building principal or assistant principal as the source of 

23 
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the induction information for most topics (see Table 3). 

Information on paperwork and services was listed by 18 of the 

31 teachers as coming from another teacher. 

Table 3 

Source of Induction Information According to New Teachers 

Expressed as a Percentage of Respondents 

Topic s p N 

Community 13% 13% 48% 

Contract 45% 32% 3% 

Job 10% 80% 0% 

Paperwork 6% 35% 26% 

Schedules 0% 52% 20% 

Personnel 13% 58% 0% 

Objectives 0% 77% 0% 

Curriculum 0% 74% 6% 

Discipline 0% 97% 3% 

Evaluation 0% 100% 0% 

Services 0% 26% 16% 

Other 0% 0% 0% 

Note. Based on responses from 31 new teachers. s = 

superintendent; P = principal; N = no one; o = other. 

0 

26% 

20% 

10% 

33% 

28% 

29% 

23% 

20% 

0% 

0% 

58% 

0% 
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When asked to indicate the most important induction 

topics, 20 of the new teachers surveyed listed "Discipline" 

and "Objectives." "Curriculum" and "Paperwork" were also 

listed as the most important by over half of the 31 teachers 

surveyed. 

K. J. Reed, Principal of Marshall High School in 

Marshall, Illinois, was the only principal surveyed who 

indicated complete satisfaction with the new teacher 

induction program in his building. Reed described the 

program at Marshall in response to Question 3 on the survey 

(see Appendix B) as a combination of both "Structured 

following a definite time schedule" and "Informal on an as 

needed basis". A new teacher orientation workshop was held 

with all new teachers prior to the beginning of the school 

year. The workshop dealt with a specific set of rules for 

both teachers and students ranging from rules for clerical 

procedures to rules for student conduct (see Appendix C). 

The orientation workshop was complemented with a series of 

monthly meetings dealing in greater depth with such topics as 

curriculum and discipline. In addition to Reed, the district 

superintendent, unit librarian, district computer coordinator 

and other teachers were used to present different aspects of 

the induction program to new teachers. The superintendent 

also arranged for out-of-district speakers to address 

teachers on regularly scheduled workshop days. The teachers 
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surveyed at Marshall agreed with Reed's assessment of the 

induction program, both in terms of their level of 

satisfaction as well as their perception of the program 

itself. Although specific mentors were not assigned to new 

teachers as part of the induction program, Reed indicated the 

stability of his staff contributed to the success of the 

program as the veteran teachers, for the most part, model the 

behaviors desired in new teachers. 

In response to Questions 3 and 6 on the survey (see 

Appendix B), A. J. Zuber, Principal of Crestwood School in 

Paris, Illinois, described the induction program in his 

school as informal. He indicated neither satisfaction or 

dissatisfaction with the program. Of the 11 possible topics 

for the induction program listed in the survey, Zuber did not 

include "Familiarization with the community", "District 

objectives and expectations" and "District curriculum" in his 

induction program. The Crestwood teachers indicated the last 

two topics listed above as the most important topics of the 

induction program. In addition, the Crestwood teachers 

indicated Zuber assumed the primary responsibility for the 

induction program although several veteran teachers assisted 

with such topics as "Paperwork" and "Services." 

J. B. Holmes, Principal at Maroa-Forsyth High School, 

described the induction program in his school as "Informal on 

an as needed basis" and indicated he was somewhat 
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dissatisfied with the program. Holmes, like Zuber from 

Crestwood, did not include all eleven of the topics listed in 

Question 1 on the survey, omitting "Essential paperwork", 

"District curriculum" and "Available services." 

Holmes conducted a new teacher orientation program prior 

to the first day of school. In the orientation program, 

Holmes provided information concerning the lesson plan style 

desired and expectations for classroom management plans. 

District grading policies were presented as well as general 

information regarding teacher absence from school, providing 

assistance to students before and after school, professional 

attire and emergency drill procedures. A detailed 

description of district purchasing procedures was presented. 

The Maroa teachers indicated an overall sense of 

satisfaction with the induction program; however, they did 

express a concern about the lack of information presented 

about "Available services" and "District curriculum." The 

teachers believed that "Job description" and "Discipline" 

were the most important topics for an induction program. 

The teachers from Gibson City-Melvin-Sibley High School 

in response to Question 3 on the survey (see Appendix A) 

identified "District curriculum" and "Essential paperwork" as 

the most important topics for an induction program. The 

principal, J. R. Miglin, described the induction program as 

"Informal on an as needed basis"; however, unlike some of the 
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programs described thus far, the district superintendent and 

curriculum director were also actively involved in the 

process. They presented new teachers with information 

regarding curriculum and objectives. In addition, the 

superintendent familiarized the new teachers with the 

community and contractual arrangements. Both the teachers 

surveyed and the principal from Gibson City expressed some 

dissatisfaction with the induction program. Paperwork and 

discipline were identified by the teachers as the main areas 

of dissatisfaction. 

D. J. Fisher (personal communication, April 22, 1994), 

currently Principal of Prophetstown High School, 

Prophetstown, Illinois, described a broad range of new 

teacher induction practices. Prior to his retirement in 

1992, he was the principal at Davenport Central High School 

in Davenport, Iowa. At the time, Central was the second 

largest high school in the State of Iowa with an enrollment 

of 1,200 and a teaching staff of 72. In addition to Mr. 

Fisher, the administrative staff consisted of two full-time 

associate principals, a curriculum director and numerous 

department heads. The new teacher induction program at 

Central was composed of a variety of elements delivered by 

various members of the administrative team. 

Fisher conducted a meeting for new faculty members prior 

to the opening of school where specific building routines 
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were discussed. The topics covered included the 

responsibilities of each of the four main administrative 

offices: Main, Attendance, Activities, and Guidance and how 

the teachers would access the services. A general 

description of building procedures was given, along with the 

various handbooks, course descriptions, and samples of forms 

used in the building. 

Regularly scheduled induction activities continued 

throughout the school year in order to provide indepth 

information on selected topics. Department heads met with 

the new teachers in their areas to acquaint the teacher with 

district curriculum and objectives for the subject area. 

Fisher and the associate principals provided new teachers 

with additional information on planning, pedagogic technique 

and classroom management practices. In addition, a mentor, 

usually from the new teacher's department, was assigned to 

work with the teacher throughout the school year. The new 

teacher induction program at Davenport Central incorporated 

numerous human resources to present the beginning teacher 

with the knowledge base required for success. 

When Fisher became the principal at Prophetstown High 

School in 1993, no formal induction program existed in the 

building; although the district superintendent annually 

organized a one and one-half day pre-school inservice for all 

district teachers. The topics were presented by experts from 
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outside the district and addressed such issues as effective 

schools research and conflict resolution. 

In order to familiarize new staff with building related 

issues, Fisher elected to implement the induction program he 

administered at Central without the benefit of the support 

staff. The first building meeting of the year dealt with 36 

topics ranging from teacher evaluation procedures to 

custodial services to book inventories. In response to the 

survey (see Appendix B), Fisher indicated a lack of 

satisfaction with the attempt during the 1993-94 school year. 

He indicated the need for a separate workshop for new 

teachers at the beginning of the year in addition to specific 

enrichment topics to be addressed during the year. The 

Prophetstown teachers in response to the questions of the 

teacher survey identified "Discipline" and "Objectives" as 

the most important induction areas. 

D. J. Hansen (personal communication, April 14, 1994), 

Assistant Principal at Champaign Central High School, 

described an induction program similar to the program of 

Davenport Central High School. The induction program, which 

was structured and followed a definite time schedule, 

involved central office personnel, the building principal, 

assistant principal, and the department chairs. Each member 

of the induction team presented information relevant to 

his/her areas of responsibility during a three day workshop 
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for new teachers prior to the beginning of the school year. 

Virtually all building policies and procedures were discussed 

during this workshop. Following the initial workshop a 

member of the induction team met weekly with each new teacher 

throughout the school year to address areas of concern. 

Hansen (1994) stated: 

We tried to implement a mentor teacher program during 

the most recent negotiations with the teachers' union. 

However, the union would not accept the concept despite 

the offer of additional monetary compensation. However, 

several teachers did volunteer to serve as unpaid 

mentors, and they provide very valuable service. 

Both the assistant principal at Champaign Central and 

the fourteen new teachers responding to the survey 

instruments expressed overall satisfaction with the induction 

program. The teacher respondents identified "Discipline" and 

"Paperwork" as the most important components of the program. 

Results of Objective Three 

The purpose of objective three was to incorporate the 

information obtained through the process of addressing the 

first two objectives of the study into an induction program 

that could delivered primarily by one administrator and 

address most of the topics deemed to be important by new 

teachers. These results were used to create a new teacher 

induction program consisting of three separate components: 



1) Recruitment Activities beginning with the recruitment, 

selection and interview, 2) a New Teacher Orientation 

Workshop to acquaint the new teacher with local issues, 

policies, procedures, and concerns, and 3) a series of 

Inservice Workshops, where new teachers are presented with 

information on concepts essential to effective classroom 

instruction. 
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Recruitment Activities. The recruitment of qualified 

personnel is the responsibility of the building principal and 

consists of the following activities: 

1. Vacancy notices are listed with the following 

university placement offices: Eastern Illinois University, 

Illinois State University, Northern Illinois University, 

Southern Illinois University, University of Illinois and 

Western Illinois University. In five years of practice the 

author has determined that a vacancy listed in this manner 

has the potential to generate applicants, in a limited number 

of subject areas, from throughout the country. (A music 

position listed in the Spring 1994 attracted applicants from 

Oregon, Texas, North Carolina and several other states). 

2. Telephone calls are made to contact people at the 

various university placement off ices for lists of referrals 

of graduates who are known to be seeking positions. The 

referrals are used to identify qualified candidates for the 

vacancies who might not submit an application but are worthy 
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of consideration. The potential candidates who seem to be 

suitable matches for the position are contacted and invited 

for an interview. Calls are also made to academic 

departments at the above mentioned universities to network 

with university personnel responsible for teacher training 

for the purpose of developing a list of potential candidates 

who might not submit a formal, written application. 

3. Administrators who recently hired a Sheldon staff 

member are contacted to obtain the names of applicants for 

that position. Of special importance are those candidates 

who were actually interviewed; thus a pre-screening has 

already taken place. 

4. Help wanted ads are listed in the major newspapers 

serving the east central Illinois and the west central 

Indiana area. These include: The Champaign News-Gazette, 

The Danville Commercial News, The Lafayette Journal-Star, The 

Kankakee Journal, and The Bloomington Pantagraph. 

The nature of the vacancy determines the number of 

potential candidates generated through this process. During 

the Spring of 1994, 37 potential candidates were located for 

a music position while only three candidates were found for a 

high school Spanish position. 

From the pool of potential candidates, the principal 

identifies a minimum of three for a possible interview. 

Prior to scheduling the interview, references are checked. 
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In addition to contacting references listed by the candidate, 

the principal will contact an administrator in the building 

where the teacher may have worked, substituted or student 

taught to obtain information regarding the candidate's 

strengths and weaknesses. Three basic questions are asked of 

the administrator: 

1. How are the candidate's classroom management 

skills? 

2. What additional duties can the candidate perform? 

3. If you had a vacancy, would you hire or re-hire the 

person? 

Candidates who seem to meet the district's needs are 

invited for interviews. Considering the shortage of teachers 

in several subject areas and Sheldon's less than desirable 

geographic area, most candidates invited for an interview 

will have a reasonable chance of being offered a position. 

Thus, the importance of the interview is magnified. 

All interviews are scheduled by the building principal 

at a time convenient for the candidate. A large pool of 

qualified, experienced candidates will not be available for 

most positions, so in many cases, the principal spends as 

much time in the interview selling the candidate on the 

school and position as in obtaining information about the 

candidate. If three or more viable candidates are available 

for interviews, another current district teacher will be 
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included in the interview. However, if only one or two 

candidates can be found, district teachers will not be 

included since much of the interview will be concerned with 

selling the district and job to the candidate. 

The first component of the formal interview is to 

acquaint the candidate with the requirements of the position. 

The specific teaching assignment is discussed, and questions 

regarding the assignment are answered. Information regarding 

any extra-curricular responsibilities is also provided. 

The second component of the formal interview is to 

determine the candidate's depth of understanding of three 

significant concepts: 

1. Effective Teaching: Can the candidate identify 

elements commonly found in effective teachers? Research based 

effective teacher behaviors, as presented in the Illinois 

Administrators Academy sessions on teacher evaluation are 

used as the frame of reference (see Appendix D). 

2. Classroom Management: Does the candidate have an 

understanding of classroom management strategies such as 

Assertive Discipline and the application of those strategies 

to the specific position? Both the candidate's current level 

of knowledge and his/her willingness to learn must be 

determined. 

3. Ability to Make a Decision: Can the candidate 

evaluate a classroom problem with a reasonable level of 
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accuracy and react in an appropriate manner? Disciplinary 

situations that have occurred in the school are presented to 

the candidate followed by the question: "If you were the 

teacher, what would you do?" A determination must be made as 

to the candidate's ability to exercise reasonable judgment. 

The third component in all interviews is a discussion of 

salary and benefit information. The candidate is provided 

with his/her salary and fringe benefits. In addition, 

benefits such as sick leave, personal leave, and bereavement 

leave are discussed. Information regarding reimbursement for 

tuition and approved mileage and conference expenses is 

provided. As stated previously, most prospects invited for 

interviews are considered viable candidates. If major 

concerns develop during the earlier part of the interview, 

the interview will end with the salary and benefit 

discussion. If the candidate is still considered by the 

interviewer as a worthwhile prospect, the balance of the time 

is spent in selling the school and job. 

The author's five years of experience in hiring new 

teachers for the district indicates the best selling points 

are small class size and a lack of serious discipline 

problems. Since most district classes contain 20 or fewer 

students; and many high school classes have fewer than ten 

students, the interviewer can emphasize the benefits of the 

teacher to student ratio. At the present time district 
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students are not involved in gang-related activities, and the 

district has maintained disciplinary standards that have, 

thus far, successfully maintained a safe and orderly 

atmosphere. 

The community is sold on the basis of its support for 

the school both financially and in its support for school 

programs and activities. The fact that district residents 

pay the highest local tax rate in the county and the 

district's success at passing both referenda and bond issues 

confirms the financial support. The number of booster 

groups, parent volunteers and the level of support for school 

programs is used to further support the position of community 

support for the school. The final element in all interviews 

is a tour of the building and community. Candidates are 

provided the opportunity to examine the classroom and 

materials relevant to the teaching position. During the tour 

of the community, the candidate is shown various rental 

property that may be available. The total time devoted to 

each interview is approximately one and one-half to two 

hours. 

Following the completion of all interviews, the 

principal must decide to either offer the position to one of 

the candidates or continue the process. The principal's job 

description assigns full responsibility for hiring to the 

principal. When a candidate accepts the job offer, the 
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principal sends a copy of the district's contract to the 

teacher along with a list of names and phone numbers of 

owners of local rental property and other information on the 

community and area (see Appendix E). The teacher will be 

officially hired, based on the principal's recommendation, at 

the next regularly scheduled board meeting. 

New Teacher Orientation Workshop. The New Teacher 

Orientation Workshop consists of four half-day sessions (two 

mornings and two afternoons) held during the week before the 

beginning of school. The topics discussed during the morning 

workshop sessions are contained in the Sheldon Junior/Senior 

High School New Teacher Handbook (see Appendix F). Each 

topic in the Handbook will be discussed along with any 

questions the new teachers may have. Samples of the various 

forms used in the school will be distributed at the 

appropriate time. The forms are identified in the body of 

the handbook using all capitals. 

During the afternoon of the first workshop day, the 

building secretary and the librarian will present a hands-on 

training session to acquaint the new teachers with the 

operation of copy machines, laminating machines, audio-visual 

equipment and procedures for obtaining videos and books from 

other sources. The afternoon of the second workshop day will 

be spent discussing the district curriculum guides and 

teacher job description as they relate to the new teachers. 
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Several topics addressed during the morning sessions of 

the New Teacher Orientation Workshop will also be covered in 

brief during the junior/senior high school staff meeting 

during the Teachers' Workshop Day held on the last Friday in 

August. However, because of an agreement with the local 

education association, the staff meeting is limited to one 

hour in length. The majority of the time will be spent 

discussing the Student Handbook and other opening day 

procedures. Following the meeting, veteran teachers are 

allowed to work in their classrooms. If necessary, the 

discussion of the curriculum guides with the new teachers 

will continue during the afternoon of the Teachers' Workshop 

Day. 

Inservice Workshops. The third component of the new 

teacher induction program is a series of ten after school 

Inservice Workshops designed to familiarize the new teachers 

with a variety of experiences that will, hopefully, foster 

their professional development. The principal will lead all 

workshop sessions using selected staff members from time-to­

time to address their areas of expertise. The Inservice 

Workshop sessions will last an hour to an hour and a half 

depending on the topic and questions. Table 4 contains the 

schedule for the workshops during the 1994-95 school year. 
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Table 4 

Inservice Workshop Schedule for 1994-95 

Workshop Date 

I 9/14/94 

II 9/28/94 

III 10/12/94 

IV 10/26/94 

v 11/09/94 

VI 11/30/94 

VII 12/14/94 

VIII 1/11/95 

IX 3/15/95 

x 5/10/95 

Topics 

Classroom Management/Assertive Discipline 

Classroom Management/Assertive Discipline 

Assertive Discipline/Effective Planning 

Planning and The Hunter Model 

School Improvement Plan/Quality Review 

Open discussion and Student Evaluation 

Development of Final Exams 

Plans for Second Semester 

End of School Year Activities 

Evaluation of FY95 and Plans for FY96 

The first part of Inservice Workshop - I will deal with 

a general discussion of situations encountered in the new 

teachers' classrooms during the first few days of the year. 

The second part of the workshop will deal with a study of Lee 

Canter's Assertive Discipline for Secondary Educators. The 

Assertive Discipline materials used during the series of 

workshops will include the four 30 minute videocassettes and 

Secondary Teacher Workbooks designed for use with students in 

grades 7 through 12. The materials were purchased using 

district funds budgeted for capital outlay and general 
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supplies for the principal's office. Inservice Workshop - II 

will follow the same format with teacher questions followed 

by continued work on the Assertive Discipline materials. 

The two topics for Inservice Workshop - III are a 

continuation of the Assertive Discipline materials and an 

introduction to effective lesson planning. All first year 

teachers will use Assertive Discipline Teacher's Plan Book 

Plus #1 which is designed for first-time users. The weekly 

planner contains not only space for planning but also 

continuous reminders and suggestions for effective classroom 

management. The later part of Workshop - III will be 

concerned with the use of this plan book. 

Inservice Workshop - IV will be devoted exclusively to 

lesson planning. M. J. Gooding, a veteran high school 

English teacher, has outstanding expertise in the development 

of both long and short term lesson plans. Gooding will be 

the presenter during this workshop. She will discuss the 

development of plans for an individual unit, a nine week 

grading period and a full semester. In addition, Gooding 

will discuss the development of a lesson plan using the 

Hunter model. 

L. A. Hafstrom, Sheldon School District's School 

Improvement Plan Coordinator, will be the presenter for 

Inservice Workshop - v. She will acquaint the new teachers 

with the history and purpose of the process at the state 
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level as well as the activities involved in the development 

of the School Improvement Plan for Sheldon. Hafstrom will 

also discuss the Quality Review Process and its connection to 

the School Improvement Plan. 

Two topics will be addressed during Inservice Workshop -

VI. The first topic will be an open discussion of questions 

and concerns as presented by the new teachers, and the second 

topic will be a presentation on Student Evaluation by M. J. 

Gooding. She will provide the new teachers with background 

on the many and varied types of student evaluation used in 

her classes. Gooding will also demonstrate the software she 

uses to record and compute student grades. 

The district requires Semester Exams in all junior high 

and high school classes. Thus, Inservice Workshop - VII, 

which is scheduled for mid-December, will address the 

development of an appropriate, comprehensive semester exam 

for the subjects taught by the new teachers. Over the years, 

the author has collected samples of exams from all subject 

areas. Selected samples of old exams from the new teachers' 

subject areas will be distributed and used as a basis for 

discussion. An attempt will be made to assist the new 

teacher in recognizing both good and bad features in the 

selected exams. 

Inservice Workshop - VIII is scheduled near the end of 

the first semester. The main focus of the workshop will be 
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an open discussion of the first semester and the development 

of plans and strategies for the second semester. The 

questions and concerns of the new teachers will drive the 

discussion during this workshop. 

The school's various End of the School Year Activities 

will be the focus for Inservice Workshop - IX. Current 

copies of both the textbook inventories and materials 

inventories for the specific teaching assignment will be 

distributed. Instructions for the updating of the 

inventories will be provided along with blank inventory forms 

to record information on new book or material acquisitions. 

Many community and school organizations provide 

scholarships for local students based on a faculty vote using 

established criteria. For many years, E. J. Light, the high 

school secretary, has coordinated the local scholarship 

activity. She will present information on the local 

scholarships and the voting procedures to be followed by the 

classroom teachers. The final element of this workshop will 

be a simple reminder that the teachers' classroom management 

skills will probably be put to a serious test during the last 

days and weeks of school. It will be pointed out that many 

students will "shut down"; however, there is no excuse for a 

teacher to do the same. 

Inservice Workshop - X will be scheduled in mid-May and 

will deal with an assessment of the past year's activities 



and the formation of plans for the upcoming school year. 

Recommendation and suggestions for the improvement of the 

induction program will be solicited. 
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Summary 

Chapter v 

Summary, Findings, Conclusions, 

and Recommendations 
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The author's experiences as a building principal for the 

past five years in a school with a high turn-over rate for 

junior high and high school teachers indicated a need for the 

development of an organized new teacher induction program. 

The author annually hired four or more new teachers, most 

with little or no experience. As a result, a great deal of 

administrative time was spent dealing with problems that 

could possibly have been averted if a formal, structured 

induction program designed to address some of the problem 

areas was in place. 

A review of related literature indicated a great deal of 

research had been performed in the area of teacher induction. 

It was obvious from the literature that the larger the school 

or school district, the better the quality of its induction 

program. Many studies reported on the value of an induction 

program combining administrative support and a mentoring 

program involving veteran teachers. Several studies reported 

on induction programs in rural areas and the inherent 

problems such as a lack of administrative time and a shortage 

of qualified veteran teachers to serve as mentors. The 
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author recognized the fact that those same problems existed 

in his district. 

The author contacted several practicing administrators 

in central Illinois regarding induction practices in their 

school. The data obtained from those administrators and 

their new teachers lead to a list of items to be included in 

the induction program developed through the study. The 

topics identified and their perceived importance assisted in 

the prioritization of topics for the induction program. Thus, 

the study led to the development of a three part induction 

program that enabled a single administrator to deliver a 

formal, structured induction program to new teachers. The 

induction program did not address all topics the author 

desired but attempted to address those topics determined to 

be of most importance in his district. Time and financial 

resources were factors that also influenced the topics to 

include in the induction program. 

Objective One 

Findings. Although the author was confident of the 

importance of the topic for study, the volume of research 

previously conducted and reported on new teacher induction 

programs was even greater than anticipated. The programs 

identified as successful in the literature most often used 

veteran teachers as mentors to provide a significant part of 

the induction program. The most effective mentors were 
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teachers in the same building and in the same subject area as 

the new teacher. Small schools were less likely to have a 

formal induction program due to the lack of resources both 

human and financial to execute the program. Successful 

induction programs involved several components delivered both 

before the beginning of the school year and periodically 

during the year. One of the most important elements in an 

effective induction program was the recruitment of the best 

possible candidate by the administrator. 

Conclusions. Due to the fact that new teachers in a 

small school are often the only teacher in a given subject 

area and the teaching load in a small school requires a large 

amount of preparation time, qualified veteran teachers are 

not readily available to serve as mentors. Thus, an 

induction program in a small school can not rely on this 

important element. Regularly scheduled inservice programs 

directed primarily at new teachers should be used to address 

a variety of issues important to the success of beginning 

teachers. The time spent by the administrator in finding the 

best possible candidate and using the recruitment process to 

begin induction activities can enhance the new teacher's 

transition to the profession. 

Recommendations. Based on the literature reviewed, the 

building administrator must develop and/or refine a new 

teacher induction program. The program needs to be 



structured and consist of elements addressing not only the 

immediate needs but also the long term needs of the new 

teacher. 

Objective Two 
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Findings. Most existing induction programs described as 

successful were structured and followed a definite time 

schedule. The induction programs that attempted to provide 

information on an as needed basis did not create a high level 

of satisfaction in the minds of the administrators 

responsible for the program. The inclusion of existing 

school personnel in the new teacher induction program 

enhanced the overall quality of the program. Veteran staff 

members provided very useful information and positive support 

for the new teachers. Although some administrators 

recognized the need for a formal induction program and the 

involvement of veteran staff in the program, they were often 

hampered by a negotiated agreement preventing the inclusion 

of the veteran teachers. 

Most new teachers acknowledged the importance of an 

induction program and were receptive to the suggestions and 

assistance provided in the induction program. The teachers 

reported a greater level of overall satisfaction with the 

induction program in their school than their administrator. 

Conclusions. In many smaller schools the administrator 

has the primary responsibility for the delivery of most 
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induction topics. Written information provided in advance of 

the need for the information will facilitate the adjustment 

of the new teacher to the routines of the school. Specific 

staff development activities directed primarily at new 

teachers will accelerate the development of the new teacher 

into an effective professional educator. The nature of the 

staff development activities should be directed at areas most 

needed by new teachers such as classroom management rather 

than subject area programs. 

Recommendations. Since the number of topics and ideas 

worthy of inclusion in an induction program exceeds the 

amount of administrative time available for the program in a 

small school, the content should be divided into several 

areas. Topics such as building procedures or paperwork that 

must be addressed but require only a small amount of time 

each can be handled in a single workshop. However, topics 

such as classroom management or effective planning which 

require more time, should be addressed on an ongoing basis 

throughout the school year. 

Objective Three 

Findings. Both existing literature and actual practice 

indicate a structured induction program following a definite 

time schedule will better serve the long-term needs of the 

new teacher as well as the administration. 
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Conclusions. The most important component of any 

induction program is the recruitment of the best teaching 

candidate. The problem is magnified in the small school 

because of the lack of the human resources (both 

administrative and veteran staff) to work with the new 

teacher. An adequate induction program can be implemented 

with limited monetary expenditure. The initial cost of the 

program described in this study is less than $1,000. The 

initial investment of administrative time in the development 

and implementation of an induction program in a small school 

may be offset in the long-term. A better prepared new 

teacher will, hopefully, experience fewer problems and thus, 

execute his/her duties in the future in a more acceptable 

manner. A better prepared new teacher may have a more 

positive initial teaching experience, and thus, be more 

likely to remain in the school. 

Recommendations. If a formal, structured new teacher 

induction program does not exist, the time and energy 

required to create the program must be invested. In the 

long-term, time and trouble will be saved. An attempt to 

incorporate an overabundance of topics in the induction 

program must not be made. The focus should be on the 

activities most critical to the success of the new teachers. 

The induction program should capitalize on the knowledge 

base of the new teachers. For example, Assertive Discipline 



was included as a major component of the induction program 

developed in this study since most new teachers had an 

understanding of the program. 
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Nothing can be assumed. Simply because a practice or 

procedure has been in place for several years, a new teacher 

has no way of knowing unless he/she is told. A new teacher 

must not be allowed to "sink or swim." The time to perform 

various administrative duties and the reputation of the 

person who hires new staff will be greatly affected by the 

performance of the new teachers. All help and assistance 

possible must be provided. 
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Appendix A 

Teacher Survey 

Every school district has many unique policies and procedures. 
It is the responsibility of the district to acquaint you with 
these procedures in order for you to be successful in the 
performance of your duties. 

1. For each of the topics listed below, please indicate the 
degree of satisfaction you feel about the manner in which 
you were informed. The numbers have the following 
significance: (1) completely satisfied; (2) somewhat 
satisfied; (3) neither satisfied or dissatisfied; (4) 
somewhat dissatisfied; (5) completely dissatisfied. Circle 
the appropriate response. 

Topic 
a. Familiarization with the community 
b. Contractual arrangements 
c. Job description 
d. Essential paperwork 
e. Building schedules 
f. Personnel policies and procedures 
g. District objectives and expectations 
h. District curriculum 
i. Disciplinary practices and procedures 
j. Teacher evaluation procedures 
k. Available services (video, library) 
1. Other 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

Rating 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 
2 3 4 

2. For each topic listed above, please indicate who 
provided the information. "S" = superintendent; 
"P" =principal; "N" =No one; "O" =Other (specify) 

a. Community S P N O 
b. Contract S P N o 
c. Job S P N 0 
d. Paperwork S P N O 
e. Schedules s P N O 
f. Personnel S P N O 
g. Objectives S P N o 
h. Curriculum S P N O 
1. Discipline S P N O 
j. Evaluation S P N O 
k. Services S P N o 
1 . Other s P N o 

5 
5 
5 
5 
5 
5 
5 
5 
5 
5 
5 
5 

3. In question #2, what do you consider to be the three (3) 
most important topics? Circle the letter associated with 
the topic. 
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Administrator's Survey 

1. Please indicate by circling the appropriate word the 
topics included in your district's program for the 
induction of new teachers. 

a. Familiarization with the community Yes 
b. Contractual arrangements Yes 
c. Job description Yes 
d. Essential paperwork Yes 
e. Building schedules Yes 
f. Personnel policies and procedures Yes 
g. District objectives and expectations Yes 
h. District curriculum Yes 
i. Disciplinary practices and procedures Yes 
j. Teacher evaluation procedures Yes 
k Available services (video, library) Yes 
1. Other 

~~~~~~~~~~~~~~~~~ 

2. Who is responsible for the induction program? 

a. Superintendent 
b. Building principal 
c. Other (please specify) 

3. How would you describe the process? 

a. Structured following a definite time schedule 
b. Informal on an as needed basis 
c. Other (please specify) 

4. Are specific staff development activities directed 
primarily toward new teachers? 

Yes No 

5. If your answer to #4 is "Yes", briefly describe the 
activities. 

6. Rate your overall satisfaction with your induction 
program. 

a. Completely satisfied 
b. Somewhat satisfied 
c. Neither satisfied or dissatisfied 
d. Somewhat dissatisfied 
e. Completely dissatisfied 

No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
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Appendix C 

Marshall Teacher Rules 

1. When filling out the gradebook, use students' full legal 

name, or at least first and last; do not use nicknames. 

2. The teacher takes the roll, not the students. 

3. Keep accurate attendance records. If you make an error 

in reporting someone absent, make sure you report the change 

to the office. 

4. Students must have passes to leave your class. They 

must have a pass to enter your class if they are late. Don't 

accept student explanations. Verify it. 

5. Be skeptical rather than gullible. If a student tells 

your something and you are unsure, follow up and find out. 

6. Do not leave your students unattended. If you must 

leave, teach students never to get out of their seats without 

permission and tell the nearest teacher to watch your 

students. 

7. Take note of students' poor manners. Model and 

encourage the sort of behavior and social skills you want to 

see in your students. 

8. Encourage positive comments from students when talking 

to or about other students. Discourage negative talk. 

9. Never talk negatively with students about other teachers 

or classes. 
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10. School policies should be supported by you to the 

students. If there are school policies with which you 

disagree, use tact in stating your views to the students. 

11. Students are not fooled by know-it-all teachers who do 

not know it all. If you are uncertain about something, tell 

them you will find out. 

12. If you make a mistake, admit it. 

13. Promote the importance of your own subject area, but not 

at the expense of others. Stress the interrelatedness of all 

the subjects. 

14. Do not ignore talk about drugs/alcohol/sex or their 

innuendos. Set the tone by establishing what is appropriate 

and acceptable for the classroom. 

15. Students may be less defensive if you talk in terms of 

what is appropriate and acceptable rather than what is right 

or wrong. 

16. Do not play deaf. When you hear something negative or 

inappropriate, say so. 

17. If a student is showing signs of negative behavior, but 

you are unsure whether it warrants reporting, check with both 

counselors to see if there is a history of past behavior 

problems. 

18. Talk respectfully to students. (Let's be quiet, 

please." rather than, "Shut up!") Remember that you are a 

role model for the students in all that you do and say. 
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19. Be observant. Do not sit passively at your desk. Be on 

your feet and moving around the room. 

20. Do not be overly casual in the classroom. 

21. Be friendly with students, but not buddies. 

22. Nonverbal communication such as winking and touching can 

be misconstrued, especially by the opposite sex. 

23. As for discipline, what you allow is what you get. 

Being fair, firm, and consistent is essential to your 

effectiveness as a disciplinarian. 

24. Bell to bell instruction that maximizes student engaged 

time and emphasizes time on task behavior is a teacher's most 

effective tool in dealing with students. 

25. It is not a good idea to leave tests, grade books, 

money, or purses unattended. 

26. Close the windows of your room before leaving for the 

day. 

27. Monitor the desks and don't allow students to write on 

them. Don't allow students to throw paper on the floor. 

28. If you share a room with another teacher, respect the 

other teacher's right to return to a neat, orderly classroom. 
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Effective Teacher Behaviors 

The "Effective" Teacher 

A Synthesis by 
The Nor'thwest Regional Educational Laboratory 

Portland, OR 9720~ 

1. Plans and prepares for class 
allocates time per academics 
posts assignments for the day 
posts assignments for the week 
provides calendar with assignments 

2. Actively presents the lesson 
gives/seeks rationale for lesson 
presents new information or content 
refers to previous lesson content 
uses various, complete and cor:-ect materials 
divides complex tasks into steps 
gives demonstrations 
uses concrete examples 
makes comparisons 
points out patterns 
uses examples related to students' interest 
gives directions 
relates new activity to previous or future activity 

3. Interacts with students in situationally appropriate manner 
waits for students to respond to question 
explains "how" or "why" an answer was obtained 
accepts academic comments by students during lesson 
accepts content questions durinq lesson 
accepts procedure questions du.rinq lesson 

4. Conducts practice over new material 
conducts practice over new material in whole group 
checks students' responses for correctness 
provides feedback 
moves around classroom 
reminds students that they should be pa-~icipating 
reminds students that work will be checked 

5. Monitors seatwork 
watches class after makinq assignments 
reacts to students not complying with assignment 
circulates as students work 
gives individual assistance 
assigns extra credit work to more able students 
assigns work usinq higher cognitive levels 
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6. Holds students responsible for assignments 
makes daily homework assignments 
tells students they must complete assignment 
makes assignments using procedure 
has students record assignments in designated place 
requi=es students to keep notebooks to store assignments 
collects assignments daily 
retu...-ns graded work to students 
communicates make up work to students 
relates students work to grades 

7. Plans rules and procedures 
allocates time to teach rules and Procedures 
states, posts, or writes rules and-procedures 

8. Actively presents rules and procedures 
provides/seeks a rationale for rules and procedures 
communicates to students desired attitude 
communicates to students desired behavior 
introduces rules and procedures at different times 
explains rules and procedures in concrete terms 
demonstrates rules and procedures 
breaks complex rules and procedures into steps 

9. Holds students responsible for behavior 
observes students' behavior 
participating in class discussion 
restricting talk during academic presentation 
restricting talk among students during seatwork 
talking among students during free tilne 
moving in and out of groups 
getting teacher's attention for help 
activities after seatwork is finished 
uses rules and procedures for cueing students' attention 

10. Reacts to students' behavior consistently 
reacts to students not following rules and procedures 
reacts to students following rules and procedures 
uses consequences for inappropriate behavior 
uses consequences for appropriate behavior 
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Community Information 

Apartment/House Rentals 

Clarence Keller 

Kenneth Kingdon 

Margaret Marsh 

Phone 

429-3517 

432-2700 

429-3800 

Comments 

Fair to poor 

Good 

Good 

Thompson Property Management 

Tim Williamson 

429-3231 

429-3767 

Good to poor 

??? 

Frank Wolfe 

Churches: Sheldon 

Church of Christ 

Church of the Nazarene 

United Methodist 

429-3394 

429-3019 

429-3771 

429-3622 

??? 

Churches: Watseka, Kentland & Area 

Most denominations are available within 20 miles. 

Grocery Stores 

Sheldon Star Market -

Eagle Country Market -

Quality Market 

Shopping Malls 

Market Square 

Northfield Square 

Orland Square 

Tippecanoe Mall 

Sheldon 

Watseka 

Watseka 

OK but limited. 

Good 

Good 

Champaign 70 miles 

Bradley 40 miles 

Orland Park 70 miles 

Lafayette, IN 50 miles 
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New Teacher Handbook 

Sheldon Jr/Sr High School 

New Teacher Handbook 
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Introduction: 

The purpose of the New Teacher Handbook is to facilitate 

your adjustment to Sheldon Junior/Senior High School. The 

Handbook, which is arranged alphabetically by topic, attempts 

to address most information items needed to acquaint you with 

building practices and procedures. Included in the Handbook, 

where appropriate, are samples of the various forms used in 

the school. Sheldon Junior/Senior High School, like all 

schools, is a dynamic organization, constantly in a state of 

change; thus, periodic updates or changes in the contents of 

this Handbook can be anticipated. In addition, information 

on various events will be presented during regularly 

scheduled staff meetings and through other forms of written 

communication. However, it is quite possible that despite 

all efforts, some needed information may not reach you. 

Therefore: 

Remember to ask guest ions when you are in doubt. 

3 



66 

Arrival and Departure Times 

The school day for certificated staff members and 

instructional aides begins at 8:00 a.m. and ends at 3:35 p.m. 

Junior/senior high students enter the building at 8:00 

a.m., and the first class begins at 8:15 a.m. and students 

are dismissed at 3:22 p.m. 

It is reasonable to expect students to be on time, and 

it is reasonable to expect teachers to model behavior for 

students. If we want to be perceived as professionals, then 

reporting to work on time is a must. 

Announcements (Daily) 

Information for the daily announcements should be sent 

to the office no later than 8:30 a.m. The announcements will 

be typed, duplicated and distributed to all classrooms by 

9:00 a.m. In addition to general information, the 

announcements will also contain the names of students 

reported absent for 1st Period classes. Each teacher is 

expected to read the announcements to the 2nd Period class at 

the beginning of the period. Note: The condition of the 

present intercom system prevents the reading of the 

announcements over the intercom system. 

4 
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Attendance Procedures (Student) 

ABSENCE REPORT: Student attendance is monitored each 

period using the following form titled ABSENCE REPORT. The 

slips should be placed on the clip outside the classroom door 

at the beginning of each class period and will be collected 

by student office workers. Please provide all indicated 

information. If you have a 1st Period class you will also 

need to determine a lunch count by simply saying: "Raise your 

hand if you are eating the school hot lunch today." Place 

the total at the bottom of the 1st Period absence slip. 

ADMIT SLIP: If a student was absent the previous day or 

days, do not admit the student into class unless he/she can 

present the form titled ADMIT SLIP. If the student does not 

present the slip, ask the student for it. If the student 

does not have an ADMIT SLIP, send the student to the office. 

In the column labeled 'Teacher' on the slip, initial the 

appropriate class period the student presented the slip to 

you. All 7th Period teachers should keep the ADMIT SLIP and 

hang it on the clip by the door with the 7th Period ABSENCE 

REPORT. The ADMIT SLIP contains information you must have in 

order to discuss makeup work with the student. Students may 

not makeup any work if the absence was unexcused. 
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PASS: If a student reports late to class, he/she must 

present the form titled PASS. If you keep a student after 

the bell, please fill out a pass for the student, circling 

the word "Excused", before he/she leaves your room. If the 

student is late to either a 1st or 5th Period class send the 

student to the office for a pass. If the student is late to 

any other class, send the student back to the previous period 

teacher. If you dismissed the student on time, circle the 

word "Tardy" and complete the pass. 

ABSENCE REPORT 

0010 __ 9_/,_1__,_( 'i-''{ __ 

leaeher '?'(- Jp(l'S' -· - ADMIT SLIP No. 
HR 

Date 'i I I f 'i " -1 ~ u.r,·.; S; c..<. 1Ll'SDt.Y 
Admit 

2 

SIUDEN! . A.M. P.M 

S'-11 .. Bi.-.. .. I J_: 
3 'Aboenl jj .... Periods 123•5678~ -~•rllr •DNESOAY 

' 
AM 0 PM 0 ALL DAY .,.... 

5 Reason :ti I .......,., 
v PARE~KNEW 

6 Excused YES NO 0 
7 .....-- i: '~ Avoidable Absence __ r'""' Len Otlico ,_, 
8 b· NJ..;_._ Unexcused g ,.....,_ U...-.q..., 
MONTH ... ( AUG ) SEPT OCT NOV DEC JAN FEB M"R APR MAY JUNE 

DATE .. 1 2 3 ' 5 6 7 I 9 10 11 12 13 U 15 16 17 11 19 20 21 22 23 24 25 ~ 27 28 29 30 01 - ,__....,..._"-'--Ml 

~ PASS 

I uc.,W ' ] . Excused 

Nam•~-L;;;;.:..A~~~~~1...__L_Pr_tli_1~~-----
Dat1 ~ I I ,,.!f.. 

From /-<... 6--
Time 

· LH•lng 

•r ... 1oeo ~, ,...,,....... c •. ,_, "-'"· i1me Larring ____ _ 

)...t· B---

Conmen ts.~-------------
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Attendance Procedures (Teacher) 

ABSENCE PRE-APPROVAL FORM: If you know in advance that 

you will need to be absent from school on a particular day, 

please submit the ABSENCE PRE-APPROVAL FORM to the principal. 

The form may be given to the principal in person or to the 

secretary or placed in the principal's mailbox. DO NOT put 

the form in the principal's mailbox if the absence is for the 

following day as it may be overlooked. 

ABSENCE EXPLANATION FORM: If you were absent from work 

and did not submit an ABSENCE PRE-APPROVAL FORM, please fill 

out an ABSENCE EXPLANATION FORM on your return to work. In 

each case, provide the information indicated on the sample. 
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SHELDON UNIT SCHOOL DISTRJCT NO. 5 
Sheldon, Illinois 

ABSENCE PRE-APPROVAL FORM 

I expect to be absent from work on ----~-/_1 .... (,_'i_'f ___________ _ 

Reason for absence 

Date Signature of Employee 
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[ J approved [ ] not appro\·ed ' 
Principal's Signature 

Charge to: [ ] Personal Day [ ] No Charge/Assigned Conference 

[ ] Sick Day [ ] Salary Deduction [ J Bereavement Day 

[ ] Conference Expense 

Name of Substitute 

SHELDON UNIT SCHOOL DISTRICT NO. 5 
SHELDOI'. ILLINOIS 

ABSENCE EXPLANATION FORM 
I was absent from work on 

Date 

Sick leave shall be interpreted to mean personal illness, quarantine at home, or serious illness or death in 
the immediate family or household. For this purpose, the Illinois School Code. Sec. 24.6. defines 
"immediate family" to include parents, spouse. brorhers, sisters. children, grandparents, grandchildren. 
parents-in-law, brothers-in-law, sisters-in-law. and iegal guardians. 

Approved for: [ ] Personal Day [ ] 1" o Charge/ Assigned Conference 

[ ] Sick Day 

Superintendent's Signature 

Name of Substitute 

[ J Sala~· Deduction 

8 

[ ] Conference Expense 

Date 
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Calendar 

The following calendar summarizes the entire school year 

and is the official calendar adopted by the Board of 

Education. At the beginning of each month, a calendar of all 

events and activities for that month will be distributed. In 

addition, a large calendar listing all events scheduled for 

the school year is posted in the office. If there is an 

event you are sponsoring, make sure the event is placed on 

the office calendar along with times. 
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Child Abuse 

School personnel are mandated by law to report suspected 

child abuse to the Department of Children and Family Services 

(DCFS). If you suspect child abuse, bring it to the attention 

of the principal. The decision to report the suspected child 

abuse to DCFS will be made by the principal with input from 

all other concerned personnel. 

Colleague Support and Cooperation 

The school runs smoothly when everyone works together 

toward common goals. When conflicts arise, workable 

solutions must be found as soon as possible for the benefit 

of the students we serve. When dealing with the public, we 

must support each other. The best place to work out school 

problems is at school. 

Remember everyone who works in the building has a role 

to play in the overall operation of the school. This 

includes not only teachers and administrators but cooks, 

custodians and secretaries. All employees deserve the 

respect of all other employees. Please do not assume that 

anyone is any more important to the school than anyone else. 

The school runs smoothly only if we all do our assigned job 

to the best of our ability. 
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Conferences and Meetings 

The following procedure should be followed when 

requesting attendance at a conference: 

1. Fill out the REQUEST FOR CONFERENCE ATTENDANCE 

form. 

2. Turn the completed form in to the principal for 

approval. 

3. You will be notified of approval/disapproval. 

After you have attended the conference: 

1. Save all receipts. 

2. Fill out the form entitled, REQUEST FOR 

REIMBURSEMENT. 

3. Return the completed form and receipts to the 

principal. 

4. In most cases, you will receive the approved 

reimbursement two days after the next regularly 

scheduled board meeting. 

73 

The number of conferences a teacher may request to 

attend and the amount of reimbursement is limited by Section 

5.10 of the Master Contract (at least one conference and 

$200.00 per school term.) Teachers may be asked to attend 

other conferences or meetings at district expense. 
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REQUEST FOR CONFERENCE ATTENDANCE 
Sheldon Unit School Distri:: No. S 

Name of T ea::ner Date Submitted 

Title/Name of Conference 

Purpose of Conference 

Location of Conference Date of Conference 

74 

How will conference benefits/information be shared with o:ner teachers at your grade level or 

myoursubjectarea? ~-----------------------'--~ 

ESTIMATED COST OF ATrENDANCE 
(Save all receipts.) 

Registration ·-·-----·-······---····------····-·············-·-- S -----

Travel Expenses 

By Car: Miles------ @ .$.25 per rruie ·····-·······---···· 

By Train: ·················-·······································-···························· 

Hotel/Lodging Expense ·-···-·--····-·········-······-····-····-···········-··~····-·-··· 

Meal Expense .....................................•...............•.......................•.......•........ 

Substitute Teacher Expense @ SS0.00 per day··-····································· 

Additional Anticipated Expenses ··········-···············-···································· 

Estimated Total Expenses to the District................................................... .$ -----

PN Agreement Reference: 

Teacher's Signature 

ARTICLE V-LEA VE OF ABSENC= 
Section 5. 10 Professional Leave 

Principaf's Signature 

12 

Superintendent's Signature 



Name of Teacher 

REQUEST FOR REIMBURSEMENT 
"Report on Conference Attended" 

Sheldon Unit School O~ No. ·S 

.. ... Date of Conference 

Trtle/Name of Conference L.oc::ation of Conference 

ACTUAL COST OF An-r..NDANCE 
(Attach all receipts.) 
SZ00.00 maximum 

Amount 
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Regis""ntion ············-·-----· 
s ___ _ 

Travel Expenses 

By Car: Miles------ @I S.25 per rru1e ----, 

By Train: ·······-·-····-···--

Hotel/Lodging Expense -··--·---·-----

Meal Expense ·······--····-·----------------

Additional Anticipated Expenses ····-··----

Total Expenses ·········-·······-·-··--··-··-·------------- S ____ _ 

Substitute Teacher Expense @ SS0.00 per day ._., ___ _ 

Amount to be reimbursed: Amount (per year) listed on line entitled "Total 

Expenses" minus district expenses for substitutes •• ·--···-----··-··-···········-· ·s -----
PN Agreement Reference: 

Signature of Teacher 

Signature of Principal 

ARTICLE V-LEAVE OF ABSENCE 
Section 5. 10 Professional Leave 

13 

Date Submitted 

Date Approved for Payment 
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Contacting Parents 

Keeping parents informed and involved in the educational 

process is everyone's responsibility. Parents view teachers 

who consistently communicate positive information about their 

children as teachers who really care about their children. 

Consequently, when problems develop, the parents are more 

likely to support the teacher. Keep in close contact with 

parents not just when you have problems but during the good 

times as well. Making phone calls and home visits, sending 

notes home, and inviting the parents to come to school to 

discuss the child's progress are some ways to maintain good 

lines of communication. 

Corporal Punishment 

Both the Illinois School Code and Sheldon Unit #5 policy 

prohibit the use of corporal punishment as a method of 

student discipline. Don't even think about it. 

Custodial Services 

Our custodial staff takes great pride in the appearance 

of the building; and they make every effort to maintain a 

regular routine. However, there is more work for them to do 

than there are hours available. If additional service is 
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required or a routine item is being neglected, use the 

CUSTODIAL SERVICES FORM to request the service. 

No. 11"1'1.r CUSTODIAL SERVICES FORM 

e s-2-14 L~ 
Date Location 

Place a check mark in the [ l indicating the type of service needed. Other types 
of services or maintenance requests may be described at the bottom of the list. 

Dailv services to be performed 
I ] Empty waste baskets [ ] Empty pencil sharpener 
[ ] Sweep classroom/office floor 

[ ] Clean chalk board 
Weeklv services to be oerfonned 
[ J Clean cobwebs out of corners 
f ] Vacuum chalk board tray 
[ ] Scrub sink and stool 

[ ] Vacuum classroom carpet 
[ ] Scrub and clean sink 

[ J Clean corrosion from faucets 

Services to be performed on an "as needed" basis 
[ I Clean out windows and ledges [ J Wet mop the floor 
[ I Dust all flat surfaces [ ] Wash window in classroom door 
! l Replace stained ceiling tile [ l Empty ceiling light panels of bugs 
[ I Wash windows in classroom [ J Scrub walls in restroom 
[ I Scrub marks off of walls [ I Dust off top of projection screen 
I I Clean Magic chalk board cleaner f I Spray Magic chalk board cleaner 
[ I Replaced burned out lights 

'}>{Other cle::ming/mainten:mce tasks needed: (describe below) . 

y;)( \~lj :i':i,..J:, :11" is ~"';ff'J 
lV-~ 1k O"'-L o~ l k la. b ~ Cob) V\k 

PLEASE PLACE THIS REQUEST ON THE PRINCIPAL'S DESK 
--------------------------------------------------------------------------------------------------------

(For office/custodial use only below this line) 

Work assigned to: [~ Day Custodian [ I Night Custodian __ S"_._{l-_._l -'-'1....:.'-f_. __ 

Date assigned 

""-)· Work Completed by }1,,,5i 
-C~u-s-to-d1.-. a-n,-s l.,....n..,..it.,....ia.,....ls-

5/5 /(V 
Date co'mpleted Admin. Initials 

Return completed form to administrator who assigned the work. 
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Disaster Drills (Fire and Tornado) 

Three fire drills will be conducted during the year. 

Everyone will know about the first, but only teachers and 

staff will know about the second. The third will come 

without warning. Two tornado drills will be conducted during 

the year. Everyone will know about the first, but the second 

will come without warning. 

The warning alarm for fire is a continuous horn while 

the warning for a tornado is an intermittent bell. Follow 

the evacuation procedures posted in your classroom. If your 

room does not have an evacuation plan posted, contact the 

office. Please take roll when you have reached your 

assigned evacuation area. Report any missing students to the 

principal or the emergency personnel at once. 

Discipline 

Good discipline is necessary for effective functioning 

of a school; consequently, all staff members and the 

administration must share in maintaining good discipline in 

the school. Within the classroom, the teacher has the 

primary responsibility for the maintenance of discipline. 

Many experienced educators (your principal included) believe 

students who are actively engaged in meaningful learning 

activities are less likely to misbehave. 

16 
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Thus, your planning and preparation will contribute to 

the creation of a positive, classroom climate. However, 

there are times when students will create a disciplinary 

problem, and the manner in which you handle the problem can 

have a major or minor long-term impact on your classroom. 

You may already be familiar with Lee Canter's Assertive 

Discipline; and we will study the plan in greater detail 

during our New Teacher Inservice Workshops beginning in 

September; and throughout the year, we will discuss other 

disciplinary ideas. Periodically, you will receive handouts 

containing a variety of ideas for successful classroom 

management. 

For the time being, consider the following suggestions: 

1. Be firm first. You can relax later. In the 

longrun, the respect of your students is more 

important than your popularity. 

2. Learn your students names quickly. Students are 

people, and they like to be called by their names. 

3. Be self-confident and in charge. "Never let them 

see you sweat." 

4. Learn the difference between water and gasoline. 

When a small fire is burning, throw water on the 

fire to extinguish it, not gasoline that can turn 

it into a blazing inferno. 

17 
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5. Work on problems first and call in the principal 

later. Many problems are best handled in the 

classroom by the teacher. However, certain 

problems require the attention of the principal. 

These include: a) continued, willful disobedience; 

b) frequent use of obscenities; c) damage or 

destruction of property; d) attacks or threats on a 

student or teacher; and e) anything else you feel 

you need help with. 

If you need to refer a student to the office, use the 

three part BEHAVIOR REFERRAL FORM. If possible, fill out the 

form and send it with the student to the office. If the 

student must be removed immediately, fill out the referral 

form and send it with another student to the office as soon 

as possible. Provide all information requested. The yellow 

copy will be returned to you, and the white copy will be sent 

to the parent. Note: When a problem is referred to the 

office, it will be handled. However, it may or may not be 

handled in a manner totally agreeable to you. 

18 
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·sruoENHiNAME .. - l~RAoe • - .~ -

lEACllEn nooM 

DATE SECllON 

-··-----·-----·--------------· --
INSTltUCTIONS 

1. Teacher submits bolh copies to olllco as soon as possible or with pupil. 2. All approprlalo lnlormallon should bo Included. 
3. Following admlnislrative action, a copy of completed form will be returned. 

---- ·--·---------- ··-·--------------·------
TEACllElt HEl'OltT 

Date ol Ollense Time ol Ollense ---------- Localion ol Ollense -------

Descrlpllon ol Ollense 

Previous Incidents Involving Student ---·-··--

Correcllve Ellorts -----------------------------------------

---· ····-------------------~---------Al>l\llNISTltATl \' E ltEl'OltT 
Administrator Date Time ____ _ 
Aclion ____________________________________________ _ 

Piiimro iii ii s r·i;.; ;;a~----· ·-------------------· ···-· 
PARENT'S COPY· PART 1 

co 
I-' 
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Discipline Log 

In order to keep an accurate record of disciplinary 

activities in your classroom, you are encouraged to keep a 

"discipline log". The format you use is left to your good 

judgment. You may elect to use a simple notebook or use a 

computer. Whatever method you choose, please record the 

following information about disciplinary situations that 

occur in your classroom: 1) a brief description of the 

student's actions, 2) your response to those actions, and 3) 

the type of punishment assigned. 

Discipline Plan (Your Classroom) 

Each teacher should have his/her own special rules for 

the classroom. These rules outlining your expectations 

should be posted in the classroom. Please send a copy of the 

rules to the off ice by the end of the first full week of 

school. During the New Teacher Orientation Workshop, 

numerous samples from previous years will be distributed for 

your examination. 

20 
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Field Trips 

The school encourages teachers to arrange educational 

experiences for students away from the school. However, all 

trips must be approved at least two (2) weeks in advance. 

The principal can approve day trips, but the Board of 

Education must approve overnight trips. Based on the nature 

of the trip, the school may pay all expenses, the costs may 

be shared with a school organization or club or the school 

organization or club may be responsible for all expenses. 

Even though some trips are primarily recreational, an 

educational component is expected prior to the trips 

approval. 

The principal will make all transportation arrangements 

after consulting with the teachers involved. All students 

participating in the field trip will need to submit the 

PARENTAL CONSENT FORM to the chaperone prior to the trip. 

In addition, for any field trip outside of a fifty (50) mile 

radius, students must also complete the MEDICAL AUTHORIZATION 

FORM. The chaperones should file the PARENTAL CONSENT FORM 

with the office and take the MEDICAL AUTHORIZATION FORM on 

the trip. At least two days before the trip, distribute a 

list of all students who are going on the trip to all 

teachers. After you have boarded the bus, take roll and send 

21 
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a list of students who are actually on the trip to the 

office. 

Parental Consent Fenn 

I glve my permls~lon for-------------- to attend 

CEvent> 

on~---~~l~~-3_l~G-~--------­
CDate> 

{Student's Na.me> 

to be held at S-c.l........__~ ...,..:,-r, IL 
. CDest l natl en> 

The group ~111 leave at appr-oxlmately 

___ l_: .... ~~---kH..__ ___ and r-e tu:.--n A.bout 
<Departure tlme> CRetu::-n time> 

___ t"i.._r_._~_~_o_...~-~ ....... ------~ ~lll be ln charge of the group. 
CSpcnsoh 

School pollcles 9overnln9 conduct vlll be ln effect. and any vlolatlon 

of tho!!Se rules vlll be dealt 'l.llth ac:::or-c:Hngly. 

CPa:.--ent sl;mature> 

CStudent sl9I)ature> 

22 



Sheldon Unit# 5 
Medical Authorization Fc:m 

(Student's Name) . 
will be attending ___________________________ _ 

(Event) 

m -------------------------on the following dates: 
(Location) 

Should my child require medical attention, I authorize the chaperone(s): 

{Chaperone(s)} 

to obtain the necessary medical treatment 

(Signature of parent/guardian) (Date) 

Phone:-------------- Emergency Phone t: ------------

Insurance Information: Family Physician: 

Company: -----------
Name: _______________ _ 

Address: Address:---------------

Policy#: Phone: _______________ _ 

Existing Medical Condition (if any):----------------------

Any medications currently being taken (if any) and directions for their administration must be given 
to the chaperone to administer. 

Name of medication:---------------------------

23 
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Grade Books 

Your grade book is one of your most important 

possessions during the school year, so guard it closely. 

Based on your specific subject area, the type of information 

recorded may vary somewhat. However, everyone should record 

absences and, obviously, grades. As a general rule of thumb, 

the more data (grades) you record, the easier it will be to 

justify a particular grade. 

Grading Policy 

Grades should be assigned using the following scale: 

A 93 - 100% 

B 85 - 92% 

c 76 - 84% 

D 70 - 75% 

F Less than 70% 

Certain courses at the high school level (see Student 

Handbook) are designated as Weighted Classes; however, you do 

not need to make any adjustments at the classroom level. 

24 
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Grade Sheets 

Grade sheets for each of your classes similar to the 

following sample will be distributed at the beginning of the 

last week of each grading period. Please provide the 

grade(s) required and return the grade sheets to the office 

on or before the date indicated. Each grading period will 

end on a Friday, and all grades will be due in the office by 

noon on the following Wednesday. Note: The office staff will 

greatly appreciate grades submitted before the announced 

deadline. 

Chemistry 

Mr. lt5nn 

ClaI'k, Andy 

Con:a:!. John 

Dave:nPOn.. Jesor:: 

Krusley, Jerni!er 

• Ll cl":~. Vande 

· Lucht. Anthony 

OhenlanC. Nickl 

.Schoolman. larrmy 

Soark.s. Nickle 

!'itrou¢i. Steve 

Tavlc::, Deanna 

Webster. M.:i ke 

1 Cnemistry 

I Jr. t = I ·!>= I Sc. I 
f I I I 

I c Ir I b I ii I 
I /) I ti- I D- I c I 
I c. I I:J- i b- I c:: I 
l~/c.·/~l!l/ 
I A- I c- I i)- I c I 
! 8 I c • I t• I c. I 
I c I c. I ;- I c. I 
I A I A i A I 4 I 
/Ai.A/Al~/ 
IC• I (\ I c. I !l I 

· / t> I c- I ti I a I 
I A- I 11· I B I A I 
IB/iJIGIBI 
I c .. I o I c.- I c. I 

. I I I I I 
I I I I I 
I I I I I 
I · I I I I 
I I I I I 
I I I I I 

I I I I 
I I I I 
I I I I 
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Head Lice 

Head lice is normally not a major problem at the junior 

high or high school level. However, since all students in 

grades K - 12 in our district are housed in one building, 

junior high and high school students will participate in the 

two announced inspections each year. The inspections are 

conducted by a large group of trained parent volunteers under 

a nurse's direction with the first inspection taking place in 

early September. The second inspection will take place 

shortly after the Christmas break. Students must be nit free 

to remain in school. All students who are not nit free will 

be sent home and not allowed to return until they can produce 

evidence of treatment. If the situation warrants, 

inspections may also be made at other times during the school 

year. 

Injuries and Accidents 

Students are occasionally injured during the course of a 

school year especially in PE classes, in athletics and during 

the noon period. Should a student injury occur, please 

observe the following guidelines: 

1. Stay calm, do what is reasonable, and send another 

student to notify the office. 
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2. Render first aid as the first adult on the scene. 

3. If you suspect a spinal injury, DO NOT MOVE THE 

CHILD. The loss of feeling in the arms or legs or 

the inability to move are possible indicators. 

4. If the student is unconscious, monitor the ABC's: 

Airway, Breathing and Circulation. 

5. The principal will contact parents, EMT's or an 

ambulance based on an assessment of the injury. 

6. File a written report with the office regarding the 

injury as soon as possible following the incident. 

Lesson Plans 

A copy of your lesson plans are to be submitted to the 

principal in writing a week in advance on the last day of the 

week. All first year teachers will be issued Lee Canter's 

Assertive Discipline Teacher's Plan Book #1 since this plan 

book will not only assist you in the preparation of lessons 

but will also provide additional behavior management 

techniques. A massive amount of paperwork is not expected on 

the plans submitted. However, always keep in mind the line 

from the Country Companies life insurance commercial: "Uncle 

Harry didn't plan to fail, he simply failed to plan." 

27 
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Master Schedule 

All junior high and high school classes follow the same 

time schedule. Although many classes are full-year in 

length, the schedule is revised every semester to reflect 

changes in the one-semester classes. 

loci.er II Slleldai Junicr/Senicr Hi9h School l\llter Sd>odule IW.HI 2nd Seoester 

ltWier Period I Period 2 Period 3 Period I Lwich A um. I Period 5 Period 6 f'..-iod 7 
SdS • 9105 91u8 - 9:58 10101 - 10:51 10:51 - 11114 11147 - 12117 12:1J - 12:1J 1211b - 1:36 l:J'I - 2::!'1 2:32 - 3:22 

Cius fulOI c1 ... fulOI Cl1u ruu c1 ... llool Cl1ss hooo Clm f\IJlll Cl1<s Rooo Clm lUioll Cl1ss lUioll 

llrtcher GuidMlCt GuicWict 6uidwt GuicWict liuid1nct Lon:b 6uidi11U 6ui41ne• 6u1di1111:• 
lr...,litld Al9 I 201 tw llitll 201 Ah I 201 frep lunch Jlicl 201 71/i lloth 201 fre-Al1 201 Slh llitll 201 
Fox 6th lA 102 6lb lA 102 6tll SS 102 L111Ch 
6115""" 6th LA 102 6th lA 102 Prep lnwfrre lunch Soeclil Inst. bth llatll 101 7th lA 102 7th LA 102 
61•tn>rt Study l!.111 lib librory lib librory lib lunch/EIH lila1 .til<:t lib l1br.,.y lib libr..-y lib Llbrlr\' Llb 
6ool!rn; f'reo iJ>9 JI' 301 En; II 301 En; lilt 301 HS Act Per 301 lon:ll En9 I JUI Sludy 1!.ill lOI ENi I lOl 
lhicley eu. Sti 119 71/i Sti 119 Prep Hl!lllh 119 lwich [IN f£ EIH FE EIHtt: 6lh Sti rn 
Uyne HS fl: &~· Study 1!.il I lib 7th/8th F£ 6~· ir· Ed 312 Hom lkitv W:lth HS PE '~· 6lh PE ••• h·ep 
llaM Alq II 310 Geooetry 310 llatll IV 310 Prti> HS Act hr 310 llllll C•lculus 310 ChNl5try 310 ~lq 11 310 
Oliver ktt 11 M loop IW M 1\~ 1 M HS S.l!.111 20S HS Act hr 205 lul<h A.:tl 1 M frep lyp I 200 

'-'• lrl I M Adv lrt IOJ 6. Lockl'I' liac>I Ji lrt 103 lunch EIH lrt 103 lrt I IOJ 
flo~lis tais Ed 119 Cal• Ed 201 lunch ...... !.lily t<>oe Et II! hrentin9 m 
Sutu1 7th SS ~12 8th SS 312 6..Udil'KI 302 HS f£ 6ya &uidintt 302 Li<.cll fti11 I/II 312 frop li!11 1111 312 
Skrobul, 6uy Sp..:111 Ed Specul Ed lkrld Deog 312 Spec1•I Ed lunch Speci1I i.d Speci•l Ed Speci1I Ed 
Srdlul, 6"1n frllf) ltt1; 1/11 203 6ovt 2'JJ 6ovt 203 lunch Ji r.:t 203 8th lit 203 Blh Enq 203 ltilit IV 203 
Stru'lhl ~rep 2iAl "°' u .. 2U8 Sp.,, I II/IV i"'1 En; Ill 208 Hom My L.~h S!>•n II "VB Spin I 206 Stud• 1!.111 M 
Sv !ioecul Ed Soecul Ed Spec1il Ed Soecul Ed Luncn Speci•I Ed Speo1I Ed Spec;•! Ed 
hdt HS H C IOI &ett11ml1 Study Hill 1(13 Ji H C JOI Seclian.tl s JOI Luc.ell Eleoent;irr •" EINl!llt;iry 101 fM!p 
iriqhl &io I 3"l fTep 6en Sti ~ .1H S.1!.ill 102 lunch 1001 My &10 I . )JS &10 II l:.J fro1t Chea 308 

llllolletiiMl1ts lr•vel lunch ln.rrl h.ito hethilllCS 

HHltll Cite lr•vel lunch lrml Health Oct 

l.unch1 All .)llllicr hi9h •tlll!ents •ill ut: lunch A lroa 11:47 until 12117. 

All hi9h Sothool stlll!enh •ill ut1 lunch 8 troa 12113 111lil 12:13. 
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Medication at School 

All students who are taking either prescription or 

nonprescription medication are expected to bring the 

medication with appropriate instructions to the office. If 

you see any student in possession of any type of medication, 

please report the incident to the office at once. 

Mid-term Progress Reports 

At the end of the 5th week of each grading period, 

progress reports are mailed by the off ice to the parents of 

all students in grades 6 through 12. Use the form entitled 

ONE SUBJECT REPORT FORM, for each student in each of your 

classes. Ideally, these reports should be sent for every 

student; however, if that is not possible, make sure you 

prepare a report for any student with a "D" or an "F" in your 

class. The reports are due in the office on or before the 

end of school on Wednesday of the 5th week of the grading 

period. 
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ONE SUBJECT REPORT 

~~~;.6"E~~~:~,:,:;~:~~~~=~~ 
.._,.;·~~~~~~~ Mal<ll c.rmin~111at ,_ . .,. l•mlliar wllh n_ie.-·1 QIMing~em.~)he~ed-"111~, 
. . -...:, ...... ·.:: . ..:-~~...._~ ..... · .. ~ ... ~:...~in IM'8Ubjeet .each mpnt. • .,,.. .. ·. ·. .. · ... · ... ::..;.:...,.~:- :.>.;;;-' .·: .: ••• :::~··'·"'•~.::-\.:-:::::-~"::; 

RECENT 0 Excellenl liil'"" Awrage I PRESENT 0 AOove Average 0 Boroetlrne 
PROGRESS: 0 GOOd 0 POD< STATUS: bi' A-•ge 0 F1mng 

RECOMMENDATION($): 0 Conunued Good Work jg! Iner•- Preparauon •nd Stuay 
0 Men Serious Approacll fiZI Iner•- ci.a PllliapatiOll 

Comments· A....,L, h c.c-L1 +. d.. h, --.c..., ....,._ o ..... A. '-P=+- re. ~..,...t..,.. 

" ---

Newsletter 

0 Boner Wrinen Work 

0 AOditiOllll Help NHoec1 

,.._,,-.r. 
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The district publishes a monthly newsletter which is 

mailed to every person or family registered with the local 

post office. The newsletter is intended not only to provide 

information on upcoming events but also to report on the 

positive accomplishments of both staff and students. You are 

encouraged to submit a brief article for each month's 

newsletter. The deadline for newsletter articles is usually 

the 22nd of each month. Articles do not need to be typed. 

31 



94 

Open House 

The first open house of the school year will be on the 

first Thursday in October between 6:30 p.m. and 8:00 p.m •• 

All staff members are expected to be in their classrooms 

during this time. Please observe the following DO's and 

DON' Ts: 

1. DO have classroom materials such as books, 

projects, etc. available for parents to examine. 

2. DO be willing to discuss classroom procedures and 

practices. 

3. DO NOT discuss individual student problems or 

concerns. Those should be addressed privately or during the 

Parent/Teacher Conferences in November. 

4. DO NOT expect many parents of junior high or high 

school students to attend. 

5. DO keep a list of those parents who attend. We 

will use this as part of the documentation for our School 

Improvement Plan. 
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Parent/Teacher Conferences 

All schools in Iroquois County hold parent teacher 

conferences on the evening of the first Thursday and the 

morning of the first Friday in November. Desks for all 

junior high and high school teachers will be set up in the 

Multi-Purpose Room. Parents will be served on a first 

come/first served basis. Try to limit the discussion with 

each parent(s) to fifteen (15) minutes. If more time is 

needed, please attempt to schedule another meeting at a later 

time with the parent. 

Personal Conduct in a Tiny Town 

In you have not lived in a tiny town before, you need to 

remember that your personal life can quickly become 

everybody's business. You may wish to travel a few miles to 

conduct some of your "personal business." 

Professional Dress 

The school does not have a specific dress code for 

teachers; however, you should exercise good judgment in the 

selection of your school attire. If you want to be treated 

as a professional, perhaps you should dress like a 

professional. In addition, the attire worn by a PE teacher 

or Art teacher may not be appropriate for the entire staff. 
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Releasing Students from School 

Once a student arrives at school, he/she is our legal 

responsibility. Due to our location it is very easy for a 

student to leave the building. Do not send students home who 

have forgotten items; send the student to the office. In 

addition, if you see a student leaving the building, ask the 

student if he/she has signed-out in the office. In addition, 

report any such observations to the office. It is better to 

have a double-check than no check at all. 

Removal of Student From Class 

When a student's continued inappropriate behavior causes 

a disruption of the learning environment, it may be necessary 

to temporarily remove the student from the classroom by 

sending him/her to the office. If you feel such action is 

necessary, send the student to the office with a BEHAVIOR 

REFERRAL FORM indicating the nature of the problem. A 

permanent removal of the student from your class is a far 

more complicated issue and will only happen after numerous 

behavioral interventions have been considered. 
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Requisitions and Ordering 

When requesting supplies or materials, please provide 

ALL the information requested on the REQUISITION FORM and 

submit the form to the principal. The office will create a 

signed purchase order for all approved purchase orders and 

order the items. No items should be purchased without a 

purchase order signed by the principal unless you wish to pay 

for the materials yourself. 

Sheldon Unit District No. 5 
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Special Education Referrals 

Students who are having difficulty learning grade level 

material may be referred for a special education case study. 

If you feel such an evaluation may be necessary, discuss the 

situation with the principal. The case study can only be 

done with the permission of the parent. If consent is 

obtained, the principal will give you the additional referral 

forms to complete. Remember, in no way does this "guarantee" 

the child's placement in a special education program. It 

only guarantees that several professionals will do extensive 

testing of the child. 

A learning disability is not diagnosed by the parent, 

teacher, special education teacher, or principal. That 

decision is made at the staffing when all the information is 

discussed. The process can be quite long despite the law 

that says the process must be concluded in 60 days. 

Student Dress 

Although a specific student dress code does not exist, 

the Student Handbook provides guidelines for appropriate 

school clothing. All staff members are responsible for the 

implementation of the clothing regulations. In most cases, 

simply asking the student to wear a t-shirt inside out will 
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be satisfactory. However, if the student needs to be sent 

home to change, send the student to the office. 
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Clothing that promotes tobacco, alcohol or drugs is 

prohibited. In addition, any clothing that creates a 

distraction is prohibited. For example, tank tops, midriff 

tops, and short shorts are not allowed. We use the "Finger 

Tip Test" as the rule of thumb used on short length: the 

shorts must extend past the student's fingertips when his/her 

hands are placed at the side. Note: A demonstration will be 

provided. 

Substitutes 

On days when you can not make it to school due to 

illness or some other emergency, call the principal at home 

BEFORE 6:00 a.m. Calling the night before is definitely 

preferred. We are in competition daily with many other 

schools for a small number of good substitutes. If we do not 

call early, we will be faced with a poor sub or no sub. 

Substitute Folder 

Ideally you will know in advance when you will be absent 

and can prepare specific plans for that day. However, in 

order to be prepared for a true emergency when you can not 
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make such plans, prepare a folder of information and place it 

in an easy to find location. The folder should contain 

learning activities that any substitute can monitor, seating 

charts, class rosters and other information designed to 

simplify the substitute's day. Several subs will not come 

for certain teachers since those teachers leave either poor 

plans or no plans. It can be a most dreadful experience to 

be responsible for the group of students you don't know who 

have nothing to do. The quality of the plans you leave for a 

sub will either elevate or lessen your esteem in the eyes of 

that person. In addition, the same subs travel from school 

to school in the area. When they visit other schools and 

talk about their experience at Sheldon, we want the 

information to be positive. 

Supervision of Students 

You will hear and see the following line many times 

during the school year: "There are few, if any, valid reasons 

for allowing a group of students assigned to you to be 

unsupervised for even the briefest amount of time." If you 

must leave your classroom for a few minutes, have a teacher 

nearby monitor your class. An unsupervised classroom can 

quickly become an unsafe environment. Should a student be 
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injured in your classroom while you were gone, we will all 

pay the price for this lack of supervision. 

Supplies 

Classroom supplies such as kleenex, paper clips, tape, 

etc. can be obtained in the office. 

Teacher Evaluations 
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As a non-tenured teacher, you will be formally evaluated 

at least once each semester. The specific evaluation process 

will be discussed at the Faculty Meeting during the workshop 

day prior to the beginning of school. In addition, I will 

meet with each of you on an individual basis to discuss this 

very important area. 

Telephones/FAX Machine 

The school telephones and FAX machine are for school 

use. Use the log sheet next to each phone or the FAX machine 

to record information about any long-distance call. If 

possible, use the phone in the teacher's work room in order 

to not inhibit incoming calls which come only to the office. 

If you need to make a personal call, use a credit card. 
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Testing: IGAP and Stanford Achievement 

The Illinois Goal Assessment Plan tests will be given to 

students in grades 6, 7, 8, 10 and 11 during a one week time 

period in March. The Stanford Achievement Tests will be 

given to students in grades 6, 7, 8 and 11 during a one week 

period in April. Additional information on the tests and a 

time schedule will be provided at a later date. 

40 


	Eastern Illinois University
	The Keep
	1994

	A Teacher Induction Program for Small, Rural School Districts in Illinois
	Michael H. Schmidt
	Recommended Citation


	tmp.1442263704.pdf.Oeetn

