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PREFACE

In the Spring of 1975, the Charleston Board of Education adopted a
revised set of Official Policies to govern the operation of the school
system. Administrative Rules and Regulations have been formulated to
implement and clarify these policies. Both the Policies and the Admini-
strative Handbook of Rules and Regulations have been prepared in loose
leaf format to facilitate continual updating as needed.

An attempt has been made to include those Policies and R . . tions
which relate most directly to students and personnel, as well as those
which provide a general background for the functioning of the schools in
the Administrative Handbook.

Topics are numbered exactly as in the Official Policy Manual.

Since there are some items not included in this Handbook, numbers are

not necessarlly consecutive. Items quoted from the Board Policy bear
numbers with six unit digits, whereas those which are from the Rules and
Regulations have two or more unit digits. Items quoted from other sources
are keyed to appendix material. For convenience, items from both sources

but dealing with the same topic appear together.
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CHAPTER I

NATURE AND DEVELOPMENT OF THE PROJECT

An important and significant phase of the program for the Certificate
of Advanced Study is the comprehensive field study. This practical experi-
ence of working within a school system provides opportunities for the intern
to become involved in its functional operations.

During the school year of 1974-1975, with the cooperation of Dr. Robert
Shuff of Eastern Illinois University, a working agreement was established
between June Bouknight, Assistant Superintendent for Personnel and Instruc-
tion of Charleston Community Unit District Number One, Dr. Shuff, and this
writer. This was a verbal agreement that expressed a willingnes: .-f all
parties involved, that David F. Johnson, student at Eastern I11i..is Univer-—
sity, would be given the opportunity to accomplish the field experience in
the area of school administration in Community Unit Number One, under the
supervision of the assistant superintendent of the Charleston Schools, and
with the cooperation of the professional advisor.

After conferences with Assistant Superintendent June Bouknight, it
was decided that an appropriate enterprise that would be beneficial to the
school district, as well as the intern, would be the development of an
administrative handbook. Various aspects of the propased project were also

discussed with the administrators in the Charleston Schools.



PURPOSE

The purpose of this bhandbook is to include ruleﬁ and regulations, the
detailed directions that were developed by the administrators to put school
board policy into practice. The handbook states in clear and positive tzrms
the rules, regulations, and information necessary in the operation of the
Charleston Community Unit Schools. The handbook provides an adequate means
of handling the immense quantity of information that challenges administrators
daily by stating how, by whom, when, and where school board policy should be
enforced. The handbook performs a legal function by defining the personnel-
student relationships as set down by state laws. Laws that affect the oper-
ation of the school system are documented. Another purpose of the h: ‘hook
is related to coordination, and its value in orienting new members ti¢ _.e

school system.

JUSTIFICATION FOR THE STUDY

The task of an administrator is to develop a pattern or framework for
his decision making process so that he will be content with the majority of
his choices. Each of the multitudinous decisions an administrator makes in
the course of a day demands more than a spur-of-the-moment decision. One
of the major qualities of educational leadership is the ability to act re-
sponsibly in a variety of situations. Accountable decision making means

that the administrator needs guidelines appropriate for the situation in



which he is responsible. Decision making carried out with sophistication
and awareness of the difficulties and satisfactions inherent in the process
is critical in any school organization. Ordinarily, one wishes to have as
much valid information as possible before making a decision of any conse-
quence. The necessity for adequate decisions and communications affecting

personnel and the coordination process justifies the development and use of

an up-to-date administrative handbook.

DELIMITATIONS

This project was limited to the development of an administrative
handbook for the administration of the Charleston Unit Number One Schools.
It was further limited to publications with information pertinent to the
project, and the personal 1ntervieﬁs of employees of the Charleston amunity

Unit School District Number One.

DEFINITIONS

As used in this project, the administrative handbook will be defined
as being a looseleaf handbook consisting of rules, regulations, and infor-
mation concerning Charleston Community Unit Schools operation. It is a
subservience wherby administrators can obtain workable information concerning

the operation of the school system.



EXISTING DATA

Prior to the work which began with this project, there had been
minimal effort made in Charleston Community District Unit Number One
toward keeping the existing administrative handbook revised. From the
various departments there were different publications available of which
some had been kept current. Most of the information was taken from the
revised Charleston School Board Policy Manuel and Professional Agreement
between the Charleston Board of Education Community Unit Number One and
Charleston Education Association. Remaining information was obtained from
the School Code of Illinois, Illinois Revised Statutes, Circular Series A,
Number 157 and 160, issued by the Illinois Office of Education, different

school publications and interviews with personnel.

PROCEDURE FOR OBTAINING DATA

The information needed for the project was obtained from state and
school publications, departmental materials, and information rece v from
personal interviews. The first step with regard to procedure was visiting
the Charleston Schools and collecting available materials relevant to this
project. After materials were obtained this writer conducted a seriles of

interviews in gathering omitted data.

TREATMENT OF THE DATA

The existing handbook was of little value, data being obsolete and
insufficiently organized. Information obtained was organized and arranged
into an acceptable form. Periodic interviews were held throughout the

entire project in order to assure complete and relevant data.



CHAPTER 11
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
SUMMARY

During the school year 1974-1975, with the cooperation of Dr. Shuff
of Eastern Illinois University, a working agreement was established be-
tween June ﬁouknight, Assistant Superintendent for Personnel and Instruc-
tion, of Community Unit School District Number One, Dr. Shuff, and this
writer. After conferences with June Bouknight and the professional advisor,
it was agreed that the development of an administrative handbook for
Charleston Community Unit Schools would be an appropriate enterprise.

The purpose of the administrative handbook was to include rules and
regulations, the detailed directions that were developed by the »ininistra-
tion to put school board policy into practice. The handbook performs a
legal function by defining the personnel-student relationship as set down
by state laws.

The necessity for adequate decisions, communications affecting per-
sonnel and the co-ordination process justifies the development and use
of an up-to-date administrative handbook. Accountable decision making
means that the administrator needs guidelines appropriate to the situ-
ation in which he is responsible.

The project was limited to the development of an administrative
handbook for the administration of the Charleston Unit Number One Schools.
The administrative handbook will be a looseleaf subservience whereby ad-
ministrators can obtain workable information concerning the operation of

the school system.



There had been minimal effort made in Charleston Community District
Unit One toward keeping the existing administrative handbook revised. The
majority of information was taken from the revised Charleston School Board
Policy Manual and Professional Agreement between the Charleston Board of
Education and Charleston Education Association. Remaining information was
obtained from state and school publications and interviews with personnel.
The first step with regard to procedure was visiting the Charleston schools
and collecting available materials relevant to the project. Information

obtained was organized and arranged into an acceptable handbook.

CONCLUSIONS

In initiating this project this writer wished to make a worthy contri-
bution to the Charleston Community Unit School System. To do this the pro-
ject undertaken was designed specifically for the Charleston School System.

The opportunity to work with the Charleston School System gave this
writer access to valuable experience and information in the functional
operation of a school system. A positive attitude by the school personnel
saved considerable amount of time in the collecting, assimilating, reor-
ganization and obtaining of information. Their personal desire to assist in
making this project a reality was appreciated by this writer.

It is hoped that the handbook with revisions will be a valuable guide
to the Charleston School System for many years to com€, and that adminis-

trators will have a valuable aid in making their decisions.



RECOMMENDATIONS

One of the most important personnel functions is the development and
annual revision of an administrative handbook summarizing goals, policy,
procedure and conditions related to employment and service in the school
system. The importance of such information in the hands of administrators
cannot be overstated. Effective administration cannot be achieved by mere
conformity to regulations and perfunctory application of rules. Every
administrator must accept the responsibility for intelligent studv and
interpretation of the general rules in relation to the educatio:r 1eeds
in his own neighborhood, and must employ a judicious combination of wisdom
and loyality to school policies in the application of rules and regulations.
It is recommended that the administrative handbook should be directed
toward those goals. It is also recommended that the Charleston Schools
work toward a true administrative index. Information included in the
various sections should be published into booklets and included in the
appendix. This would minimize revision changes required to keep the hand-
book up to date.

The writer further recommends the following suggestions to students
interested in pursuance of a similar project;

1. Have available time in order to satisfactorily complete the

project.



Have adequate communications with and cooperation from personnel
participating in critical areas.

The administrative handbook should be developed around the idea
that rules and regulations are the detailed directions developed
by the administration to put policy into practice. The rules

and regulations tell how, by whom, when, and where.
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0. EDUCATIONAL ORGANIZATION

0.1 Legal Designation

This district is legally designated as Community Unit School
District Number One of Coles County, State of Illinois and will
be referred to as Charleston Community Unit School District Number 1.

0.2 Building Organization and Information

0:2.1 Elementary Schools Grade
and Location Administration level Phone
Ashmore Don Schaefer K-6 349-8341
Ashmore, IL
Carl Sandburg Denise Cox K-4 345-2215
Reynolds Drive
Jefferson Dennis Cougill K-6 3457078
8th & Jefferson Steve Hutton, Asst.
Lerna Denise Cox K-6 234-9298
Lerma, IL
Lincoln . Walt McKenzie K-4  3u5-2282 °
Division & Madison

“Mark Twain © Dén Schaefer TRy 7Y 3iséois
1012 13th
Rardin Walt McKenzie K-6 345-6487
Rardin, IL

0.2.2 Secondary Schools Grade
and Location Administraticn Level Phone
Charleston Jr. High John Dively 7 - 8  345-2194
Smith Drive Gary Patterson,Asst.
Charleston Sr. High David Hendrix 9 -12 345-2196
Rts. 130 € 16 Wayne Schurter, Asst.

Terry, Weir, Asst.

0.3 Attendance Center Boundary Lines

0.3:1 Ashmore School - Ashmore Township and approximately the
Northeast Third of Hutton Township.




0.3.2

0.3.3

0.3.4

H Qo_.3 . 5

0.3.6

.. Mark Twain School. .. ... ..

lerna School - All of Pleasant Grove Township to school
unit's west boundary line. Also the portion of Lafayette
Township from school unit's west boundary along the south
side of State Route No. 16 to one mile east of Loxa Road,
then south to an east-west line just north of the Gun Club
Road in Charleston Township, then east and southeasterly
to Embarrass River.

Rardin School - Morgan and Seven Hickory Townships which is
that area west of the Embarrass River and North of a line
approximately two miles north of Charleston.

Carl Sandburg School

North Boundary - From West School District Line, east
of Route 316 to west of Reynolds Drive then south of
Polk Street from west of Reynolds Drive to east of
Fourth Street.

South Boundary - South of Route 16 to one mile east of
Loxa Road to north side of Gun Club Road, then east and
south east to the Embarrass River.

East Boundary - Fourth Street south of Polk Street to
just south of Grant and Hayes Streets and south just
east of University Drive.

West Boundary - West School District Line from Route 316
_to.Route 16 east to one mile east of Loxa Road South to
north of Gun Club Road.

North Boundary - South side of Harrison Street from
Fourth Street east to city limits.

South Boundary - South Fourth Street Road to lee
Nursery Road to Hickory Ridge Curve and east to west
of Route 130.

East Boundary - South of Harrison Avenue to McKinley
Avenue within the city limits.

West Boundary - Sixth Street from Harrison to Polk,
Fourth Street fram Polk to south of Hayes and Grant
Streets and east of University Drive to Fourth Street
Road.

Jefferson School (city area)

North Boundary - North city limits.

South Boundary - Harrison Street from Fourth Street
to 22nd Street.

East Boundary - (city) 22nd Street to northeast city limits

West Boundary - Fourth Street from Harrison to city limits

B R TS RRan kYt e an e Lteldeng 1]



0.3.7

0.3.8

Linccln School

North Boundary - City Limits

south Boundary - South of Polk Avenue frum west of

Reynolds Driive to just east of Fourth Street.

NOTE: All students living on the north and south
sides of Polk Avenue west of Fourth and east of
Reynolds Drive will attend Lincoln School.

East Boundary - Fourth Street fram Polk Avenue to
north city lumits

NOTE: All students living on the east and west
sides »f Fourth Street between Polk an<d Harrison
Streets will attend Lincoln School.

West Boundary - West of Reynolds Drive fram south
of Polk, north to "E" Street and north to city
limits.

Boundary Map

See Appendix - Page Th




1. BOARD OF EDUCATION

1.1 Board Meetings and Procedures

School Board Policy: Section 135.000

1.2 Employee Presentations

School Board Policy: Section 150.000

1.2.1 Complaints and Grievances

Professional Negotiation Agreement: Article VII
Grievance Procedure, Section D

From Public - The public shall be given an opportunity to address
the Board of Education upon request to the President or Superin-
tendent at least 48 hours prior to the meeting.

From Employees

Professional Negotiation Agreement: Article VII
Grievance Procedure, Section D

1.3 Rules and Régulations

-_:,&mgﬂ.&nnrﬁﬂkwp:&mﬁgnlmummﬂ“ﬁwfﬂwauﬁ,,u;;wauwb.ﬁm:vt

1.4 Order of Business

School Board Policy: Section 165.000

1.5 Gifts to Schools

School Board Policy: Section 175.000

1.6 Succession of Authority to the Superintendent

School Board Policy: Section 185.000
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2.2

2.3

2.4

2.5

2.6

2. ADMINISTRATION

The Chief Administrative Officer

School Board Policy: Section 201.000

2.1.1 Position Responsibilities and Duties

School Board Policy: Section 205.600

Position Title: Assistant Superintendent for Personnel and Instruction

School Board Policy: Section 206.000

2.2.1 Position Responsibilities and Duties

School Board Policy: Section 206.600

Position Title: Assistant Superintendent-Business Affairs

School Board Policy: Section 207.000

2.3.1 Position Responsibilities and Duties

School Board Policy: Section 207.600

Position Title: - Secondary ‘School: Prancipal #« v .«is s i il afrr feaid g afise o o

School Board Policy: Section 208.000

2.4.1 Position Responsibilities and Duties

School Board Policy: Section 208.600

Position Title: Junior High Principal

School Board Policy: Section 209.000

2.5.1 Position Responsibilities and Duties

School Board Policy: Section 209.600

Position Title: FElementary School Principal

School Board Policy: Section 210.000

2.6.1 Position Responsibilities and Duties

School Board Policy: Section 210.600



2.7

2.8

2.8

2.10

2.11

2.12

2.13

Position Title: Senior High School Assistant Principal

Administrative Services
School Board Policy: Section 211.000

2.7.1 Position Responsibilities and Duties

School Board Policy: Section 211.600

Position Title: Senior High School Assistant Principal

Pupil Personnel Services
School Board Policy:. Section 212.000

2.8.1 Position Responsibilities and Duties

School Board Policy: Section 212.600

Position Title: Junior High Assistant Principal

School Board Policy: Section 213.000

2.9.1 Position Responsibilities and Duties

School Board Policy: Section 213.600

Position Title: Elementary School Assistant Principal

. School Board Policy: Section 2Z14.000

2.10.1 Position Responsibilities and Duties

]

School Board Poliéy; Section 214.600

Position Title: Director of Vocational and Industrial Education

School Board Policy: Section 215.000

2.11.1 Position Responsibilities and Duties

School Board Policy: Section 215.600

Position Title: Director of Physical Education, Health and Athletics

School Board Policy: Section 216,000

2.12.1 Position Responsibilities and Duties

School Board Policy: Section 216.600

Position Title: Director of Media Services

School Board Policy: Section 217.000



2.13.1 Position Responsibilities and Duties

School Board Policy: Section 217.600

2.14 Position Title: Department Chairmen - Junior and Senior High Schools

School Board Policy: Section 218.000

2.14.1 Position Responsibilities and Duties

School Board Policy: Section 218.600

2.15 Administrative Council

School Board Policy: Section 230.000
2.15.1 Members: School Board Policy: Section 230.100
2.15.2 Purpose: School Board Policy: Secticn 230.200

2.16 Administrative Regulaticns

School Board Policy: Section 240.000

2.17 Administrative Regulation Handbook

School Board Policy: Section 250.000

'2.18 Administrative Organizatich Chart

. +5chool. Board Palicy; Section 270.000 . . .



3. GENERAL PERSONNEL

3.1 Sick leave
School Board Policy: Section

3.2 Personal Leave

School Board Policy: Section

3.3 Funeral Leave

School Board Policy: Section

3.4 Workmen's Compensation

School Board Policy: Section

3.5 Liability Insurance

School Board Policy: Section

3.6 Physical Examinations of Employees

School Board Policy: Section
3.7 Jury Duty
School Board Policy: Section

3.8 Tax Sheltered Annuity

School Board Policy: Section
3.9 Retirement
School Board Policy: Section

3.10 Outside Employment

School Board Policy: Section

3.11 Civil Rights Compliance

School Board Policy: Section

3.12 Vacations for Year-Round Employees

School Board Policy: Section

POLICY

305.000
310.000
315.000
320.000
325.000
330.000
535.000
340:000
345.000
350.000
355.000

360.000



3.13 Employment Procedure Information

3.13.1
3.,13.2
3.13.3

3.13.4

3.13.5

Procedures for Employment, Certificated Personnel

Improper Contact by a Candidate

Procedures for Bmployment, Certificated Personnel

Use of Confidential Information

Procedures for Employment, Certificated Personnel

Discussing Perceptions of Candidates

Procedures for Employment, Certificated Personnel

Contacting Other School Officials or Previous Employees
for Additional Information

Procedures for Employment, Certificated Personnel

Discussing Perceptions of Previous or Current Staff
with Candidates

Procedures for Employment, Certificated Personnel



q.l

4,2

4.3

u-l'}

4. CERTIFICATED PERSONNEL

Employment and Personnel Policies

ull.l

School Board Policy: Section 405.000

Vacancies, Transfers, and Promotions

Professional Negotiation Agreement: Article XV, Sections A-G

Certificated Staff Evaluation

l+l2ll

4.2.2

4.2.3,

. .14'.‘2:1!.‘ :

4.2.5

ul2.6

School Board Policy: Section 415.000

Philosophy
Professional Negotiation Agreement:

Distribution

Professional Negotiation Agreement:

_Definition of Evaluation Terms

Professional Negotiation Agreement:

“Procedures for Teacher Evaliation” * = =

Professional Negotiation Agreement:
Conferences
Professional Negotiation Agreement:

Assistance to Teachers

Professional Negotiation Agreement:

Professional Growth

4.3.1

Tutorin

Article XVI,
Article XVI,
Article-XVI,'
Article XVI,

Article XVI,

Article XVI,

School Board Policy: Section 420.000

Requirements

Professional Negotiation Agreement:

School Board Policy: Section 425.000

Article XXII, Section I

Section

Section

Section

Section

Section

Section

lu



4.5

4.6 .

I'I’.?

Leaves of Absence

School Board Policy: Section 430.000

4.5.1 Sick leave

Professional Negotiation Agreement:
4.5.2 Personal Leave

Professiocnal Negotiation Agreement:
4.5.3 Duty-Connected Injury

Professional Negotiation Agreement:
4.5.4 Maternity Leave

Professional Negotiation Agreement:
4.5.5 leaves of Absence-Without Pay

Professional Negotiation Agreement:
4.5.6 Jury Duty

Professional Negotiation Agreement:
Compensation .

School Board Policy: Section 435.000

"4.6.1 Payroll Procedires | ¢ YT VTN

Professional Negotiation Agreement:
4.6.2 Course Credit

Professional Negotiation Agreement:
4.6.3 Transcripts

Professional Negotiation Agreement:
4.6.4 Milgége

Professional Negotiation Agreement:
4.6.5 Age

Professional Negotiation Agreement:

Salary Adjustments

Article XX, Section A

Article XX, Section B

Article XX, Section C

Article XX, Section D

Article XX, Section E

Appendix C

Article XXII, Section B

Article XXII, Section F

Article XXII, Section G

Article XXII, Section M

Article XXII, Section N

School Board Policy: Section 440.000



4.8

4.9

4.10

4,11

4,12

Extra Duty Assignments

School Board Policy: Section 4u45.000

Professional Negotiation Agreement: Article XI, Section E

Responsibility For Extra-Curricular Activities

School Board Policy: Section 450.000

Pay for Unused Sick Leave

School Board Policy: Section 460.000

Teaching Hours and Assignments

0 By o |

" Professicnal”Negbtiation ‘Agrésment: " Appendix €5 Ttem D & = v ™ s &

4.11.2
4.11.3

4.11.4

Professional Negotiation Agreement: Article XIII, Section A-D

Teacher Schedule

School Board Policy: Section 465.000
Professional Negotiation Agreement: Article XIII, Section A

Teachers Duty Free Lunch Period-Every teacher in any school house
where 2 or more teachers are employed whose duties require attendance
at the school for 4 or more clock hours in any school day shall be
entitled to and be allowed a duty free lunch period equal to the
regular local school lunch period but not less than 30 minutes. in
each school day. :

From: The School Code of Illinois: Section 24-9

Preparation Time

Pfofessional Negotiation Agreement: Article XIII, Section B
Assignments
Professional Negotiation Agreement: Article XIII, Section C
Assistance

Professional Negotiation Agreement: Article XIII, Section D

Teaching Conditions and Staff Facilities

4.12.1

Professional Negotiation Agreement: Article XIV , Section A-K
Dictionary

Professional Negotiation Agreement: Article XIV , Section A



4.12.2
4.12.3
4.12.4
4.12.5
4.12.6
4.12.7
4.12.8
4.12.9

-14,12.10
32,31

4.13 Teacher

Space

Professional Negotiation Agreement:
Parking

Professional Negotiation Agreement:
Lounge

Professional Negotiation Agreement:

Institutional Privileges

Professional Negotiation Agreement:

Class Size

Professional Negotiation Agreement:

Clerical and Secretarial Needs

Professional Negotiation Agreement:
Workshops
Professional Negotiation Agreement:

Probationary Teacher

Professional Negotiation Agreement:

Personnel Filé Revietw: " '

Professional Negotiation Agreement:

Personnel File Protection

Professional Negotiation Agreement:

Protection

l‘l’o]30 1

4.13.2

Professional Negotiation Agreement:

Assault or Battery

Professional Negotiation Agreement:

Caomplaints
Professional Negotiation Agreement:

4,14 Association Rights

Professional Negotiation Agreement:

CLICHY ST _;_‘el_ LS

Article XIV, Section B

Article XIV, Section C

Article XIV, Section D

Article XIV, Section E

Article XIV, Section F

Article XIV, Section G

Article XIV, Section H

- Article XIV, Section I

SN ety e e S TR

Article XIV, Section J

Article XIV, Section K

Article X, Section A and E

Article X, Section A

Article X, Section E

Article X, Section E and I
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4.15

4.16
4.17

4.18

4.14.1 Meetings

Professional Negotiation Agreement:

4,14,.2 Personal Business-Permit to Leave

Professional Negotiation Agreement:

Special Education Programs

Professional Negotiation Agreement:

4,15.1 Placement

Professional Negotiation Agreement:

4.15.2 Inexperience of Teacher

Professional Negotiation Agreement:

4.15.3 Placement Responsibilities

Professional Negotiation Agreement:

Salary Schedule

School Calendar

Professional Negotiation Agreement:

Schedule of Additional Assignments

Professional Negotiation Agreement

: Appendix B ‘

- T

Article XII, Section E

Article XII, Section E

Article XTI, Sections C-E-F

Article XIX, Section C

Article XIX, Section E

Article XIX, Section F

Appendix A

School Board Policy: Section 770.000



5. NON-CERTIFICATED PERSONNEL

5.1  Non-Certificated Employees, How Defined

School Board Policy: Section 510.000

6.2 Work Schedules

School Board Policy: Section 530.000

et e T o p—
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6.1

6.2

' 6.3

.4

6.5

6.6

6.9

6. STUDENTS

Entrance Age

School Board Policy: Section

Enrollment Procedure

School Beard Policy: Section

Attendance

School Board Policy: Section

Physical Examinations

School Board Policy: Section

Exclusion of Pupils for Disease

School Board Policy: Section

Promotion and Retention

School Board Policy:b Section

Tuition Students

School Board Policy: Section

Transfer of Students Between Schools

School Board Policy: Section

Student Transfers

6.9.1 Grades K-6

A. Transfers In - Principals

601.000
602.000

603.000

605.000
606.000
BU?;OOU
.608.000

609.000

will notify the central office to

request student records, including health records. The record
release form must be filled out by parent or guardian when
registering the student and must accompany the request for records.

B. Transfers Out - Principals will send the student records to the
central office. A copy of the health record will remain in the
central office when the records are sent to another school.




-—

C. Students Transferring within the District - The principal
receiving the student will request the records from the
central office. The principal transferring the student out
will send records to central office.

D. Cumulative Records of New Students - The cumulative records of
all new students moving into the district will be checked by
the school nurse to see that health records are in order. The
school nurse will be checking the health records of all kinder-
garten and fifth grade students in addition to all new student
records in grades K-6.

6.9.2 Grades 7 - 12

A. Registration - At the time of registration, a transfer student
who 1s 18 or over or his parent or guardian if he is under 18
should complete a Record Release Form.

B. Transfers In - Principal will write for student records in-
cluding health records to be sent directly to the school
receiving student. The completed Record Release Form shculd
accampany the request.

C. Transfers Out or Withdrawal - The Senior_ﬁigh School Principal
will retain records until requested from School where student
transferred. The Junior High Principal will forward the records
to the central office.

D. Cumulative Records - The cumulative records of all - students
moving into the district will be checked by the nurse assigned

-to that schoolw- The-assigned nurse will-be checking the health... <

records of all ninth grade students, in addition to new students
in the district.

6.10 Accidents to Students

School Board Policy: Section 610.000

6.11 Student Insurance

School Board Policy: Section 612.000

6.12 Fees

School Board Policy: Section 613.000
6.12.1 Book Rental: Kindergarten $4.50
Grades 1 - 6 $8.00
Grades 7 - 12 $9.00



6.12.2 Lab Fees: (grades 7 - 12 only)
Home Econmics $2.00
Industrial Arts $2.11

6.12.3 Student Insurance (Optional):

Grades K-8 Grades 9-12
School Time Coverage $3.50 $6.50
24 - Hour Coverage $22.00 $22.00
6.12.4 Towel Fees (grades 7 - 12 only)

$2.50 per semester
$1.50 per sport (per semester)

6.12.5 Textbook Rental Receipts

A. Each student is to receive a receipt for his textbook rental
and insurance. Receipts should be maintained from year to
year in the respective schools by the principal and cne copy
to be forwarded to central office.

B. Pre-numbered receipts are to be used. Receipts will be turned
in to the central office.

Lt g6 Tekthook Rertal Pagmerts = oo e e B kil e e e e

A. Students whose parents are unable to pay textbook rental, as
confirmed by school authorities, will be issued textbooks with-
out question or comment, but a record will be kept as to the
amount of unpaid textbook rental, and why payment was waived.

B. Students whose parents can pay textbook rental will be required
to do so, or must purchase the textbooks outright at the
school's cost.

~ C. Principals may make arrangements with the parents to pay text-
book rental on an installment plan.

D. Principals should make every effort to collect textbook rental
from parents who can pay during the school year.

E. Principals will turn in a record on delinquent textbook rental
at the end of the year.




6.13

6.14

6.15

6.16

6.12.7 Delinquent Textbook Rental Payments

A. First Notice - The following is a letter which you, as a
principal, may want to use in contacting parents for the first
time relative to unpaid textbook rental.

"Dear --

According to our records, you have textbook rental that has
not been paid. I am sure this is an oversight on your part as
a result of the busy season and school getting underway. It
is our responsibility to see that all textbook rental payments
are made.

If you are financially unable to pay the textbook rental
please come to my office at your earliest convenience and we
will endeavor to work out the problem. If you are able to pay,
we would appreciate your taking care of this at the earliest
possible date. We dislike checking with your child at school
as it is embarrassing, and we would want every child to be
comfortable and to enjoy school as much as possible."

B. Second Notice - If the principal has need for sending a second
letter to parents on unpaid textbook rental, a suggested letter
follows:

"Dear' =

" Early in the school year a letter was sent to you from this
office relative to textbook rental payments. At that time we
. : ~indicated that if. yeu-were. financially unable. to. pay the text- . |

book rental that you should simply come to my office to confirm =~

that fact. If you are able to pay, we would appreciate having
the textbook rental taken care of at the earliest possible date.

Would you please contact me no later than November (indicate
date). Thank you for your cooperation."”

Transportation

School Board Policy: Section 614.000

Religious Instruction

School Board Policy: Section 615.000

Damage to Property

School Board Policy: Section 616.000

Special Education

School Board Policy: Section 617.000




.17

.18

.18

5.20

5.22

Collection of Money

School Board Policy: Section 618.000

Supervision of Students

School Board Policy: Section 619.000

Excusing Students From School

School Board Policy: Section 620.000

Law Enforcement Officer Interviewing Students

School Board Policy: Section 621.000

Pregnancy of Students

School Board Policy: Section 622.000

School Behavior
School Board Policy: Section 611.000
6.22.1 Rights Responsibilities and Regulations
School Board Policy: Section 611.000
6.22.2. ﬁstabiishﬁent of Poiicies,.Rules, and Reguiations
-.-School;Board,Policy;..Sectiong611a000~~f;xj¢mLﬁ-h e sl
6.22.3 Areas of Prohibited Student Conduct
School Board Policy: Section 611.000
6.22.4 Suspension or Expulsion and Right to Hearing
School Board Policy: Section 611.000
6.22.5 Corporal Punishment
School Board Policy: Section 611.000
6.22.6 School Lockers
School Board Policy: Section 611.000
6.22.7 Other Courses of Action

School Board Policy: Section 611.000



6.23 Student Record Policy

6.24

6.23.1

6.23.2

6.23.3

6.23.4

6.23.5

6.23.6

School Board Policy: Section 604.000

Student Cumulative Record

School Board Policy: Section 604.000

Student Health File

School Board Policy: Section 604.000

Student Conduct File

School Board Policy: Section 604.000

Procedures for Review of a Student File

School Board Policy: Section 604.000

Release of Information Regarding Student Files

School Board Policy: Section 604.000

Penalty for Unauthorized Release of Information

School Board Policy: Section 604.000

Testing and Evaluation of Students

<

6.24.1

6.24.2

6.24.3

*School- Board Poliey: Seéction 750,000 = <=~ < 7 iy

Report Cards Grades 7 - 12

Report cards will be sent to parents of students of grades 7
through 12 on the Thursday following the end of the quarter.

Unsatisfactory Progress

Staff will maintain close contact with parents or guardians of

students whose progress is unsatisfactory.

Student Evaluation

Each principal is required to develop a structural plan of

student evaluation.




6.2u. 1

-

10

11

12

Pupil Progress Elementary School

22

See: Parent and Teacher Guide to Reporting Pupil Progress
in the Elementary School. See Appendix - Page 311

TESTING PRCGRAM AND SCHEDULE

Test
Metropolitan Readiness Test

SEA Achievement Series - Short Test
of Educational Ability

SXA Achievement Series - Short Test
of Edvcational Ability

SRA Achievement Series - Short Test
of Educational Ability

SRA Achievenent Series - Short Test
of Educational Ability

SFA Achievement Series = Short Test
of Educaticnal Ability

Gates MacGinitie Reading Survey
SKA Achievement Series - Short Test
of Educational Ability

Gates MacGinitie Reading Survey

Gates MacGinitie Reading Survey
Kuder General Interest Curvey

Iowa Test of Cducational Develcpment

Differential Aptitude Tect

Towa Test of Educational Develooment
Anerican College Test - Optional

Schelestic Aptitude Test -~ Cptional

College Entrance Sxam, zoard Tests - Optlonal
Preliminary Schclastic Aptitude - Opticnal
National Merit Test - QOptional

American College Test: - Cptionral

Schelastic Aptitude Test - Optional

College Entrance E£xam. Board Tests - Optioral
Air Force Test - Optional

Time
Fall

Spring

Spring

Spring

Spring

Spring

Spring
Fall
Spring

Spring
February

Fall

Fall



Resmonsibilities Pelative to Persoanel involved in Homebound Insuvuet ion

Handbc < for Home bound snotruction: Fage 251

Bé28.% Agsistant Superintendent For Instrustion

Handbock for' Hamebound Tnstruction: Page 251

feb

252 Puiiding Prirncipal

for Homebound Instruction: rPags 25

W
e

Hand bk
(25,3 Business Jffine

Haridbook for Homehouns fnatructicr: lage 50

out Tinme Sheets

[rstruction: Page 251

Fiot Lunches

Byt Ilemeritary School Hot Lurnch Reguiaticons

A. Stuleats are encourarel Lo pay to The wock's

milk in advance on the first day of the sohocl
udente may pay for a month it 2 tiike, op priw
mare arvangements for parents o pay in one Lump swbocov

any extended period of cime.

o]

3

enty may bring sack wmches. (Students tring:

ONTIre wWeer.

C. Students may eat on a daily basis in the evert ol
erargency situation as determined by tha prin -
neaz *teacher.

b. 6.2 rree [unches

A. pPolicy for frez and reduced price meals - sece appendix=
Papge 333

B. Application for free and reduced price meals - Sec appendix-
Page 333

ost of Lwiches

o

bl
o
ta}
()

AlL Dlepentary 5. 506
Junion~ High School 55
Senicr High Schuol 55

Adult .75



6.27 School Parties During School Hours

Parties are to be limited to no more than one hour. (The
only time that a possible exception should be made to this
would be Christmas time.)

Elementary schocls may have three parties a year which
would include Halloween, Christmas and Valentine's Day.
Numerous birthday parties may be held in addition to this
but should be limited to approximately five minutes.

6.28 Imnunization Program

Grades K or 1, 9 and new students to the Unit. (Diphtheria,
tetanus, whooping cough, oral polio, measles and rubella as
needed by each student. Other immunizations may be requested
by local medical staff.

School Code of Illinois: Chapter 122, 27-8
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7. INSTRUCTION

Organization

School Board Policy: Section 720.000

7.1.1 Elementary Schools (Grades K-6)

School Board Policy: Section 721.100

7.1.2 Junior High School (Grades 7-8)

School Board Policy: Section 721.200

7.1.3 Senior High School (Grades 9-12)

School Board Policy: Section 721.300

7.1.4  Early Graduation

School Board Policy: Section

7.1.5 TIllness or Physical Handicaps

School Board Policy: Section

7.1:6- - Dropouts- .
School Board Policy: Section

Adult Education

School Board Policy: Section
7.2.1 Facilities
School Board Policy: Section

7.2.2 Size

School Board Policy: Section

Extra-Curricular Activities

School Board Policy: Section

Controversial Issues-Teachers

School Board Policy: Section

721.310

721.320

721.330
721.400
721.410
721.420
722.000

723.000

e A . L g R WL S S I T e e e T

4

S



1.5 Curriculun Development

School Board Polioy: Section 730.000
7.5.1  Structure
Profeszicnal Negotiation Agreement: Article XXT, Section A

7.5.2  Appointment of Members

oyt

otion A-2

f
D

i

Professional Negotiation Agreement: Article XXT, S

c

7.5.3 Duties and Responsibilities

Professional Negotiation Agreement: Article XXI, Section A-J

1.5 Classroom Organization and Management

School Board Policy: Section 740.000
7.6.1 Class Size
School Board Policy: Section 741.0090

7.6.72 Kindergarten Size

School Board Policy: Section 71,100

T3 Classes less Than 25 Students

School Beard Policv: Section 741,200

T.B.N Class Size Senior H.i_@

School Board Policy: Section 7u41.300

7.7 Reporting Pupil Progress

School Board Policy: Section 750.000

Also see - .24 Testing and Evaluation cf Students

-3
[@.a]

Summer School

School Board Policy: Section 760.000

7.9 School Calendar

School Board Policy: Section 77C.000

Alsc see - Appendix - Page 343



7.10 Administrative Policy Governing Research

7.11

The following regulations shall apply to all research project proposals
in which the researcher(s) plans to use students, facilities and/or
‘staff of the Charleston Community Schools.

A. All research proposals shall be submitted in typewritten copy.
One copy of the proposal shall be forwarded to the Assistant
Superintendent and one copy to the building principal(s) involved.

B. The research proposal shall identify:

l.
25
3.

4.

The purpose of the research

The method of research

The level of involvement for students, facilities, and/or staff
of the Charleston Community Schools.

The projected beginning and termination dates of the project.

C. The building principal(s) involved shall, upon reviewing the re-
search proposal, forward his recommendation relative to the request
to de research in writing to the Assistant Superintendent.

D. The Assistant Superintendent shall, upon review of the propesal and
the recommendation of the building principal(s), meke a recommendation
to the acceptance of the proposal to to the Superintendent of Schools.

E. The Superintendent of Schools, or his designee, shall notify the
author of .the research proposal in writing that: .

l'

(OR)

(OR)

The research may be executed utilizing students, facilities,

- and/or-staff of the:Charleston. Community Schools as:-specified. .« . '

in the proposal.

The research may be executed utilizing students, facilities,
and/or staff of the Charleston Community Schools under the
condition that certain aspects of the proposal be modified as
specified by the administrative staff of the Charleston Community
Schools.

Involvement of the Charleston Cammunity Schools will not be
allowed in the execution of the research project.

Commemorative Holidays

Section 24-2 of The School Code of Illinois states that commemorative
holidays are regular school days devoted to the commemoration of specified
patriotic, civie, cultural, historical, persons or occasion. On commemcrative
holidays, teachers and students shall devote a portion of the school day
to study and honor the person or occasion which is the subject of the holiday.

i T

7.11.2

Illinois Good Roads Day —--- April 15 .
The School Code of Illinois: Chapter 121, 401

Arbor and Bird Day
The School Code of Illinois: Chapter 122, 27-18




s

L

7.11.3

Tell

e

1116

y

7.11.8

Leit Erickson Day --- October 9
The School Code of Illinois: Chapter 122, 27-19

American Indian Day --- Fourth Friday in September
The School Code of Illinois: Chapter 122. 27-20

Illinois Law Week ——— A Week in May
The School Code of Illinois: Chapter 122, 27-20.1

American History Month --- February .
The School Code of Illinois: Chapter 122, 21-7

Martin Luther King, Jr. --- January 15
The School Code of Illinois: Chapter 122, 24-2

Casimir Pulaski --- First Monday in March
The School Code of Illinois: Chapter 122, 2u4-2

Textbooks

The study and replacement of textbooks are based on a five year cycle.

T X2l

TedZ 2

T:l12:3

_dations to the School Board.

Study and Adoption Procedure (K-12)

The request for change generally comes from the Curriculuﬁ
Council.

The Curriculum Council submits study and adoption recommendations
to the Superintendent. The Superintendent makes his. recommen-

Obsolete Textbooks

Textbooks that have no value to the school system are to be
sent to the Central Office for disposal.

Workbooks - General Information

A. Workbooks that are partially completed should be collected
at the end of the year and given to the child's teacher for
next year.

B. Completed workbooks are to be collected - parents may re-
quest their child's workbooks from the principal. Work-
books are not to be sent home with the children.



8.1 Budget

8. BUSINESS AND OPERATION

School Board Policy: Section 820.000

8.2 Accounting

8.2l

School Board Policy: Section 830.000

Accounting Procedure

The State Superintendent of Education may prescribe regulations
to assist in the safeguarding of student activity funds for

the educational, recreational, or cultural purposes they are
designed to serve. The following regulations have accordingly
been adopted and have been filed with the Secretary of State

in the manner provided by law: School Code of Illinois: 10.20.19

A. The Board of Education shall approve all class organizations,
clubs, and associations, and the purpose of each.

B. No funds shall be collected without the consent of the
administration or school board.

C. The board shall cause such records to be képt so as to’
=~ furnish, at any time, amounts recelved and disbursed,:and. -
amount of cash on hand.

D. The board shall set forth the general policies and edu-
cational values for student participation in such classes,
clubs, or associations, under proper faculty guidance.

E. The board shall cause such reports, including an annual
audit, to be made to the board that will give an accurate
accounting and reflection of the condition of each fund.

F. The board shall see that proper persons are appointed and
bonded to guarantee safe handling of funds.

G. The board shall furnish, upon demand, such information as
the State Superintendent of Education may request regarding
each class, club and association fund.

H. The Board of Education shall name an activity fund treasurer
to be the custodian of all group, activity, or club funds,
as per paragraph 3, Section 10-20.19 of the School Code.
He shall be bonded as provided by statute and keep all monies
on deposit in a designated depository and maintain liability
accounts to show the ownership of the cash in bank. Each
group, activity or club receiving money from whatever source



must deposit the money so received with the activity fund
treasurer and obtain from him a signed receipt, pre-numbered
by the printer, on which is designated the group, activity,

or club, and any existing balances shall be turned over to him.

I. The activity fund treasurer shall make all disbursements
but only on order signed by the president and the secretary
of each group, activity, or club, and countersigned by the
faculty advisor. Disbursements shall be made only by said
treasurer's check, to be charged to the proper group, activity
or club. In no event shall a check be written if the bank
balance of the respective group, activity, or club is in-
sufficient. No overdrafts shall be permitted.

J. Monthly, the activity fund treasurer shall reconcile the
cash in hand with the total liability to groups activities,
or clubs.

K. The fiscal year for annual reports shall coincide with the
school fiscal year as set by the Board of Education and all
accounts shall be audited annually by a Certified Public
Azcountant.

L. Monthly, reports to the Board of Education shall be pre-
pared and shall include the Statement of Position and a
Statement of Receipts and Disbursements. Such other state-
ments as may be desired shall also be prepared.

Purchasing

-School Board Policy:. Section 840.000. . .. ...
8.3.1 Purchases

School Board Policy: Section 840.100
8.3.2 Procedures

School ‘Board Policy: Section 840.200

8.3.3 Bids

School Board Policy: Section 840.300

"8.3.4 List of Bidders

School Board Policy: Section 840.400

8.3.5 Purchase Order System

Purchase orders will be used to order supplies, equipment,
repairs, and services. These forms should be completed in
detail, signed by the department head and principal, and for-
warded to the Administration Office. Requests are checked and
approved by the Assistant Superintendent for final approval and
processing.



8.4

8.3.6

8.3.7

8.3.8

Emergency Purchase Orders

Sometimes it is necessary to place an order without

time to process as outlined., When such a situation
occurs, the building principal should call the Assistant
Superintendent for Business and make the request. If

the request is reasonable, he will approve the order. In
such a case the purchase order number is given to the
vendor and the form is sent through normal procedure with
the notation "Confirmed Approval Month Day Year."

Purchase Orders

Any invoice received in the Business Office without a
purchase order will not be paid by the Board of Education
and will be returned to the Vendor advising him that
purchase was not authorized. If this happens, the staff
member involved in the transaction will be expected to
straighten out the problem on his own.

Purchases that will exceed $2500 require competitive bids
to be secured. Obtaining bids can and often does require

a period of one to two months. Therefore, requests for
purchases which will involve bids should be submitted in
ample time to accomplish such procedures in order to have
equipment delivered or services performed by a desired date.

Blanket Purchase Orders

In the case of the lunch room, maintenance, transportation

.. Home Economics and- possible:-others.where: numerous:small:. : -~

Imprest

every day .expenitures are made at specific stores, it is
possible to write an order for a span of time, stating
duration of order, estimated monthly expenditure, total
expenditure of order, and the name of employees authorized
to purchase materials.

These orders should only be written where required and only
with the approval of the Assistant for Business Affairs,

Funds

8.4.1

An imprest fund checking account has been established for
each attendance center, The imprest fund account is ad-
ministered by the building principal. These funds are in-
tended for minor purchases that cannot conveniently be
handled through the purchase order process.

Fund Amounts

Amounts for the imprest funds of the various schools
are as follows:



8.5

8.6

8.7

Senior High School $750.00

Junior High School $500.00
Jefferson Elementary $100.00
All Other Elementary 40.00
8.4.2 Audit
Imﬁfest funds will be audited by a Certified Public Accountant
at the end of each fiscal year. It is therefore imperative
that_all purchases from these funds be properly documented or
recelpts attached.
8.4.3 Monthly Reports
Monthly reports to the Board of Education shall be prepared
by the building principal and shall include the Statement of
Position and a Statement of Receipts and Disbursements.
Payroll y
School Board Policy: Section 850.000
Auditing
School Board Policy: Section 860.000
Tranéporfation. o
"7 School Board Policy: Section 880.000
8.7.1 Free Transportation
School Board Policy: Section 881.100
8.7.2 Bus Routes
School Board Policy: Section 881.200
8.7.3 Pick Up Points
School Board Policy: Section 881.300
8.7.4 Handicapped
School Board Policy: Section 881.400
8.7.5 Summer School

School Board Policy: Section 881.500



8.7.6

8.7.7

8.7.8

8.7.9

8.7.10

8.7.11

8.7.12

8.7.13

8.7.14

Changes
School Board Policy: Section 881.600

Interruption of Bus Schedule

School Board Policy: Section 881.700

Student Regulations

School Board Policy: Section 882.000

Instructions to School Bus Riders

School Board Policy: Section 882.100
Other Rules
School Board Policy: Section 882.200

Procedures for Withholding Services From Student

If a child's behavior is not acceptable, the privilege of
riding the bus may be withdrawn, and it becomes the responsi-
bility of the parent to transport the child.

When, in the opinion of the bus driver, behavior is not in
compliance with that outlined in "Instructions to School Bus
Riders" and when that behavior jeopardizes the safety of the
passengers the driver should report such behavior to the build-

The building principal will usually take the following action:

A. First Offense - Conference with the student

B. Second Offense - Conference with the parent and student

C. Third Offense - Temporary suspension of riding privileges

D. Fourth Offense -