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‘THE PROBLEM



This field placement took place in Mt. Zion Junior High School, Mt.

Zion, Illinois which is just a few miles south-of Decatur, Illinois. The

period of time involved was the month prior to the opening of school, August,

1975. 1In actual practice, the internship was an entire year including August

due to the foresight and ability to delegate authority by the school's principal,

Mr. Al Gregor.

Dr. Milnor, curriculum director, set up the working objectives and the

principal acted as a supervisor.

Duties were as follows:

1.

10.

Check textbooks ordered by teachers to determine whether or not they
arrived.
Register students new to the district.
Give information over the telephone concerning'physical and dental
examinations, registration dates and school opening.
Write articles to newspapers concerning Item 3.
Assist in re-editing the student handbook.
Assist in re-editing the teacher handbook.
Assist with the regular registration of students for August 11, 12, 13 and
14.
Assist in balancing teacher loads and making regular schedules the week
of August 18 to August 22.
Prepare for the first teachers' meeting with staff. Help to write the
agenda.
Keep a daily log of various incidents concerning how administrative
decisions are made as to:

Principal and Central Office Administration

Principal and Teaching Staff ‘

Principal and Custodial Staff

Principal and Students
Principal and Parents



For those who are not acquainted with the oben space concept, it might
be well to describe the setting, curriculum, philosophy and other comments.

This school is one of fifteen schools selected for the Affiliated Net-
work School Development Program. It is designed so that there are no divisions
between rooms. The Learning Center is filled with books, cassettes, tapes,
films and other software and hardware.

To promote individualization, departments create. tapes and ''packets"
which the students themselves select. ‘

The teacher in the Open’Space complex has a different role to play -
providing each student with the individualized direction he needs. Through
use of high school aides and clerical assistants, each student receives
tutorial help when needed. With the combination of the teacher and aides
and easy access to appropriate materials, a student has an opportunity to
realize his individual potential regardless of level.

Al Gregor, Principal, says that the major objectives for this school
have been to establish a kind of climate whereby students may enjoy their
school experiences and want to learn. He hopes to foster and promote
conditions whereby teachers may enjoy an open space setting so that they
will more effectively innovate meaningful programs.

The success of the open space complex may be seen in the willingness
of the teachers to design, modify, create, or adapt programs. They exhibit
to the students that sameone really cares for them and what happens &o them
as human being who have feelings, needs and wants.

"'"Open space really works -in Mt. Zion Junior High School"



Philosophy of Education

Mt. Zion Comunity Schools

We believe that education is a right and as a result should provide

opportunities for:

a.

b.

Preparation for college, for personal and professional growth.
Exploratory and basic skills for tﬁose students who do not plan
to go to college.

Competitive athletics for the superior athlete.

A sound physical education program for both boys and girls
physical development, recreation carryover and physical fitness.
Developing responsibility and self-discipline.

An orderly climate which facilitates learning and encourages the
social development of each student.

Aesthetic needs of the students.

The learning needs of the adults in the commnity.



My Personal Philosophy of Education

No one person can solve all the problems in a school district nor can
any one type of aétivity satisfy all needs. Working together, the Board of
Education, Central Office énd certified and ﬁon—cgrtified staff can produce
an effective program which attempts to solve school-commnity problems.

Through demographic studies taken yearly, the school district can keep
tuned to the needs of the community.

Fach student serviced enters the school setting with his prcblems,
potentials, and past experiences. He is entitled to respect as an individual
who bas personal worth. I believe that the teacher should show by his
attitude that he recognizes each student as a person and accepts him as he
is. ‘The teacher should indicate to the student that he knows that each of
his students can learn and that the teacher intends to teach the student at
his level and rate of learning. The teacher needs to work hard toward getting
away from the old ways of every student on the same page at the same time and
adjust his program so that the student can start working at a level where he can
achieve success and progress at his own speed to higher levels of aéhievement.
Much encouragement, praise and reinforcement needs to be applied rather than
physical punishment. Students soon know what the teachef recognizes and
appreciate. his efforts to improve. The student must be made aware of this
ability to achieve and his positive self worth as a person. When one method
or material fails to produce the desired effeét, a creative teacher will be
alert to this fact and change the approach to one that will meet the student's
needs.

Stated more campactly: I believe that
1. Programs should be designed to enable a student to achieve to his potent-

ialities. Teachers need to consider the whole student and believe that

the student can improve his performance.



Provide opportunities that allow the student to solve problems as fast and
as far as his learning rate and capacity will permit.

Methods and techniques be tailor made to suit the particular needs”6f'

the student.

Students are not taught at their levels, just so it sounds good but for
the benefit of the student. Instruction should be paced so that a student
can master material at each level befofe going on to new materials or
more difficult levels. Mastery at one level increases confidence in
advancing to more difficult levels.

The end goal as I see myself és an educator, is to assist each student

to change any negative feeling he has about himself, help him feel liked,
appreciated and understood so that he will grow with positive feelings of
self worth and not carry a ''chip on his shoulder' all through his life

due to a poor learning experience. He may pass all the exams with

A's, B;s, or C's but what really is important is how he will function in
society. Hopefully, through his contact with me, az an educator, the
student will proceed through a process of self understanding, face
decisions, see the possibility of choices, then be strong enough to assess
his problem and make his own decisions for today and later life, thus

leading toward successful living.



Mt. Zion Junior High School

Philosophy

Every school has its own distinctive personality and characteristics.
This is the first year of existence of the Mt. Zion Junior High School, so
the building and facilities are completely new. Cheerfully decorated colors,
carpeting, modern furniture, etc., greatly enhance the physical aspects of the
building. Not withstanding these basic factors, a good feeling permeates in the
school, which is substantiated by the trust and respect exhibited among the school
population.

The administration and faculty is dedicated to the idea of developing a
learning atmospheré whereby each student can learn to like himself better, to
understand himself better, to fit into society, to be able to work cooperatively
with others, and to be able to learn in diverse ways in various fields.

The "Open Space' concept lends itself to various teaching techniques
and a variety of student activities with the teacher guiding and directing
the activities. Change is considered a process but is encouraged if based only
on good educational principles. The students have many opportunities td
learn and in different ways. There is order without regimentation, there is a
program going on to improve the techniques of individualized instruction,
and there are teachers in our school who have empathy, who do care.

It is improbable that the '"Open Space' concept will raise the achievement
level significantly compared to other educational methods. However, at Mt. Zion
Junior High School, we expect teacher morale to be high, that teachers enjoy
working in this setting, and that students will have a positive change in
attitude when they complete this phase of their educational experience. We hope
to make continual progress in maintaining a good learning climate and physical

environment in our school.



"Open Space Really Works, Here!"

"I'd like to work here." '"It's so quiet! We always heard this type
of building was noisy." "Students didn't even stop to look at us or even
know we were in the building' they just kept on working."

The above coments are fram visitors at the Mt. Zion Junior High School,
a new Open Concept, million dollar building. This Mt. Zion school is one
of fifteen from various sections of Illinois to be selected for the Affiliated
Network School Development Program. Assistant Superintent, Dr. Brent Milnor
designed and submitted the program.

As an Open Space complex, the building isbdesigned so there are no
divisions between rooms. The learning Center is also without walls and may
be entered from any direction.

Books, cassettes, tapes, films and other software and hardware are
available to the students. To pramote individualization, departments created
tapes and '"'packets.'" The student selects his own packet which tells him
where information and materials may be found. He reads and completes the
assignment. He may select mini-courses or activities which last a short
period of time. ZEach student has input in his own educational program.

The teacher in the Open Space complex has a different role to play -
providing each student with the individualized direction he needs. Through
the use of high school aides and clerical assistants, each student receives
tutorial help when needed. With the combinatioﬁ of the teacher and aides and
easy access to appropriate materials, a student has an opportunity to realize
his individual potential regardless of level.

Al Gregor, principal at Mt. Zion Junior High School, says that the major
objectives for this school year have been to establish a kind of climate

whereby teachers may'enjoy an Open Space program so that they will more effectively



be able to innovate a meaningful curriculum for students.

The success of the Open Space camplex may be seen in the teacher 'gf
willingness to design, modify, create, or adapt programs which exhibit to
students that someone really cares for them and what happens to them as
human beings who have feelings, needs and wants. Junior High school yoimg

people develop into responsible, mature members of the commnity. The school

and school staff must point the way.
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10.
Working Objectives

Internship Program of Ms. Jan Sweet
Designed by Dr. Brent Milnor

Beginning Friday, August 1, 1975 - Ending August 26, 1975
Make sure your schedule is finalized - all mini courses are written
Check books and supplies that have been ordered
Check typing to see if packets are all complete
Publicity in paper for the registration of students.
Make sure teacher's handbook is complete and ready to be run off
Student Handbook (rule changes are made) make sure all copies are run off
Registration instructions to the students - make sure they are all run off
Make sure every student has been assigned a locker
Each student should have a slip with his locker number and combination
in it. When he registers, this should be given to him, along with his
schedule.
A copy should be made of each student;s schedule so all you have to do
when the studént registers is to give him his copy of his schedule. The
office should have a duplicate copy for their own files.
Registration should be from 8 to 5 each day. These dates were agreed upon
by all principals at the last principal's meeting (August 14 and 15)
Help with registration on those days

After the week of registration make the counts for each class and then

‘balance the classes. This requires several hours of work.

Any class changes for a student should be made on the office registration
for each student, then go ahead and telephone each student of his changes.

Make out an agenda for the first teacher's meeting



11.
Review of Research

The Internship in Administration
What It Really Is!

The Internship in education administration is a part of the recommended
program for persons aspiring to becamne administrators in school systems. It
focuses on training, development anc educational experiences for those persons
in actual school situations.

The term "internship' is borrowed directly fraom the medical profession

whereby the intern gains knowledge under the guidance of experts.

What an Internship is:

1. The student's field experience which is labeled '"internship'" is an
integfal part of his professional education which comes after or
near the completion of his formal program.of professional preparation.

2. His internship involves a considerable block of time.

3. The student must be expected to carry real and continuous responsibilities
in his field situation under the competent supervision of a practicing
administrator.

4. The Board of Education or Board of Trustees of the institution in
which he is interning supports the program at the policy level.

5. The professional school in which the student is enrolled is joint

sponsor of his program.



12.

Where Internships Have Occurred

Interns have served county superintendents of schools and in state
education departmepts.

Interns have served in state and national education agencies and associ-
ations.

Interns have served with publishing companies which cater to the field
of educational administration.

Interns have served in the administrative offices of colleges and
universities.

Interns have served with school architects.

Interns have served with consulting firms of several kinds.



13.
Purposes and Values of an Internship

The internship in educational administration is intended to satisfy
certain objectives. Objectives usually fall into three categories: those
applicable to the intern, to the sponsoring field agency, and to the
cooperating university.

Objectives Applicable to the Intern:

1. To enable the intern to develop a more comprehensive view

of education administration.

2. To provide the intern wifh the experiences of carrying real

administrative responsibility.

3. To provide a testing ground for the beginning educator whereby

the adequacy of his training, probable success as an administrator,

and type of position for which he is best suited can be determined.

Objectives Applicable to the Sponsoring Administrator:

1. To provide opportunity for administrators and field agencies to
fulfill their obligations of sharing in the preparation of
prospective administrators.

2. To provide the sponsoring administrator with professional counsel
from the staff of the cooperating university.

3. To provide additional services for the sponsoring agency.

4. To stimulate the professional growth of the sponsoring admiAistrator.

\

5. To provide a means for evaluating administrative ability in

prospective administrators.

Objectives Applicable to the University:
1. To test the training program of the professional school against

reality in the field and thereby to improve the program's effectiveness
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for preparing prospective administrators.

2. To stimulate the interaction of the university and the surrounding
school districts.

3. To encourage the in-service development of professors of educational

administration.

In conclusion, the values and purposes of the internships go beyond
those for the intern himself. There are some as well, for the sponsoring

administrator, for the field agency and for the cooperating university.
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History of the Mt. Zion Community Séhool District

The first grade school house was erected in Mt. Zion township in the
center of town in the year 1840, vefy close to what was called the Academy
(later called the Eigh School).

The school house was constructed of unhewn logs and covered with boards
which were held in place by weight poles. Any cracks were stopped up with mud.
Turkey oil gave the best 1ight.

Subjects that were taught: orthogréphy, reading, writing and arithmetic.

Students attended school irregularly because, in the busy farm seasons,
they were required to stay out and work.

The school teachers were not very good unless they could make a good
ren from a goose quill or give the boys a good tanning. But in 1872, a law
was passed that required the teachers to pass an examination in orthography,
reading, penmanship, arithmetic, English, grammar, modern geography, History
of the United States, and the elements of science, physiology and the laws of
health.

In 1879, salaries ranged fraom a high of sixty-five dollars pervmonth to a
low salary of twenth-three dollars per month.

Later, a high school and other grade schools were built throughout the

village area.



17.
Camposition of the Community

The Mt. Zion Community Unit is an area with a population of approximately
12,000. Of this number, 2,900 students attend the unit's schools. The parents
of these children are primarily employed in industry located in Decatur. The
majority of these people have graduated fr® high school and a small minority
of them have completed college. The residents of the Mt. Zion Unit may be
described as suburban, although, some still consider the area a fural one.

It is an area which is undergoing é, rapid transition from rural to urban.
A demographic study was completed by a citizens advisory comittee of which

I was a member. The data fram that study is included on the following pages.



18.

(Sllrvey sent to parents to determine who we are educating and what we

we are educating for)

RETURN THIS BY TOMORROW MORNING - HAVE IT FILLED OUT BY YOUR PARENTS.

8. Would you please help us make a survey of the educational and occupational status of
ople in our school district? We need it to help us figure out better ways to have our

s serve our community. THIS WILL ONLY TAKE ONE MINUTE OF YOUR TIME.

» Describe in one line your occupation: (For example: "I am a doctor,' or "I am a salesman'.

”

i Follow same directions as FATHER
1 X beside that which best describes where you live:
e live on a farm o We live in a house on a few acres

e live in a house in a suburban addition’
[f none of the above apply, describe other

I Circle the number of years you attended school:
6 7 8 9 10 11 12, College 1 2 3 4, More than 4 years

 Circle the number of years you attended school:
6 7 8 9 10 11 12, College 1 2 3 4, More than 4 years

: the most education you expect your child to receive in the next few years:
liate from high school, graduate fram junior college, graduate fram college

I you consider is the most important subject area your child takes in school.

important, 2 next important, 5 least important
ance Music - English Vocational Subjects

dign Language P. E. Social Studies Math

Use 1 as



OCCUPATION
Father Mother

BIO. & AGRI.

2

BUSINESS

17 33

INDUSTRIAL
59 5

PER. & PUB.
SERVICE

12 12

HEALTH

HOMEMAKER
45

INS, SERV.

CHILD WILL

Graduate from
High School

31

MOST IMPORTANT
SUBJECT
SUB. 1 2 3

Science 11 15 19

Graduate fram
Jr. College

Music 1 4 9

25

Eng. &
Reading: 47 20 8

Graduate from
College

Voc. Sub. 5 14 8

43

Math 34 37 13

WHERE YOU LIVE NO. YEARS LIVE IN EDUCATION
' COMMUNITY Father Mother
FARM 2 years 6 6
2 11 0 0
FEW ACRES 3-4 years 7 7
16 17 1 1
SUBURBAN 5 years or 8 8
over
82 6 3
72
OTHER 9 9
1 2 1
10 10
9 S
il 1L
4 9
12 12
54 68
COLLEGE

Do U1 [ =l o [~J o [ oo =
Jor ol o] eo joof o o) =

Soc. St. 2 2 19

For. Lang.0 2 12

Art

‘6T



CURRICULUM NEWSLETTER

APRIL 11, 1975

" JUNIOR HIGH SCHOOL CURRICULUM COMMITTEE

20.

The Junior High School's Curriculum Camittee of parents have been meeting every
1y night for the past three weeks. The comittee tabulated a demographic questionnaire

was sent to all parents in the Mt. Zion School Unit.

The questionnaire had 63.08%

mse. Results are as follows:
Ji © ° TOTALS FOR DISTRICT = '~ NO. SENT " 1701 NO. REC'D 1073
JPATION WHERE YOU LIVE NO. YEARS IN EDUCATION CHILD WILL: MOST IMPORTANT
[ Mother| =~ OCOMMUNITY ~ |Father Mother | =~ | 'SUBJECT
I , SUB. 1 2 3
& AG. FARM 2 years "6 6 Graduate
. from high
1 39 172 4 " school Scie. 83 105 205
NESS FEW ACRES 3-4 years 7 7 249 Music 13 41 131
4 1 '
233 196 206 ‘ Graduate [Fng.&
8 8 from Jr. |[Read.569 215 64
STRIAL SUBURBAN S5 years or ’ . College
over 35 19 Voc.
72 799 9 9 201 Sub. 64 67 127
675 -
& PUB. 26 21 Graduate Math 301 530 70
VICE OTHER 10 10 from
1 80 | College Soc. : A
25 54 66 St. 15 44 134
- 11 1 590
ALTH P.E. 15 22 95
| 64 51 59
| 12 12 For.
| — [ang. O 12 187
MAKFR 699 709
| College Art 1
64
11
SERV.
57 - 66
2 2 2
65 48
3 3
23 18 .
4 2
67 41
5 5
45 18

3ENI‘AGE OF RETURNS

63.08%




21,
information derived fram the survey will be used for the high school's North Central
rt, but most important, it will be used to help in formulating a philosophy and set of
ctlves for the junior high school,

MEMBERS OF THE CURRICULUM OOMMITTEEL 'ARE:

Dr. Robine & Mrs. Huei lee
Mr. and Mrs. Don Holeman

Mr. and Mrs. Harry Woodhouse
Mrs. Leslie Statzer

Mrs. Ermmett Sefton

Mrs. Alice Bray

Mrs. Jan Sweet

Mrs. Yvonne Hull
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History of the Mt. Zion Junior High School Open Space Complex

Mt. Zion Junior High School - Open Space Complex was opened October 15,
1974 at a building cost of $1,500,000. This figure constructed 68,000 square
feet of gym and pod area space.

The enrollment is that of a medium size junior high school, 500 students,
located in a small town, nine miles south of a metropolitan area. The school
population is what is commonly referred to as a ''bedroom'" commnity. Most
students are bused on a fleet of eighteen (18) buses, a few walk to school.
There is a staff of twenty-one (21) teachers and seven (7) part-time staff.

The junior high school adjoins the high school and some facilities are
shared. Two years of instruction are offered for grades seven (7) and eight
(8).

It is fully accredited and offers a continually expanding curriculum
in a beautifully designed building. Individualized instruction is offered

whenever permitted to assist students in learning at their own rate of speed.
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Mt. Zion Junior High Curriculum

Course offerings provide a comprehensive relevant program to the-student's
societal needs. There are exploratory courses; college preparation course
relevant to demands of colleges; interschool athletics, P. E. program with
practical units; an orderly climate through good class management by teachers,
good school management by the administratibn and a mutual sensitivity towards
comon responsibilities.

Opportunities to develop responsibility, honesty, initiative and social
development through extra—curricuiar activities such as student council, band,
chorus, yearbook, school newspaper, drama club, trackettes, and inter-scholastic
sports.

Course offerings enter into the fields of Language Arts, Fine Arts, Mathe-
matics, Science, Physical Education, Foreign Languages, Social Studies, Typing,'
Industrial Arts, Home Econamics, and Introductory Business.

Complete course descriptions are printed in the course catalog which each
parent and student receives at registration. The student then has a choice to
select the subjects he wishes to study during the school year.

There are many mini courses offered so that the student has an opportunity
to change interest areas either every six or nine weeks. All departments

have developed mini courses.



Field Study log

24,
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Preliminary Survey of a Field Study

In order to begin the school year smoothly, the following list proved
to be valuable for the background knowledge of the administrative intern
prior to the job placement. With this in mind, the intern has some idea

of what will be expected.

Getting Ready for the Year

1. Teachers hired and assigned

Ideally based on carefully and cooperatively planned specifications.
Each teacher should be hired with the definite assignmment in mind for which
his capabilities best fit him.

2. Teachers given information during the summer

Stéps need to be taken during the summer to help provide a sense of
security and unity of purpose in the staff. It is important that no staff
member, old or new, be left uninformed as to when or where he is to report
and what his assignments are.

3. Substitute list arranged for

This is usually done by the Central Office and includes names, addresses,
and telephone numbers and grade or subject areas in which the teacher is
rcertified to serve. This is a very important list, especially if a teacher
is i11 at the beginning of school or is returning late fram vacation.

4, Supplies allocated

The importance of providing teachers and others with the kind of supplies
they need at such time and place as to assist them most in their work is best
done before school starts. Textbooks, grade books, lesson plan books, attendance
slips should be distributed. Special supplies requested should also be delivered
such as paper, erasers, pencils, etc. Each building checks and distributes its

own supplies. All repaired equipment should be checked in and tested to see if

repaired.
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Starting School

5. Schedules completed and specific instructions prepared

Extensive planning and preparation is essential before teachers can be given
all information necessary for beginning the year. Much of this planning can best
be done cooperatively before school is out in the spring. Attempt to séhedule
as many assembly programs, athletic events, musical concerts and other extra-
curricular activities as early as possible. These can be printed so that teachers
may be given copies and made aware of the school events.

1. Simple and clear fire and tornado directions.

2. TLunch schedules.

3. Lockers assigned, checked and repaired.

4. DPod areas labeled.

5. Label teachers' mailboxes
6. Because our building was a new building, the principal did not have to
check much in the way of maintenance. This is generally the responsibility
of the custodian in charge of the building. Points of concern might bé
leaks, alterations, carpet cleaning, waxing, furniture repair, cleaning of
desks, chairs and tables.

7. Forms and Guides

Properly prepared forms, well adapted to the use they are to serve,
contribute to handling school business with efficiency. Ideally, theée forms
should be ready before school starts. Forms used are included in this paper.

Before the opening of school, we revised and edited handbooks for the
information and directions of teachers and students. These general information
handbooks included information about the camunity, school policies, student-
teacher relationships, school board rules, regulations and other pertinent

matters.



8. 'Transportation

We provide transportation for the majority of our students. Laying out
bus routes is now the responsibili£y of a Director of Transportation. Each
parent filled out a new card and diagram showing where he lives so that new
route could be established thereby saving the district funds. These routes
will be mineographed showing stops, times and also published in the paper, or
sent via handouts to the parents.

9. Public Announcements

Prior to the opening of school it is important to see that students and

- parents are well informed regarding activities in which they will be involved.

Topics to be included in any announcements:
1. Opening date of school and school-hours.
2. Enrollment procedures and pre-school registration places and hours.

3. School entrance age requirements and school attendance laws.

4. New courses offered.

5. School calendar and plans for the year.
6. Transportation routes.

7. New personnel.

8. Plant improvements.
9. Workshops and orientation period hours.
Such information is usually published a week or two before school opens

and -occasionally thereafter.
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Field Placement
Caomentary on Daily Log
Friday, August 1 - 7:30 - 5:15

The first day of this field placement left something to be desired -
a welcane - fram someone - anyone!

I went to the Central Office for a key and was told none were available
that I'd get a key later. I was told to see the janitors as they were
working in the buildings. After a search for a janitor, I was finally
allowed into the office and had to explain why I was there and what purpose
I was to serve to the janitor. There had been no prior public relations to
anyone in the district about the arrival of an individual who would assist
the principal in the office for the month of August.

After such a '"warm' welcame, the remainder of the day was spent getting
to know the custodial help and what they had planned for that week of school,
mainly cleaning carpets, moving furniture, scrubbing and waxing of all the
terrazzo floors.

In between answering phone calls, supplies were unpackaged and a system
was devised whereby each teacher would be given his or her requisition of
supplies, books and equipment. Tables were set up and the process began.

The only administrative contact that day was with the high school
principal, explaining what I was doing in the bﬁilding and briefly explaining
the field placement.

I left the building for a class on Eastern's Campus, entitled School -
Comunity Relations, as it was the last class before the final exam. I had to
chuckle to myself as I sat in class as the Professor reviewed the importance of
keeping the public informed and how important public relations were, considering

the experience I had had early that day. This is why I decided to send a letter
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to the Board of Education, thanking as well as infonning them of the internship.
| Prior to my first day in field placement, I had a conference at the Central
Office and the work load and duties were outlined.
In summary, the first day at work consisted mainly of:
1. Contacts with custodial services.
2. Contacts with High School principal.
3. Answering phone calls.
4., Distributing the supplies.
5. Attending a campus class.

6. Contact with a few students and one parent.
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August 4 - Monday 7:30 - 5:00

Once again, entered the building with the use of the janitor's key and
at the same time was informed that shortly all power would be turned off and
the floors would be waxed and sealed. Therefore, another more suitable place
to work would be found.

Just about this time, the principal of the building arrived and made
arrangements for a work schedule to be completed in another part of the building.

Together, we made out a priority list of items to be completed for the day.
These included:
1. Completion of the student handbook.
2. Find informatien for the following:

a. cost of a hot lunch

b. cost of a lunch ticket for a week

c. cost of milk, if purchased separately

d. name of the new vocal instructor
3. Check to see fhat all students enrolled had lockers.
4. Check on current enrollment

Boys 107 - 7th Girls 120 - 7th

123 - 8th . 116 - 8th

5. The student handbook was run off

I did find out during this day that when a phone call is made to check
information that it is unwise to accept an answer as ''the same as last year."
It was due to this statement that 500 student handbooks had to have handwritten
corrections made. When I received this reply I should have asked what specifically,
the amounts were for each item in question. This would have saved the error and

much time.



The prinéipal also went over the time schedule, school rules, handouts
for registration, student schedule form changes and several possibilities
for a new report card for the coming year. A sample of the report card is

included and still subject to changes, (see Appendices O, Page 139).
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August 5, Tuesday - 8:00 - 5:00
The day began with a conference with the principal as to my assigned
duties for the day. These consisted mainly of the following:
1. Review of registration packet. |
2. Student fees.
3. Changes in the P. E. Department.
4, TLock rental
5. Differences between P. E. lock and school lock combinations.
6. P. E. uniform.
7. Schedule change request forms.
8. Typing of registration forms and duplication.
9. Studept discipline.
10, Discussion of principal's personal philosophy of how to handle discipline
matters;
a. Give the teacher and student cooling off period.
b. Do not make issues if it is possible to settle the matter quickly.
c. Problems are caused by one's self and what we did or didn't do.
d. Do your job and avoid gossiping.
e. Make sure a student is in better spirits when he leaves the office
than when hé arrived.
After a break for lunch, the principal was.informed by the Central Office
staff that he was to be transferred shortly to another building.
The remainder of the day was spent getting materials ready for registration,
answering phones and early registrations.
1. Staple Student Handbook.
2. Staple registration information.
3. Duplicate school calendar.

4, Course description catalogue.



Later that afternoon, the Superintendent brought over the new 'replace-
ment" principal. Both talked very briefly, superficially pleasant, and

plans were made to ''turn over' the building the next day.
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August 6, Wednesday - 6:30 - 5:00

Wednesday morning, I was on Eastern Illinois Campus taking a final exam
on School - Community Relations and had a conference with my advisor concerning
the progress of my field placement.

I returned to the Mt. Zion Campus about 11:30. | Iiring this period of
time the (leaving) junior high school principal took the new principal on a
tour of the open space complex, including the heating, cooling units and pod
areas. They also discussed the philosophy of the packet vrograms, reviewed
student scheduling, dates for extra-curricular activities, forms for staff
evaluations, staff projected load, identification of the numerous folders
and where filed. The transfer of secretaries was also discussed - should each
principal take his éwn secretary or should the secretary stay with the building.
It was decided that the secretary would work this through at a later time.

By this time I had returned from Charleston, I had a new principal and
all the ground rules were changed.

That afternoon I was asked to sit in on an interview of a cambination
coach-social studies teacher. This lasted about a half an hour and as far
as I was concerned, a mere formality because the new head high school coach
was hoping for one of "his'"' men to arrive for an interview. I have interviewed
many teachers before and this interview was no different than most.

After the interview I was asked to go through the stacks of application
forms and find further applicants. When these were chosen, the selections
were then taken to the Central Office but none were satisfactory. At this
point, the principal was sent to Decatur, Illinois Central Office - Personnel
to see if they had any leads on applicants.

A few days later a candidate was chosen and recommended to the board;
young and inexperienced, to coach and to teach Social Studies. I was not

involved in any other interviews. All the high school coaches did the interviewing.
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It seamed strange that the position was teaching Social Studies all
day long, but yet the Coaches did most of the interviewing and coaching
was an extra-curricular activity.

This may sound like rather all negative observations, but because I am
basically an educator, sports do not have the highest priority. And this
may be my prejudice showing, but for me, the Social Studies strength would
be the key criteria for hiring. 1In a sports-minded commnity, the opposite

is true.



Thursday, August 7

The day began with a tour of the elementary building and a brief dis-
cussion on each of the following items:

Sumer Maintenance - Bond Issue

Registration

Teacher Handbook - Revise

Weekly Reader - Scholastic

Reports to Parents and Positive Philosophy Needed

Ready for PTA

Call the Pepsi Man

Building Representative - What Does He Do?

What to Spend Money On

Latta Order Blanks

Reading Groups

Class List

Budget - $9,000 all SRA Community Service 2500

Audio Visual Orders

Reading and P. E. Equipment Checked In

Office Supplies

Contingency Fund - Extra $395.00

Instructional Visitation $20.00 per hour

Additional Equipment $1100 $198 Primary Print Typewriter

Replacement Equipment

Budget Goals

I1lini Supply Bid Order

Teacher Furniture Order and Office

Referral Form for ID



File Cabinet - Catalogues

Health Supplies

Records

Intercan System - Light and Bell, in Each Room
Library Books - Self Contained

Numbered and Labeled Mail Boxes

Curtains for Cafeteria

Roan Numbers and Names

Boiler Roam

Satellite Lunch Program

10/10 Weather Radio

Three Third Grade, Three Seéond Grade, Three First Grade and Three
Fourth Grade Classrooms on West Side

Bells for Recess Times

Registration

Teachers' Help

Fee

Insurance

Two Hmergency Cards - One for the Office and One for the Teacher
Enrollment

Transportation

‘Receipts

Can't Pay Forms

Out of State Physicals

End of Year Check List

Award Program

Fire Disaster

Fire Drill
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Free ILunch

Janitor Problems

Learning Disabilities Program

Math Test Given

PTA List of Purchases - Carpetting, 1/2 of the Public Address System, Swings

Teacher Evaluation Folders

Weekly Teacher Meeting, Formal Meeting Every Friday fram 8:00 to 8:20

All Files

Flag Raising - Two children From a Fourth Grade Classroom, Morning and

Evening

The remainder of the afternoon was spent using the adding machine to
total junior high purchases for the year 1975 - 1276, especially the Science
Department, as there were no purchase orders made for any of their material.

Also went over more application forms for the Social Studies - Coach
corbination as an interview and decision had to be made by the coming Monday

which was a Board meeting night.



August 8, Friday - 8:00 - 4:30
This day was spent working on checking out inventories, answering
phone calls, which concerned registration, early registrations, stapling

registration materials for 500 students and having everything required for

registration completely prepared.
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August 11, Monday - 8:00 - 4:30

I was alone most of the day as the principal attended interview sessions
at the Central Office to fill existing vacancies.
Daily activities consisted of:
1. Answering the phone.
2. Custodial contact.
3. Mail distribution.
4. Finishing up remaining unstapled items necessary for the next day.
5. Contact with a few parents who came to the office wishing té talk
to the former principal. I referred them to the elementary building.
6. Contact with a few students wanting to register early and wanting to

see their schedules.
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Registration Summary of August 12, 13, 14, 15

We set up early for registration of 7th grade students. Equipment
required: tables, chairs, pens, pencils, phone books, directory of Mt.

Zion. Forms required: registration, emergency transportation, enrollment,
medicals for sports and for new students, transcript forms for new students,
schedules for each student.

As parents registefed their children, they went to another area to
pay book bills, locker fees and purchase gym suits. We enrolled. so many
students that the number of lockers was depleted. Students were told lockers
would be assigned at a later date.

Iﬁcluded is a sample of the way we registered. Much time would have been
saved if they used a form similar to the high school, (see Appendices, Exhibit N
Page 136).At»the high school, everything is on one form rather than three, plus
it not only would save time but money. Many parents forgot to fill out all
three cards. This would be avoided if only one form was used.

We also needed a form for new students to the district. There were
several people assisting with registration and sohe new students were missed
as far as transferring from their prior school, so records could be requested.

I would also suggest that several blank stucent schedules be prepared
ahead of time for each of the 7th or 8th grade with some variety built in
because students do have some choice in designing their program. The main
reason for this was that on one day we registered about twenty-five (55) new
students and this made parents wait unnecessarily. It takes about fi&e to ten
minutes to create a schedule for a new student, so one can easily see why
parents grew somewhat uneasy about waiting in a long line; mixed in with those
who only needed to obtain their schedules.

It was soon found that at the end of four days of registering the junior

high had increased with the enrollment of thirty-eight (38) new students. This
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large increase was not planned for and caused an overload in the music,
social studies and art pods. In addition, the Remedial Reading teacher
position had been eliminated, causing an extra one hundred (100) students
to be scheduled.

Consideration was given to the possibility' of having a Language
Arts Teacher teach two different classes and pick up the overload. No

final decision was made at that time.
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August 18, Monday - 8:00 - 4:30

An actual count was made of students who registered prior to this date:
251 - 7th graders and 255 - 8th graders. Four moved creating a gain- of 58
students from last year. Last year the enrollment was 466 plus 38 new students.
As of this date, the enrollment is 504 students.

It was decided that we should call all students who had not come to
register and pick up their schedule$. Nearly one hundred (100) calls were
made and most students reported that they were returning to school but just
had not reported as yet. We found that twelve (12 ) students hr;xd moved.

We also decided to call students who had new schedules prepared during
registration to learn which ones were new students requiring transcripts of
credits to our school.

All this calling and checking required a large portion of the days
activities and could have been avoided if proper forms were available at

registration time and all persons followed the same procedure.
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August 19, Tuesday - 8:00 - 4:30
I stopped at the elementary grade school to check on old books not in
use to see which ones were suitable for Junior High or learning Disabilities
mini packets. Several appeared to be of same practical value. In addition,

the high school librarian can bind the pages and create mini booklets
paralleling the regular classroom work but an easier reading level.

Had first true conference with the new principal concerning transfer
of staff. No suggestions were offeredas to the plans of action to be taken.
but he listened and seemed receptive. He made no commitments.

Covered lunch hours at elementary building while the staff went to iunch,
then returned to Junior High to cover the off ice. Had a few more sfudents
register and a few s:tudents picked up schedules. Also answered telephone
calls.

Sat in on an interview with the head cook of the high school, junior
high cafeteria. Went over scheduling of high school and junior high, seating
capacity, alternative menues, timing, overlapping in feeding, slowness of time
movenent as well as student servers. Schedules seemed to meet with the cook's
approval at least on a trial basis. They will be rearranged later if it is
deemed necessary.

Principal did not have any other plans for me for the day until a
conference was scheduled with the Curriculum Director concerning transfer
and reassigmments in the reading program. The principal also explained a

copy of procedures for Building Budgets. We went over each area.
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Wednesday, August 20

This morning was spent with Dr. Milnor, Director of Curriculum and

Assistant Superintendent of Mt. Zion Schools.

A condensation of his talk with me is as follows:

1.

The Board of Education met two weeks ago and eliminated two
reading teachers positions.

The following week the commmity came to the Board meeting to
protest the cuté in the Reading Program.
The Board was unable to'satisfy the conmunity's questions and
requested that Jan Sweet attend the next board meeting to make a
report.
Dr. Milnor's talk with me was about the appearance before the
Board of Education.
The Reading Specialist (Jan Sweet) was asked by Dr. Milnor to
have ready the following data concerning the reading program.

a. The lasting quality of the reading program.

b. Be at the next Board meeting

c. Make feport qualitative

d. Need enrollment figures of the program.

e. Make report objective.

f. Write conclusions.

g. Write recommendations from your conclusions.

h. Meet next day with final counts.

i. Have report ready for Board meeting

The afternoon was spent working on the Junior High School Master

Schedule pulling cards of students who had moved in or out of the district,

changing the Master Schedule, updating the class lists due to changes and

finally locating a vocational teacher who might be .added to the staff to

pick up the overloads from all areas. School population has increased from



466 students to approximately 500. Staff was cut at the Board meeting
before the Board even knew the school's increased enrollment. The following
are some of the cuts that modify the junior high school; no assistant
principal, counselor, teacher aides or remedial reading teacher. Other

cuts were made but they did not effect student-teacher contact.
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Thursday, August 21

My home telephone hardly stopped ringing this day due to the newspaper
article. As soon as I was ready to leave home, another phone call would come
about the reading program cuts. Approximate number of calls was ten that
morning, several more when I returned home. My only reply to parents' questions
was, "'attend the Board meeting because the Board makes the decisions; I do not
know the answers. They must decide what the school district's priorities are."

Had two rather long conversations with the Art teacher and the Band
teacher concerning curriculum and class loads; registered new students,
made up new schedules, entered fees paid, answered more phone calls, worked
more on re-scheduling, made up a list of students whose records would have to
jbe sent for and also talked to the high school principal about the possibility
:of having to re-schedule his high school students due to cuts of Reading

personnel.
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Friday, August 22

In the morning, I ran copy on the xerox 500 duplicating machine: toured
the high school library facilities and learned how to bind materials into
book format. |

The remainder of the day was spent contacting State agencies in ordér
to get the facts necessé,ry to make an oral report for the Board. This
material had to be written and typed by 3:00 p.m. so it could be placed
in Board packets and delivered that evening.

A copy of the proposals and introductory coments are enclosed, (see
Appendices T, Page 167). Also enclosed are copies of some of the newspaper

articles concerning this matter, (see Appendices T, Page 166.)
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Monday, August 25 and Tuesday, August 26

These days were spent summarizing all the tables of the month's
activities and evaluating their significance as to the amount of time
required to perform the task as well as their necessity.

Rather than chart each task, I will summarize and then make one master
figure:

1. Phone calls from August 1 to 26

The total of phone calls per day averaged about 20 to 25 with the
main questions being when does school start, when can we register,
where do we register, what are the fees. All of this information Was
published in the local papers, but apparently most people do not
remember the facts and dispose of the newspaper and therefore, have

no other resource but to call the school. Total calls - 650.

2. Direct Parent Contact
| The first week of August, we had only twelve (12) parents come to the
office, but the second, third and fourth weeks we contacted almost
every junior high parent in one form or another. Most usual contact
was to register their children, pay their fees, check on changes on
their child's schedule, discuss class size, who the teachers were, what
classes were offered, what was taught in some of the other classes,

physical exams for sports, and tours of the new building. Total contacts —

| approximately 400.
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3. Custodial Contact

During the first week of August many contacts were made with the
custodial staff of the school. As the month progressed, the work
was completed and the maintenance crew moved to other areas of the
building. Main concern of this area was checking of lockers for
proper working condition, cleaning of all the carpet and marbled
areas, cleaning of all tables and chairs, moving all equipment and

supplies, transporting new shipments and storage of equipment. Total

number of contacts - 31.

4, Direct - Indirect Teacher Contact

Very little teacher contact was made duringAthe first two weeks of
August but by the third week of August, at least half of the staff
had been in to check their mail, meet the new principal, start opening
up their areas, checking their book orders and materials, checking the

class list and class size. Total number of contacts - 12.

5. Public Relations Contacts

There was a great deal of overlap between parent contact, teacher
contact and public relations. It seems that most things that happen

in or around a school have to do with public relations in one form or

another.

Actual public relations as such would total 32 for the month of August.
Main concerns were changes in administration, lunch periods, changing
due to special requests, assisting parents in entering and leaving the

building. This was a problem because doors seemed to be locked most
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of the time and parents were confused about how to leave the building

once inside or even how to get inside.

6. Contact with the Office Secretary

There was no secretarial service the first two weeks of school. The
last two weeks, the school received a hew secretary and most of the
questions were reiated to locating materials, general orientation to
the bﬁilding, student records, supplies, record keeping, registration
format and other general office housekeening duties. Total contacts -

at least once per day or more - 26.

7. After the first day of my attending the junior high school, there were
daily conferences. Usually the day began with the principal, Al Gregor,
and the intern sitting in the office discussing together what had to
be accamplished that day in order to meet the 'deadline' of opening

of school.

After the conference, we either worked together to accomplish the goals
or the intern was given duties to complete for that particular day.

The principal was well organized, knew exactly what had to be done and
worked every closely to the prescribed schedule. It was a pleasure

to work in a situation where the principal knew what to do and Was not
afraid to delegate same of his duties to sameone else - havihg faith
and trust in that person's ability to complete the tasks assigned.

Total - 10.



8. Student Contact

Every student who will enter school this year had some contact with

the office. Their main concerns were:

10.
11.
12.
13.
14.
15.
16.
17.
18.

Total contact - approximately 500. Some students returned several times.

Schedules

Changes in schedules

Teachers they were assigned to

New teachers - who-they were and what they would teach
New subjects being offered

Tour of the building

Testing of locker cambinations
Iocation of pod areas

Suppiies

Purchase of gym suits and locks
Student handbooks

Detentions

Class size

Who some of their classmates would be
New principal

When they would eat

Were there study halls this year

Were we still going to use packets

In conclusion, the last two days were spent compiling data, getting

professor's acceptance of data, completing assigned tasks fram the principal,

getting the rough draft of the field study to professional typist and getting

the field study bound for the oral presentation.

Every student who plans to enter the field of administration should have

a field placement, even if it is for only a brief period of time. Hundreds

52.



53.

of books can be read, but until the student is aétually faced with the
situation and forced into making or postponing a decision, he has not
truly learned how to be an administrator.

Once he had experienced the role of an administrator, it is hoped that
he does not become lost in the "milk money,' '"paper shuffle'" trivia and
can became a person with knowledge and ''love' for children. Knowledge

without "'love'" is a killing agent for youngsters.
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Summary of Work Flow - Set Unit Wide
August 1 to 8
lf Checking supplies and equipment, distribution of such
2. Answering phone and office 'walk ins"
3. Making last minute séhedule changes
4. Working with custodial staff
5. Checking on packet materials and books in correct pods
August 11 to 15
1. Registration at all levels
August 18 to 22 |
1. Balance c%ass loads, change schedules
August 25 to 26

1. Late registration and opening of school

Registration Dates

(9 - 12) (7 - 8) (5 - 6) (K - 4)
Senior High School Junior High School Intermediate Primary
August 12 Seniors
August 13 Juniors
August 14 Sophomores 7th grade S5th grade K-14
August 15 Freshmen 8th grade 6th grade K-4

Principal Time Schedule - Contracts

Senior High Principal | 11 month contract 1 month after 1 month before
Junior High Principal | 10 1/2 month contract 3 weeks after 3 weeks before
Intermediate Principal | 10 1/2 month contract 3 weeks after 3 weeks before
Elementary Principal 10 months 2 weeks after 2 weeks before




10.
11.

12.

56.

Itemized List of Activities During Month of
August and Regular School Year

Helped in demographic study on a citizens caqnittee of the comunity.
Tabulated and interpreted the results.

Wrote several articles for the school newspaper, local paper as well as
I1linois State Association of Junior High Schools Journal.

Developed and supervised a high school tutor aide program for junior high
students. Students worked in all areas on a one-to-one basis or small
group instruction.

Covered for teachers in other pod areas when emergencies arose thus
broadening instructional background.

Was allowed to "audit" on several interviews for a variety of positions
at the junior high level.

Helped distribute supplies to teachers according to individual order forms.
Answered phone giving information about the starting of school, cost,
locks, gym suits, registration format and class assignments.

Worked on compiling information for student and teacher handbooks
including editing, typing, duplicating, stapling and distribution.

Gave a talk at a PTA meeting concerning innovative programs for the coming
year as well as the special supportive reading program.

Attended Board Meetings as a guest and an observer.

Fulfilled requirements for a State of Illinois Learning Disability Grant
at junior high level - created a new program with these funds.

Attempted to work with the classroam teacher in pod areas assisting them
in any way possible. Main concern was to give the student more
individualized attention.

Studied 1974 - 1975 School Budget. Helped assess junior high needs for

a budget as well as Title II and III Grants with media center personnel.
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15,

16.

17.

18.

19.

20.

21.

22.

24.

57.

Observed the processing of bids for next year's work in order to learn
about procedures for obtaining and selecting bids.,

Inventoried supplies and estimated amounts to be ordered for the next year.
Worked with the State of Illinois Title I in training several new
teachers. Also conducted several Title I Workshops in Central Illinois.
Editor and Publisher of the Macon County Reading Council Newsletter,
published three times a year with a distribution of over 1000 copies.
Publication is sent to both Decatur and County teachers containing up to
date information on a variety of educational articles.

Member of Board of Macon County Reading Council and Planning Camnittee

for Right to Read Program for the County.

Participated in several parent conferences attempting to resolve

"trouble spots'' between school, child, parent and teacher.

Worked closely with several high school students during the yeér and
sumer concerning their personal problems. (No female counselor available).
Reviewed budgets of past years, assisted evaluating general fact sheets,
and enrollments to obtain a broader knowledge of cammnity needs, goals
and objectives.

Created new materials for other teachers to use for the school year for
the teaching of‘what was called mini courses. At a simplified level,
including manual, tapes and other audio visual materials.

General office procedures including bookkeeping, handling supplies, text-
books, records, filing systems, correspondence, mail, forms and accounts.
Created and supervised tutor aide program in which over 100 high school
students volunteered one hour daily to help junior high students. The
high school student worked under the supervision of the pod teacher in the

pod areas.
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Staff Composition

Mt. Zion Junior High School staff is composed of twenty-one (21)- full
time members, seven part time members, who are high school personnel, three
secretarial aides, one office secretary and presently, one principal. The
assistant principal and counselor position has not been filled and the Board
at this time has not comitted itself to sfaffing these vacancies.

The average class load for most staff members is thirty (30) to thirty-
five (35) students per class. This is based on full time staff only, as our
part time staff may only teach oné class per day at the junior high school
level.

There are nine male staff members as compared to twelve females with
the average age being thirty-three years of age.

The average number of teaching years is five and all teachers have B. A.
or B. S. degrees with four having a Master's Degree and one working toward
a Specialist''s Degree. Of the four advanced degrees, two are men and two are
wonmen. The average salary is $10,500 as can be seen on the salary schedule.

Most of the staff seems interested in working with junior high youngsters.
Many teachers have done extensive traveling which they will share when the
opportunity arises in their classes.

I sense a deep spirit of group cooperativeness among the staff with the
exception of a few, which would be expected among a group of twenty—%ive (25)
or more individuals. Most appeared eager to start the new échool year and
their main concern was "where is my class list, schedule, what classes am I

teaching, and what activities during the activity hour?"



PROFESS JTONAL SALARY SCHEDULE

1974-1975
STEP B.S. B.S. + 8 B.S. + 16 B.S. + 24 M. S. M. S. +8 M. S. + 16
(100) (104) (108) (112) (116) (120) (124)
0 3,300 8,632 8,984 9,296 9,628 ,960 10,292
(104) (108) (112) (116) (120) (124) (128)
1 8,632 8,964 9,29 9,628 9,960 10,292 10,624
(108) (112) (116) (120) (124) (128) (132)
2 9,39 9,744 10,092 10,440 10,788 11,136 11,484
(112) (116) . (120) (124) (128) (132) (136)
3 9,744 10,092 10,440 10,788 11,136 11,484 11,832
(116) (120) (12%) (128) T (132) (136) (140)
4 10,092 10,440 10,788 11,136 11,484 11,832 12,180
(120) (124) (128) (132) (136) (140) (144)
5 10,440 10,788 11,136 11,484 11,832 12,180 12,528
(124) (128) (132) (136) (140) (144) (148)
6 10,788 11,136 11,484 11,832 12,180 12,528 12,876
(128) (132) (136) (140) (144) (148) (152)
7 11,136 11,484 11,832 12,180 12,528 12,876 13,224
(132) (136) (140) (144) (148) (152) (156)
8 11,484 11,832 12,180 12,528 12,876 13,224 13,572
(136) (140) (144) (148) (152) (156) (160)
9 11,832 12,180 12,528 12,876 13,224 13,572 13,920
(140) (144) (148) (152) (156) (160) (164)
10 12,180 12,528 12,876 13,224 13,572 13,920 14,268
(144) (148) (152) (156) (160) (164) (168)
11 12,528 12,876 13,224 13,572 13,920 14,268 14,616

NON _TENURE BASE §$8,300

TENURE BASE

$8,700

‘68
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Conclusions

The following statements are conclusions drawn from this fielduplééement

as well as past background experiences as seen through the eyes of a student

intern whose main goal was growth in knowledge and experience in the field of

administration.

1.

Anything learned in a course on the principalship is strictly theoretical.
The experience is the application, testing and modification of the theory
learned. A person may be able to verbalize why and how a pérticular act
should be performed but he cannot actually become skilled in performance
until he has had a chance to practice.

Administration is an art and style depending upon personalities involved
and setting. It allows the intern a chance to try out his beliefs and
style in an actual setting.

Since universities do not train administrators or those seeking to become
administrators for open space education, the only exposure a student
teacher or administrative intern can have is through an assignment to an
open space school for a period of time.

Theré is a difference between what is taught in the professional schools
and what actually occurs in the day to day, practicing situation. The
reasons are many: the lag between theory and pracfice; gaps in professional
curriculum; nuances of operations dealing with real people that ?re difficult
to tell about in a lecture type situation; effects 6f comunity pressures
for a specific change.

Much of the administration demands action skills. To learn skills, study
them, try them, practice them, eliminate incorrect ones, and perfect
corrections. The intern learns how to perfect his skills under the
pressure of responsibility.

Feed-back from the student to the University about his field placement is
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an excellent testing of theory versus practice and allows the University
the opportunity to modify or change if a pattern begins to exist.
Our reports, which are sent hame, should require a minimum of clerical
work. The report should educate the community - get the message across.
The reports should pramote understanding both within the hames and the
school. The student handbook reports in simple form the philosophy of
the school and its ultimate goals. The student handbook was understand-
able by the student himself.
The student intern after a period of time should be able to:

1. Determine his own goals

2. Determine where he is right now in the school district

3. Determine the size of jobs he is given to do

4. Determine how to do the job assigned

5. Becane determined to get the jobs done
Not only does the student intern need to determine goals but he must
know the skill of success.

1. Thoroughly as possible, know himself as a person

2. Understand the job to be done and possess abilities to do the job
3. Understand the local school situation that he is about to be in

4. He must understand the external camunity and society factions

I found that accuracy is important. A little slip here or there may not
seem important but often the validity of an entire report is questioned
because of one mistake. I learned to check the spelling of all data,
add and check all columns and figures, also watch for discrepancies

in dates.
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No matter how much knowledge a principal acquires, no matter how well he
has disciplined his mind,his reputation and accomplishments depend upon
his ability to express his ideas. The principal must know what to say,
how, and when to say it. Verbal commnications is a very important key
for a principal.
Effort should be put into planning time, simple flexible and not too
detailed.

1. The principal should develop a planning time

2. Keep an appointment calendar, desk or pocket variety

3. Make a list of fhings to be done and cross them off as campleted

4. Keep a file of "when I can get to it". |
From this study I have found that most of the principal's time is spent
organizing, managing the school first, then working with parents, pupils,
staff, clerical help. The latter would be considered supervisory in nature.
It is difficult to supervise the work of an intern, especially if he is
working with several staff and supervisors who have less experience and
educational training. It is difficult to evaluate the intern's progress
and predict his ultimate effectiveness as an administrator if the field
placement is brief or administrative district's positions are in a
transitional period due to the economic '"crunch.'

It is a delicate question of how to select an acceptable field placement

for interns, due to the many variables universities are unaware of prior or

during a placement.

Give the intern suitable status by assigning him a title, appropriate
authority and responsibility, office space or workspace, a job description
which stresses opportunities for professional growth. Publish this to

the staff and cammnity.

Internships do not just happen; they are planned and carefully supervised,

demanding the Cooperation of the university, agency and student.
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The intern brings to the situation all the personal qualifications

anyone could hope for in an administrator, knowledge of the field of
education, plus sufficient camand of the content and processes of
administration, and a verbal comand of much of the content and processes
of the task of the administrator. The skill development is a prime goal
of the internship period the school offers to the intern.

It is difficult to study teacher loads and attempt ways to relieve
"overloads' when staff is being cut back. Alternatives may not always

be pleasing to teachers or students or even advisable. This is a difficult

area to function within.
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Recamendations

Actually, this is probably the most important part of the field study

as far as other students and the school district are concerned. Many items

may be debatable but are presented in the best interests of all concerned.

1.

All administrative interns who wish to work in an open space setting
should observe at least four open space schools in session at various
grade levels, if possible.

All administrative interns who wish to work in an open space setting
should spend at least eight hours of observation time in one school,‘
observing and interviewing the principal, staff and students.

The Mt. Zion School District should continue this program, possibly on a
long term basis, so as to stimulate administrators to change old, out-
moded ideas. Interning students keep in touch with new ideas and the
latest schools have to offer. A marriage of the two would benefit
district, theory and practical application.

The intern program is an excellent means of obtaining the best the field
of administration has to offer. The sponsoring agency has the opportunity
to observe many interns and can select the most qualified, a kind of
special recuirtment extension program.

Saome advance publicity of the intern program would have been advantageous
as far as the public relations area goes. Very few people knew an intern
“és working at the junior high school and many wondered what this person
was doing spending so much time in the building. A press release would
have simplified the situation.

A written camitment should be obtained from the cooperating agency (school)
stating'that the intern is acceptable and what the agreement will contain in

writing.
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The University should prepare a short handbook explaining the internship
program to be given to the supervising agency and its Board answering
any questions they might have in regards to their obligations toward the
intern and university and what the intern might expect in return.

The thinking of a teacher and an administrator are often worlds apart.
They work in the same building but view the operation and its problems
through different eyes and often come up with different solutions
canpletely opposite, causing conflict. It is the objective of the
principal to make his building operate as smoothly as possible even

under conflicting staff opinions or other adverse conditions beyond his
control. If he éan also keep his staff fairly well satisfied and happy
with their conditions, the children leaving the building will arrive

home liking school because their teachers are satisfied. It's almost

a circle, teachers' dispositions influence the youngsters, who in turn
hopefully, carry ''good'" tales home to the dinner table. Happy, satisfied
parents cooperate with the schools. Unhappy parents keep the principal's
office filled with conferences or phone calls.

The intern should write up in long hand, not just brief notes at the

end of each day what was done. Even after one day, it is difficult to
remember exactly what occurred. The daily log should be written in

rough draft daily and as soon as possible be written in long hand and
fyped. Too many occurrances happen daily to expect the memory to record
accurately.

Mt. Zion School District, is possible, should hire staff much sooner in the
sumer season before all top caliber potential staff is hired by other
districts. With only a few weeks to the opening of school, there are still

several vacancies.
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11, Staff transfers should be campleted as soon és possible, preferably before
school begins. The comunity seemed very confused as well as students due
to late transfers of personnal and no prior positive public relations to
prepare comunity for changes. . | |

12. As much of the necessary printed information required to open school
should be typed and run off in April and May of the preceding year, in-
cluding stapling. There are so many numerous activities to the opening
of a school that secretarial time could be used on different items rather
than printing forms, handbooks, etc. Students enjoy working and helping
occasionally in the office, especially at the end of the year. They
could be a valuable asset if materials were planned just a few months
ahead. This would greatly east the pressure of the time element for
producing all the necessary forms.

13. In an open space setting, pod areas should be labeled somewhere in the
pod area. It seemed a little childish to tell a junior high student
or his parent to go to a red carpet area, blue or orange carpet area.

The three main areas could have been labeled for new students as well as
parents in a more adult fashion.

14. Eighth grade students should be selected and contacted, before the days of
registration, to assist new students as well as seventh grade students on the
two days of registration. These student heipers would be of valuable service
in assisting the opening of lockers, testing combinations and escourting
tours through the building. This would have saved many precious minutes of
the principal and other personnel registering. Explanations would not have
had to be made to eacﬁ student individually. Eighth grade aides could have
had a short indoctrination program prior to registration day on what to tell

new students as well as the seventh grade students.
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There should be a variety of schedules already prepared with a mixture of
course selections in addition to regular assigned classes. This would have
avoided having parents wait until new students schedules were made out.
Approximate time to make out a new schedule is about five to ten minutes
depending upon the student's needs. We registered about thirty-five new
students. Pre-assigned schedules would‘have helped the flow of traffic
and public relations. Parents are on a close schedule at times and
several caommented that they did not appreciate waiting.

The area where parents were toApay their bills should have been located
closer to the place of registration because many just passed the office
because they could not find the place, especially new families to the
building and the district.

Each student should be given a floor plan of the open space setting.

This could have relieved same of the tension and confusion.

Each seventh grade student should have been counseled on his schedule
before coming to school preferably in the spring, prior to registration.
This would have saved time and confusion on the day of registration and
saved.many schedule changes on that day.

This may seem like a minute point, but arrangements should have been made
for maintenance of two very large flower beds that the Science Department
had planted earlier that previous spring. Hundreds of plants mad% the
courtyard a more pleasant place to rest, and ovef the summer, due to lack
of care, all were mowed over, due to weed factors. We have an Ecology
Club; seems like some arrangements could have been made to keep just a
little beauty among the bricks and mortar. We should also consider the
affect this will have on the students when they return to school and see

that their work was not appreciated and is no longer present.
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The following pages in this Appendices were given to the student intern
to familiarize herself with the school district policy. It also gave a
format and guideline for public relations as well as procedures for the

August daily routines which were most helpful as well as informative
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Reforring 1thoe ctudent to & counse lox‘ o Lo othey school personn: !

Refevsine the student to a private or pahlic apency fop help, o
Consnd Lingy with the student s pvivate physician,

Any teachor or olher ponbore or the alabt vhio suspeets o studenlt
wrl e the anthuence of dragees, in the possession of diags, on g

|

A

foyr hod

Fnvolvedd dn sedlVing o teanstordng donggs, shall notify the preinceipa,

enr ol the cdudent Lo the prinedpalto of Piae,

)
L
H



Je

7.

87.

T a principal suspeets o student of solline, Dvanalooeing . posas g
i)

(98N
or being undar the dnfluwonee of drugg on sobeol proporty, he chind e
ao Infoun the City Polioo, r*‘-:(.:ff-]f‘{; in casas whire the sindent

1.6 suspocted only of ], 0o unden 'L‘!z“ in z’.]u' nee of dmigs but

not possessing, sl "'1“')*_";11».;-‘ or selling drees,

avodato under the circuw:, Lneos
s the olodent's

o violations, and extonoating clreunslane

L. Take witon appr
of the cone alter conoidsprir

ol olh

snlbts parerds as to what action

f1T. OFTICHS FEUEE

options 'v\ﬂll Dle o the principal ace:

ot ald for the student vho is

=

Provide emsrgency L
vide a brief pericd of support and isolation for the student o

the influence of drugs;

tion and aessigtance fron counselors, deans, and teacts

the student's parents;

the family r}‘.vch ian or hospital;

v oany sccial agsney knowin to I\ > orking with the childs

\,onhfcm' the stadrnt with the suspiciong "T‘J’l

Auply sancticns, at a tims deened appropriate, that coon warwantad v’

the cilrcunstences of the case and as called for by district policy ool

pnw‘d RS,




II.

IIT.

VI.

VII.

VIII.

B-88.

MT. ZION COMMUNITY SCHOOLS
UNIT DISTRICT NO. 3
MT. ZION, ILLINOIS

ATHLETIC RULES

- INJURIES

ALL ATHLETIC INJURIES MUST BE REPORTED IN WRITING WITEHIN THREL DAYS TO THE
BUILDING PRINCIPAL FOR PURPOSES OF INSURANCE AND LIABILITY.

GROOMING

A. ATHLETES MAY WEAR HAIR ANY STYLE PROVIDED THE HAIR DOES NOT EXTEND BELCOW
FAR 10BE LEVEL, FALL BELOW THE ORDINARY SHIRT COLLAR, OR INTERFERE
WITH VISION.

B. ATHLETES MUST BE CLEAN SHAVEN.

PAPERS ON FILE ‘
A. TEE ATHLETE MUST HAVE A RECEIPT INDICATING THAT SHOW RENTAL HAS BEEN PAID.

HE MUST HAVE A OOMPLETE PHYSICAL EXAMINATION ON FILE WITH THE ATHLETIC
DIRECTOR.

B.
C. HE MUST HAVE A RECEIPT ON FILE WITH THE ATHLETIC DIRECTOR INDICATING
D.

THAT THE ATHLETE IS PROPERLY INSURED.
THE ATELETE MUST HAVE PERMISSION SLIP FROM HIS OR HER PARENTS INDICATING
THAT THE ATHLETE HAS THEIR PERMISSION TO PARTICIPATE.

TURNING OUT FOR A SPORT

A STUDENT WILL NOT BE PERMITTED TO TURN OUT FOR ANY SPORT ONE WEEK AFTER
PRACTICE HAS BEGUN UNLESS THE STUDENT WAS UNABLE TO TURN OUT AT THE PROPER
TIME BECAUSE OF AN INJURY, SICKNESS OR A VACATION OR OTHER NECESSARY TRIP
WITH THE PARENTS. IT WILL BE THE STUDENT'S RESPONSIBILITY TO NOTIFY THE
COACH AS TO THE REASON FOR THE IMPENDING ABSENCE.

TRAINING RULES
COACHES, WITH THE APPROVAL OF THE ATHLETIC DIRECTOR, MAY INITIATE RULLS

FOR ATELETES UNDER THEIR SUPERVISION. RULES OF CONDUCT FOR THESE ATHLETES
WILL BE DEFINED BELOW.

ATHLETIC EQUIPMENT

A. MT. ZION ATHLETIC EQUIPMENT MAY NOT BE WORN IN GUM CLASSES OR ELSEWHERE
OTHER THAN IN REGULAR ATHLETIC CONTESTS OR SCHEDULED PRACTICES.

B. ATHLETES ARE RESPONSIBLLE FOR ALL EQUIPMENT AND CLOTHING ISSUED TO THEM
OR ENTRUSTED TO TEEM FOR THEIR USE. DAMAGED OR LOST ARTICLES MUST BE
PAID FOR AT REPLACEMENT COST. ’

SCHEDULED PRACTICE

AN ATHLETE MUST SECURE PERMISSION FOR MISSING ANY SCHEDULED PRACTICE FROM
THE COACE IMMEDIATELY INVOLVED. ANY UNEXCUSED ABSENCE MAY BE CAUSE FOR
PARTIAL OR TOTAL SUSPENSION FROM TIE SQUAD.

ATTENDANCE IN SCHOOL
AN ATHLETE MUST BE IN ATTENDANCE IN SCHOOL FOR THE AFTERNOON OF THE
SCHEDULED COMPETITION.
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IX. OONDUCT
ANY VIOLATION OF THE FOLLOWING RULES OF CONDUCT MAY RESULT IN PARTIAL OR
TOTAL SUSPENSION FROM PARTICIPATION IN A PARTICULAR SPORT OR ALL ATHLETICS:

THE STEALING OF ANY MONEY, EQUIPMENT, OR ANY OTHER ARTICLE..

THE VERBAL ASSAULT ON ANY FACULTY MEMBER OR ANOTHER STUDENT.

THE PHYSICAL ASSAULT ON ANY FACULTY MIMBER OR ANOTHER STUDENT.

THE COMMISSION OF UNEXCUSED ABSENCES FROM EITHER PRACTICE OR GAMES.
THE COMMISSION OF AN OFFENSE WHICH IS A VIOLATION OF THE RULES OF THE
ILLINOIS HIGH SCHOOL ASSOCIATION. ANY PUNISHMENT OR INELIGIBILITY
PROVIDED FOR BY THE RULES OF THE ILLINOIS HIGH SCHOOL ASSOCIATION WILL
BE DISCIPLINARY ACTION TAKEN LOCALLY.

THE USE OF ANY NARCOTIC OR UNCONTROLILED SUBSTANCE.

THE USE OF ANY ALCCHOLIC BEVERAGES.

THE USE OF TOBACCO.

THE VIOLATION OF ANY RULE OR RULES ADOPTED BY THE MT. ZION SCHOOLS
AND OUTSIDE THE SCOPE OF THIS ATHLETIC CODE.

ANY OTHER CONDUCT NOT PREVIOUSLY ENUMERATED, WHICH IS, OR MAY BE,
DETRIMENTAL TO THE PERFORMANCE OF THE TEAM OR THE REPUTATION OF THE
SCHOOL..

HOOQwE

mEas
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STUDENTS MAY BE SUBJECT TO DISCIPLINARY ACTION FOR A VIOLATION OF THE ABOVE
RULES IF DONE EITHER ON OR OFF THE SCHOOL GROUNDS, AND IF DONE DURING,
BEFORE OR AFTER THE SCHOOL DAY.

X. PROCEDURE FOR SUSPENSION

FOR THE FIRST INFRACTION OF THE RULES OF OCONDUCT AS STATED ABOVE, THE HEAD
IS OBLIGATED TO RECOMMEND TO THE PRINCIPAL THE SUSPENSION OF THAT PUPIL
FROM PARTICIPATION IN ALL ATHLETIC ACTIVITIES FOR SCHOOL DAYS AND TWO
ATHLETIC EVENTS. WITHIN THREE CALENDAR DAYS THE STUDENT'S PARENTS WILL
RECEIVE WRITTEN NOTIFICATION AS TO THE REASONS FOR THE SUSPENSION. SUCH
SUSPENSION WILL NOT BE SUBJECT TO REVIEW.

FOR SUBSEQUENT INFRACTIONS, OR IF THE VIOLATION IS SO GROSS AS TO REQUIRE
A HOME EXTENSIVE PENALTY THAN THAT PROVIDED FOR ABOVE, THE FOLLOWING
PROCEDURE AND RULLS SHALL APPLY:

A. WITHIN THREE CALENDAR DAYS OF THE DATE OF THE ALIEGED VIOLATION
OF THE RULES, THE PRINCIPAL SHAIL NOTIFY THE PARENT OR PARENTS OF
THE ALIEGED VIOLATION, THE EXTENT OF THE SUSPENSION RECOMMENDED,
AND THE DATE, PLACE, AND THE TIME OF THE MEETING OF THE BOARD OF
EDUCATION AND THEIR RIGHT TO APPEAR AT SUCH A MEETING. IF THE
PARENT OR PARENTS SEIK A HEARING AS TO THE ALLEGED MISCONDUCT OR
RECOMMENDED ACTION, THEY SHALL NOTIFY THE SUPERINTENDENT WITHIN
THREE CALENDAR DAYS OF THE DATE OF THE NOTICE BY THE PRINCIPAL.

B, IF THE PARENT OR PARENTS SO NOTTFY THE SUPERINTENDENT, A HEARING
WILL BE HEID, AND THE ALLEGED MISCONDUCT AND RECOMMENDATION FOR
SUSPENSION SHALL BE REVIEWED BY THE BOARD OF EDUCATION OR SOME
HEARING OFFICER APPOINTED BY IT, WITHIN TWELVE CALENDAR DAYS OF
THE DATE OF THE ALLEGED MISCONDUCT.

C. IF A HEARING OFFICER IS APPOINTED BY THE BOARD, HE SHALL REPORT
TO THE BOARD A WRITTEN SUMMARY OF THE EVIDENCE HEARD AT THE
MEETING WITHIN THREE CALENDAR DAYS OF THE MEETING.

D. THE DECISION OF THE BOARD IS FINAL AND SHALL BE GIVEN IN WRITING
TO TIE PARENT OR PARENTS WITHIN TIREE CALENDAR DAYS OF THE MELTING
OR, IF A HEARING OFTICER IS APPOINTED, WITHIN THREE CALINDAR
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DAYS OF RECEIPT OF HIS WRITTEN SUMMARY.
E. THE BOARD OF IDUCATION, OR A HEARING OFFICER APPOINTED BY IT, SHALL
HAVE THE POWER TO ADOPT PROCEDURAL RULES WHICH WILL GOVERN THLE
REVIEW OR IIARING.
F. TIF A HEARING IS HELD, THE BOARD OF EDUCATION SHALL HAVE THE POWER
TO MODIFY THE RECOMMENDATION FOR SUSPENSION BY PROVIDING FOR
EITHER LESSER OR GREATER PERICDS OF SUSPENSION. IF NO HEARING
IS HELD, THEN THE BOARD'S ACTION IS LIMITED TO THE RECOMMENDATION
OF TIIE SUPERINTENDENT OR SOME LESSER PERIOD.
G. THE SUPERINTENDINT IS AUTHORIZED TO SUSPEND ANY STUDZNT DURING THE
PENDENCY OF THESE PROCEEDINGS.
H. REGARDLESS OF WHETHER OR NOT A HEARING IS REQUESTED BY THE PARENT
OR PARENTS, THE BOARD OF EDUCATION SHALL REVIEW ALL CASES
INVOLVING SUSPENSION FOR A PERIOD EXCEEDING TEN SCHOOL DAYS AND
TWO ATHLETIC EVENTS. .
*k %k %k ok ok ok k ok sk k ok k 3k %k k k k 3k %k >k X% )k %k 3%k %k 3k %k %k % )k Xk % X% % % % % 3k % %k X % % * x

DATE

I HAVE REVIEWED TEE MT. ZION COMMUNITY SCHOOL ATHLETIC RULES
FOR THE 19 - 19 SCHOOL YEAR AND DO HEREBY PROMISE TO
OBEY THESE RULES DURING THE PRESENT SCHOOL YEAR.

STUDENT'S SIGNATURL

I HAVE READ AND AGREED TO HELP ENCOURAGE THEE STUDENT ATHLETES
IN OUR FAMILY TO AEIDE BY TEESE RULES.

PARENT'S SIGNATURE
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This handbook has been prepared to provide students and their

parents with information regafding school. policies andAprocedures. Ve
hope thet all concerned will become acquainted with this infornztion., The
pﬁrposo of this handbook is to hulp each student to make a betler and

more successful adjﬁstmcnt at 1t. Zion Junior Migh School..

This is the second year for onr school, therefore, the building and
facilities are new, It is an "Open sSpace" concept school with emphasis
on "individuvaliz ed instruction', However, this will not necessarily
make one a better stud=snt, just as a new suit or dress will not makerne
a better person, Each‘of you has a great deal to do with determiming
‘your ovn destiny. The decisions that you make to-day have an i-portant
part in shaping your future, A student who has respect for people and
property is an outstanding person and one who has pgreat potential for
success. It is our desire that the teaching staff and facilities
provide a positive influence s0 that each student bz given the encourage-
ment and opportunity to develop his talents and agbilities to their
fullest capabilities.

Parents are always welcome to visit or call the school about
any matter, Later in the school year provisions will be made fer
parents to visit the school while school is in session.

Students will find many interesting and excitin~ activities at
Mi. Zion Junior High School. Getting off to a good start will cnhance
your chances in having a real good year.

Sincerely,

Al Brown
Principal
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TEACUTNG STAFF

SOCTIAL STUDIES HMATITEHMATICS SCIENCE

Mrs. Brenda Gadberry Mr. Wilford Crackel Mrs. Beverly Haikalis

Mr. Chris Haikalis Miss ilarilyn Lambert Mrs. Jenifer Harvey
Mr. Jack Vickline Mr. Joseph Jidwell

LANGUAGE ARTS PHYSTCAL EDUCATICH-TEATTH ART

¥rs, Patricia Albright Mrs. Louise Mrolzek Mrs, Martha Palmer

Hr. Robert Gotts . B

Mrs. Cathy Shelton LEARNTMG CEUTER

Mrs. Louise Vickline READTHNG

Mrs. Janet Wines
Mrs. Jeanette 3weet '

INTRODUCTORY BUSINZSS VCCAL MUSIC THSTRILIZHTAL HUSIC
& TYPING . :
Mr. Williem Hiltenbrand
Mrs. Linda Rogers

FRENCH HOAE ECONGMICS DNHSTRIAL ARTS SPANToH

Mr. éharles Aupert . Mrs, Shirley Johnson  Mr. Kenneth snead Mrs. Carol Roberts

MT. 2ICH JUNTOR HIGH 3SCHOOL
STUDANT SCHADUTE

PERIOD ) TTHE
1 8:00 -~ 8:50
< 2 8:5L = Ol
3 9:48 -~ 10:38
Ly 10:02 -~ 11:32

Lurch A 11:32 = 11:1h9
Lunch'B - 21:49 ~ 12:05
Ianch C 12:05 21223

5 12:23 ~'1:13
6 1:17 - 2:07
7 2:11 - 3:01
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VELCOM e e v ves

Vie welcome you to Mb. Zion Junior Hirh school. Now that you have
advanced another rung on the “pducational ladder", it is nmost probable that
you vill oncounter new and challenging experiences, The administration and
faculty hopz that you might meet with success as you participate in the
many curricular and extra-curricular activities.

Ve offer some sugzestions that could hielp you to be more successful and getb
more from your school experiences:

1. Try to develop the art of '"positive thinking',

Wihien you vaxe up in the morning, say to yourself that your going to
have a good day at school., If you really beliégve it, you will have
a good day.

2. Develop the right attituda,
h good attitude cones from taking the positive approach.

3. Participate in curricular and extra-curricular activities,
V'hen you actively parvicipate you get the saticiaction of accompe
lishing something worthwhile, and you have the feeling of belonginz
"This is what school is all about". Don't be satisfied to justv be
a "spectator",

o Learn to adjust to whatever the situation.

. Be Tlexibie and learn to adapt Lo difierent conditions. ¥hen con-
fronted with a new situation or nroblen, tako tire to study it and
then take positive measures to find solutions Don't get dis-
couraged and give up too easily., "Life is ]a“'P]V a matter of
making adjustments to different situations".

5. Practice 0,1P~d1\0~olwn
" Obey school riles because you want to and because it is the riyht
thing to do. Be a good citizen because this brings about a more
efficient and effective way of living and working in our sociely,

None of these supgestions are easy to accomplish, but if you can strive
to keep them, its alwost certain that you will be more successful in anybthing
3 o 2
that you do. :

DON'T B GULLIBIE

Don't believe every rumor you hear. "iverybody is doing 'Z' and voin?
to 'X!' bears investigation". Also, don't let anyone influence you to take
drugs or other subsltances that you don't know anything about. Don't be
influencod to do something because the ‘crowd! is doiny it. The ‘crowd! or
majority! is not always right. A student will be wise to use good common
sense in theso matters, o

The administration, teachers and all other school personncl shall
accopt responsibility for informing students that the illepal use, possess—
ion or transfer of drugs on school property or in connoction with any achool
activity is prohibitod by board policy as well ag by law,
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Nizis3s AND APPAARNICH

students in the Mt. Zion schools are ezpectaod Lo wear clothing in o
clean and well fitted manner. studonts are to use discretion in. their dress
and are not permitted to wzar apnarcl that is distractive or obucenc, Doy
shoulders, bare midriffs, cntoffo, and shorts are mmacceptable.  Shirt Lo
that are 'sgquared! at the bottom may be worn ontside the trousers, otheruice
all other shirt tails mnust be 'tucked! in. Jhoes, scandals, or some
appropriate footwear mst be worn while in school, both for safety and hoealh,
Clotling that presents a safety hazard or cances undln maintenance is not
considered proper attire.

A? 31105 PROM ,unf\f)L

L. iAuthorized ibsences
1. Absence becance of stndent illnass
2. Absences becanse of doctor or d:nd
3. Absence because of a dezath, serious
in family.
lio Personal reasons arranced in advance with the principal,

B. Unauthorized /bsence
Ebsence que to unauvthorized excuses cannot be avoroved by the princioal,
The Illinois Schocl Law on atitendanca reguires that a child be in school
on days when school 1s in session.

Ce Parent or Guaydian shonld Televhons o ceW _when vou are
bach day that you are ans ‘t, TOur nAront or puardian show

P

school to report your absence and the reason for it., Telephene calls Tronm

L

the students to e.plain their absence.ars not acceplted.

Do D'“\o“t to Off{ice Refor:

hen a student r@*““”s to veing ;
to tho school office, stating the reason Tor thc abs mee 2

parent. This note is reavired only fer those students w parvent, wore
not contacted by Lol**HO\' Your zdwit slip is to be prosz-nted to Ui

e () [V
teacher of each class and collected by the teacher of your lash class,

e Tmancv

Tontinous and/or unreascnable and wnexnlainable absence will resuls in =
truancy report being filed with the truant of ficer.

Fe Tllness At School
If you beecouwe 111 at school, wou must report to the nurse or the main
office, Your parcnt or mardian must be called before you will be por=
mitted to leave school. If vou leave without permission, yvour abzence
is wnexcused, If yon are ill in the restroom and cammot leave, have
another student notify a teacher or the main office of your situalion,
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REAULATIONS REGARDING SCHONL COHDUCT

Bvery student shonld be familar with the Handbook, "Rphts and esponsibilitics
of Tndividuals", issued by the Juperintendent's office. The following material
on student Conduct, is taken from this Handbook in condznsed form:

STUNZHTS ARE TO REFRAT RO THE FOLLOVTHG

1. Profanity on school property

2 o Verbal assault on teachers

3. Physical assaull on teachers
L. Demonstrations
5, PFignhting

6. Throwing objects

7. Obscene notewriting

8. oSmokinz or possession of cipgarettes on school prenises
9. The illegal use, possession, or transfer of drugs on school property

or in connection with any school activity.

10. Public displhay of affection

11. Insuvbordination
12. liisbehsvior on the bus i

13, Sitting in parked cars tefore school, after school, dnd during

noon hour, )

1, Stzaling :
15, Use of alcoholic beverages

16, Vandalism

17. Carrying or possessing weapons
18. Truancy

19. Ualking out of class without nermission
20, Leaving school without permission

21 . Tardy to school or cleass

22, Sitting on tables or on desk tops
23, TRunning in corridors

2lj, Chewing gum

Blls TRANOSPCRTATICH

1. The bus driver is in full charge of the students and bus,

2, Classroom conqdvct must be observed at all times when riding the bus. T
right of students to ride on the bus is dependent upon food behavier on
ovservance of rules and reculations,

3. students must be on tine at desiynated bus stops. The bus cannot weix
beyond its regular time schedule for those who are tardv.

o Students must not stand in traffic lanes while waiting for the bus.,

5. If seats are assigned, students will be required to sit in those scats,

6. Studmts must not at anytime extend hands, arms, or heads out of the
bus windows.,.

T. Students must be seated when the bus is in motion.

8., oStudemts must not throw paper, missiles, or any objects while riding bus.

9. Students must not throw paper or rubbish on the floor of bus or out of
the bus window,

10, Students ar: required to ride home on their assipned bus., A sisnned note
from your parcnt or guardian must be given to the principal, statine why
you are not ridinp the bus home,

Is]
-

PR

(THE SATRTY AND USTRAR OF ONTER STUDENTS RINDTHE BUSES MAY BR JHOPARDT D
BY SOMY INAPPROPRTATE ACTTON ON YOUR PART)
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BUTLDING PROCE YIRES

1. Students are not permitted in the hiph school complex unless
participating im a sponsored activity.

2o, students are not permitted to sit in parked cars on school property
at any time, .

3. Mte Zion Junior Hipgh 5chool is a closed campus. This means that students
will not be permitted to leave school when school is in session or
during the lunch hour,

o Students 'marring, damaging, or defacing' school property must pay the
cost of repairing or replacing,

5. students arriving at school prior to 7:45 a.n. should report to Cafetorium,

6. A warning bell will ring at 7:45 a.m. indicating that students may po to

their lockers, restrooms, etc,, and begin prcparations for starting the
school day. :

To A warning bell will ring at 7:55 a.m. indicating that students should
report to their first hour class,

8. & warning bell will ring at 8:00 a.m. indicating the start of first hour

class. All students should be in their seats with necessary books and
materials, :

9. Dismissal time is 3:01 p.me. All students are expected to be out of the
buildinz by 3:15 p.m. with the exception of students who are participating
in extra-curricular activities, '

10. Students using telephone must use telaphone in lobby. The telephone in
the main office is for school business only. A

11, Students having classes in Physical Education, Art, Band, Vocal Music, ctc.,
vhich are located outside the "Pod" areas will not be permitted in "Pad"
areas during time classes are in session,

COMBINE ) LUNCH AND STUDY PuRIOD

l. Each student will have a seventeen (17) minute lunch period and a
thirty-four (34) mimate study period. The time sequence for this lurch
and study period will be indicated on each student's individual schedule.

A B C
11: 32 11:L9 12:06
11:L9 12:06 12:2%
Iunch STUDY STUDY
STUDY Lunch STUDY
STUDY STUDY Lunch

2. students must eat lunch durine tho period that thoy are assipned and must
remain in the cafetorium or commons arca,

3. Students may purchase a hot lunch or bring a prepared lunch

COST O HOT INNCH INCLUDTMG ONY. CARTON OIF MTLK

LUNGIL TICKRT VOR Witk £-2-25 D . 7}
a5 B

‘rom home,

53

MILK ( 1/2 PINT)

e
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COABTIVD TIHCI AND STUNY PaRTOD (COUTTUIMND)

i« The school expects the same behavior in thoe lunchroom as would be czocclued
of the studmnt at his dinner table at home,
a, Talking is permitted but pleasce rofrain from loud boisterous bhonaviour
b. Please observe mond table manners and avoid getting food all over
table and floor.
¢, Junior Mirh Jchool studints should sit on stage or in areas as close
to stare as poussible,
5. Bach student will be assigned a specific study hall which he must aticend,

PIYOSTOAT, UXAGTHATTONS

K physical examination is reqguired by ostate Law for students engaci:c in
athletics, Tne report must be on file in the school office prior to thoe start
of the season for basketball and traclk participants, and no later than onc (1)
veek after practice starts for baseball participants,

dtudents who are new to the school district and have not had a dental and
physical examination in the fifth grade miust have one., Students who enbtor
school from enother state must also have a dental and physical exaninatione.

.

PHYSTCAL "DIUCATION

Students are reguired to participate in ohysical education classes dail
unless excusad by licensed physican.

J 8

Girls Pnvsical Zducation :

I, #very girl is required to have a rervlation solid red gym suit, uhite
socks, wnite or colored tennis shoes and a towel when partict
physical educaticn classes. ’

A. lNarking of Gym Items (use permanent black ink)
1. Gym Suit
a, Gym suit is to be marked with the rirl's last name in black lotters
across the back of the suitl.
b. In the front of the suit, above the pocket, th
is to be printed in black letters.
2. Socks )
a. The ¢irl's socks mav be of tuwe types as lons as they are uhite,
b. They may wear anklets or footlets. These socks must be narksd
with permanent black ink.
3. Towsel :
a, shouers are required....every girl will nced a towel,
b. The towel must be marked in one corner with the girlts last nane.
li. Shoes
a8, Girls may wear cither white or colored tennis shoces,
b. Tennis shoes must be marked on the outside with the girl's las
name,
II. Bach girl will be assicned a locker.

o

girls first namc

1. Combinaticn locks must be purchased from the school. The cost of
the lock is $2.25.

TIT Girls will bo required to take pyvm clothes home at the end of each
woek and thoy should be clean for physical cducabion class on tho
Lollowing Monday,
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Boys Physical kducation

I. bvery boy is required.to have a repulation reversible gym suit, wvhite
socks, wnhite or colored tennis shoces, athletic supporter, and a towel
vhen participating in physical edncation classes,

A. Marking of Gym Items (use permanent black ink)
1, Gym suit
a, Gym suits must have the boy's last name in black lettors
printed across the back of the shirt.
b. Thc lest name should be printed on the front of the shoris.
2. Socks
a, socks must be marked with the last name on cach sock.
3o Towel
a, sShowers are requircd.....every boy will need a towele
b. The towcl must be marked in one corner with the boy's Jact
name ..
i Shoes
a..Boys may vear.white or colored tenmis shoes. The shoes must
be marked on the outside with the boy's last name.
IT Pach boy will be assiened a locker.

K4 Combination locks must be purchased from the school. The cost
of the lock is $2.25.
TII Boys will be required to take gym clothes home at the end of coch
week and they ghould be clean for physical education class on the
folloving ionday.

TOCKER

Yvery student will be assigned a locker. Periodic inspections will be
made by the administration to see that they are kept neat and orderly. Use
only thie locker assioned to your. and keop it locked at zll times ALL

CS e

personal itons and bocks, when not in use, are to be kept in lockers. 0

not tamper with arnother locker or cive your combination to annther sindent

Do not slam your locker door or kick it. If you have amy diifliculty ¢
your locker, please report this situation to the main ofiice.

The textbook rental schedule for the year is as follous:
Tth grade $ 17.00 8th grade % 17.00

Students who move into or away from the school district will have their {ees
pro-rated. T{ thoy have a refund coming, they will receive ite. JStudents
losing or damaging textbooks, Learniny Center materials, or other school
equipment, will be required to pay the cost ol replacement, '

i

REPORT CARD

Report cards will be issued each nine week period.  Parents will be notifiod

whenever their child is doing unsatisfactory school work,
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SCHOOT, DU YPToN

Teachiers nay ascien studenbs detentions for the followving offenses:

1. Habitual tardiness to claussces.

2. Chewing mom

3. U'nazceptable conduct in class or in corridors.

o Failure to teke reguired materials Lo elass. (example: bouks, papor,
pen; pencil, eym suit, cle.)

The school has a just policy 1‘!)‘1’)1"1 tunse who st be crcused rom debonlion
on a particular mornine or nirht becuusz of Sowe ensrrency.  The :31;1“'}1'* bt
notifly and receivz avoroval fron Lr‘-; princinal if he o naot 1
that the roxt -lay nay be schadnled for dztantion,  Failure to shov uo for
detenvion as assiznod withont orior arran Sy \-zj_.,'.], 1"(:'5111*.; in havins o8
remaining detention tine doubled,  Studznbts will ba :;t}‘vf,n 2l honrs nobies
for detenibion and it is their resoonsibility to inforim their parents of ke
dztention, Cther discplinary measures will be taken for utunm-,, Vho
accuralate deten’cfj.onn.

[N 'lk;, RS

-

~

Jztentions  will be held in the main office each morninz from 7:30 to 8:00
end each afternonn from 3:05 to 3:75
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charre and to the vrincipalls o7 lice

FTRE AWD DISASTTR D2TTL

}‘Jr'e and disaster drills at re ‘*u]nr intervals are required by law and are an
inportant safety precaution. It is 2ssential that when the first sicnad io
piven that everyvone follov instructions and clear the buildineg by the ¢nick-
est possible route, The tcach"‘r" in each arca will cive the students instimoebe
ions reparvding procedures for cmergencics,

SOHONT, STPPLIVS

sehool suvplics sueh as pencils, pens, and paper may be vurchased from
Vending Lachine which is situated in corvidor entside Science oom # 1,
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The Learning Center suoplements and enriches the cdocational program. T
is located in the center of the building so thal it 1s casily accessible
to all arcas in the school.

The use of Lhe Tearnd ne Centor will be correlated with your classroon aolivities

which will bo dirccted and oreanized by teachers of a specific areca,  The

Learnine Centor Director will coordinate aﬂ zittt‘i_vi‘l,":_(a;; ol the Learnin: Senbter

and will sorve as o resonrcz person for facult students. Ouch ‘:,ve"a'w) viomal

aids as Milmstrips, £fH51n loops, tape casoe .,'/:‘., '

iong will be .a*n:a].x‘ 1= for Lﬂf‘umt nse
i

Tistenine shat.-
(uch ol thids fq‘)w*' 'M Guoew :

«
5

ag is the repairing of it, therefore, 1-'[;Lm snbs are requected to take vroger
rare when wsing U"m ccuimnenl,

MAKE TP L'0OPK
Lfter being re-a imtw; vo school after en oxcuced abscnce, the studont mnt
dmmodiate 1;/ dotermine from M .S/V-or teachiors the rature of the worl L1 Soto
be made wpe. Ir\ e rord, Larm e up worlk sho Lo

day or two. }
UL work nay not
s on the shudoent
clans or fronm

e 43 ) S ¥ M o
Tl* IOCLO DErLOoa O

There scems to ba a tendmmoy on the pal 5 bo be absent
school too Treoucs *Ll .‘z'ind it o7 r b

Loud
a week, or vheén a te;u‘u is ele
Once a pattern of frequsr bzences has heen established it is .uo>l, 1 en
to chanre. Tho nroblon sehcol \m*’- 2, tut
also, carries over to other soncernad with,
studonts in thils caterory wi bz hoels cie for makirs up sciiool

Lo g ES
< T
work missede

Report all lost dtems inoaain ofitice for Found dlonn
as soon as vwou ¢an, olhiar, books, covivment, <to.

Carvy money in small amounts on your porsen. [ 1s advisal 1

check rather than to carry laree sumas of money with you.,  Uo not leave rouar
puUrses, \rzﬂv'*m“‘:, p»"Y‘;-‘- nal items, clte, Lying aromid unatt ndad,  studorin
wvho find leoat articles are asked Lo take thom Lo the wmain oifice vhere thoy
may be claimed by the OLNOT .

SCHEDUTE CHANGES

If it becones necessary to chango your schedale during the schoeol year due Lo
some unforescen circumstances, ploase oblain a "ichedule Reguest Ch‘.n!,\{l-“ s1ip
from the main office,
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Sstudents of Mt Zion Junior Hiyoh School are offlercd a lou cost accident
insurance policy. This inswonce ds offered as o service by Lhe cchool,
Vinencevoer ciadents are in ) yred o dn oany sporlt or under any obhier circumslancos
while vador bthe sepervision of o member of the Dbe Zion Juntior TPirh ocehool
facnlty, such injnry mnoh be roserled to Lhe wmain of e within five dayo
and 2 clais will boe filed,  The fee for insuvrance is O 11,00
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M. ZJ0N JURIOR MIGI SCHOOL,

1975-76 BASKETEALL SCHEDULE

11/14/75 Friday
11/21/75 Friday
11725775 Tuesday
12/1/75 &
1273175
12/4/75 Thursday
12/8/75, 12/9/75 &
12/11/75 '
12/13/75 Saturday
12/15/75 Monday
12/18/75 Thursday
1/5/76 fonday
1/8/76 Thursday
1/19/76 . Monday
1/23/76 Friday
1/27/76 Tuesday
1}29/76 Thursday

2/2/76 Monday
2/4/76 to 2/6/76G

2/7/76 to 2/10/76

MAROA

BLOOMILGTON

RARTOUL,

TAYLORVILLE TOURMAMERT (7th Grade)

MATTOON JEFYFERSOR

PAYA TOURLAMENT (8th Grade)

ARCERTA

CHA ’1‘13;‘:; j
SHELBYVILLE
PETERSDURG
LINCOLK

MATTOOXN CERTRAL
PARIS

CLIRTO:
CHARLESTON
TAYLORVILLE
CLASS C DISTRICT

CLASS A DISTRICT

Awvay
Away

Home

Away

Horie
Hone
Away
Home
Away
Home
Avay
lome
Away

Home

116.



August

Septerber

6

9

11

13

22

MT. 2101 JURTOR HICH 5CHO0L

1975 BASEEALL SCHEDULE

Friday
Saturday
Thursday
Saturday
Tuesday
Thursday

Saturday

CLINTON

PLUL Mounh (2)
CLINTON
MONTICELLO (2)
MONTICELLO
LINCOLN

ROCHULSTER (2)

IHSA DISTRICT (Pates to be arranged)

Monday

LLUE MOUID

Avay
Home
Home
liome
Avay
Avay

Avay

Away

117.



S T e gy e 3 a 5 6 7
7th : 8th 7th 8th 7th 8th 7th 8th 7th 8th 7th 8th 7th 8th
38 28 39 75 20 50 54 2 63 2 27 39 28 49
LANG. ARTS
G. LA LA FREE LA LA
L. LA LA LA LA FREE LA | :\
S. LA LA LA FREE 1A
W.,L. FREE LA LA LA LA LA 1A
MATH
27 25 23 27 22 . 28
C. Pre.Alg. Alg. Math Math Alg. FREE Pre-Alg.
26 30 22 29 24 29
L. Math Math Math Math Math FREE Math
25 23 29 29 26 24
w., J. FREE Math Math Math Math Math Math
SOC., ST,
26 4 28 30 30 29 28
G. U.S.His. U.S.His. U.S.His. FREE U.S.His. U.S.HIS. U.S.His.
34 32 29 30 32 34
H., C MINI Geo. MINI Geog. MINI MINI FREE
35 31 27 33 34 29
MINI FREE MINI U.S.His. MINI MINI 1I.S.His
SCIENCE
39 28 28 43 25 34 32 36 49 20 29 37 29 40
H., B. 67 71 59 68 69 66 69
H.




TN D LIy

7 Lix eaa

7tn ST

4TI

o urx

f Lia Cia

2 32 é4 9 3 29 15 13 34 2 13 15
PHYS. ED. FRELE BOYS BOYS BOYS BOYS BOYS BOYS
15 27 | 19 13 | 15 15 | 32 5 11 6 | 16 13
M, FREE GIRLS GIRLS GIRLS GIRLS GIRLS GIRLS
B. BOYS HIGH SCHOOL
Boys & 12
T, 15 GIRLS 13 | HIGH SCHOOL | Girls 18
ART
34 35 36 |12 23 34 1 34
p. FREE
BAND
H. 48 10 | BAND TECH. BAND 29 34 OTHER BUILDING
CHORUS
55 | 74 2 | 32 33
HIGH SCHOOL GIRLS GIRLS VIXED
INTRO. BUS.
18 8 |26 6 | 31 1
R.
TYPING
26 25
R. HIGH SCHOOL FREE HIGH SCHOOL
FRENCH
18 12
JR. HIGH HIGH SCHOOL
SEANISH 16 20 1
JR. HIGH HIGH SCHOOL
Y& EC
15
J. HIGH SCHOOL JR. HIGH
IXD. ARTS. -
S. HIGH SCHOOL JR. HIGH ]
TOTALS 230 238 230 238 230 239 230 237 230 238 230 238 229 238



MT. ZION JR. HIGH SCHOOL

Tentative Time Schedule  1975-76

Period

W N

Time

:00-8:50
:54-9:44
:48-10:38
142-11:32

(@R oNee)

11:32-11:49
11:49-12:06
12:06-12:23
12:23-1:13

1:17-2:07
2:11-3:01

Student's Lunch
1/3 A-Activity B-C
1/3 B-Activity A-B

1/3 C-Avtivity A-B

TEACHER'S LUNCH
1/3 A-Free B Activity C
1/3 B-Free C Activity A

1/3 C-Free A Activity B

"-120.
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Curriculum Interest Survey for 75-76

Seventh Grade % of 226 who arc % of 105 boys % of 121 girls

interested interested interested
Band 34 41 28
Chorus 46 | 19 70
Art 73 66 78
U. S. Geography 7 11 3
Introductory Business _ 19 21 17
French 12 10 13
Spanish 15 15 14
Illinois History 23 24 22
Historical Readings 13 16 11

Eighth Grade

% of 222 who are % of 115 boys % of 107 girls

interested . interested interested
Band 23 28 19
Chorus 47 24 71
Art 65 65 65
French 16 11 21
Spanish 18 10 25
Typing 58 47 70
Incdustrial Arts 49 87 7
Introductory Business 18 21 16
Home Economics 55 18 94
Consumer Education 27 30 25
International Relations S 5 S
Minority Groups 10 5 11
Political Parties 4 5 4
Social Probloms 20 10 31
Arca Studies 9 9 9
Map Studies 9 15 4




-122.
STS ACHIEVIEMENT TLSTING:  GROUP SUMMARY--CARELR PLANS,A SCHOOL PLANS, SCHOOL, INTLERESTS

Carcer Choices Percentage (7th grade) Percentage (8th grade)
Personal Service 1 3
Sports 19 18
Mining 0 0
Factories 1 3
Farming 9 8
Govt. Service 5 7
Shop 0 4
Transportation 7 6
Construction 4 6
Stores 5 6
Office 10 10
Sales 0 1
Business 1 2
Arts 12 8
Social Service 16 13
Sciences 8 7
School Plans
Quit School 3 2
Finish High School 20 21
Go to Trade School 11 17
Go to Jr. College 19 19
Go to 4 year College 41 34
Go to Grad. School 7 8
School Interest Ratings (Rating: 9-high, 1-low)

Median (7th grade) Median (8th grade)
Music 7 7
Art 8 7
Math 6 7
Science 7 8
Social Studies 5 5
English 5 5
Foreign Language 6 5]
Vocational Courses 9 9
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SAMPLIE NEWSLETTER SENT TO PARINTS AS PART OF PUBLIC RELATIONS. LITTERS WERIs
SENT VIERY IFREQUENTLY

On Open lLetter to Parents:

Again, it is report card time and a record of your child's progress is being
sent home to you. I prefer other forms of commmnication with parents because the
report card can be very cold and impersonal. I would much rather have parents get
involved personally, such as visiling our school, attending Parent Nights, attending
school functions, and requesting conferences with teachers when the situation
merits attention. I might suggest that the opportunity still exists for you to
make an investment of '"time' involving your children. Get involved with them in
a personal way by participating with them in religious activities, family activities,
school activities, social activities, etc. This helps to develop a mutual feeling
of admiration and respect among family members. The junior high school age is a
most complex period in the developmental period of your youth. 1 wonder sometimes
who suffers the most, the parents or the children. It's a trying time for all
concerned, but our youth need all the love and understanding that they can get.
Parents get so wrapped up in their own affairs, that they forget that they were
young once. This is not in any way suggesting that you be over protective or that
you try to live your life through your child. However, things work out nmuch better
when the parents maintain a positive influence over their children. It's ironic
sometimes to see people expending time and money training dogs or horses, playing
golf or fishing, or pursuing some other activity, and hardly ever finding time for
their children.

I'm sure that I have not always pleased you in actions that I have taken or
in decisions that were made regarding your child. However, is most cases, your
criticism or suggestions were of a positive nature. I have personally felt by
your actions and reactions that you have had confidence in me and our teaching
staff. I have not been happy with our ''detention' system this year. Many of you
have also voiced your disapproval of it to me pers-nally. Mr. Metzel, and I have
been resorting to other forms of discipline and hope that we might have a better
solution to this problem. We have used the '"paddle'" on occasion, especially when
students were disrespectful or involved in fighting on the school campus. We have
had some situations where students received detentions and felt that they were not
warranted. I would not deny that this didn't happen, but I would request that you
look at the overall discipline program and not judge us on a few situations. Whatever
the situation, please don't allow your child to work you against the school. You
do a great injustice to your child when you allow this to happen. I might review
briefly some areas where you as parents might be most helpful to us in school These
areas where students are ''trying" us and also at the same time working the parents
against the school. Those of you having daughters, please advise them to wear
apparel that covers the "midriff.'' Weather should not be a factor in this matter
because we have air conditioning to keep the students comfortable. The chewing of
gum is prohibited because it is very difficult to remove from carpeting or from
underneath tables and chairs. It also seems that '"'spring' brings out Lhe "late
bloomers,' (those who are frequently late for their classes), and we seem to have
more students who fail to bring the necessary matcerials to class, or who are not
completing their assigned work. I hope that you might discuss these situations
with your children so that they might assume the proper responsibility in these
areas. I might also mention that students who have lacked the proper initiative,
(those who didn't try or didn't carc), and those students who are frequently
absent from school without sufficient reason, will probably be in jeopardy regarding
promotion. Speaking of promotion, our Junior Iligh School Promotion exercises will
be held on Wednesday, May 28. This eighth grade class will have the distinction of
being the first class to be promoted from our ncw school. It is an excellent group
of students and they have contributed significantly to the good spirit that has
prevailed in our school this year.
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I know you realize that it takes the efforts of many people to provide a good
educational program. I would be remise if I didn't mention that it was Dr. Milnor
who planned our cducational program at the Junior IlIigh School, and it is the tcach-
ers who are implementing it. He has been working with our teachers in the process
of revising our curriculum for the next school year. Through his efforts, Mt. Zion
Junior High School is one of eighteen schools selected for a special innovative
program called The Affiliated Network School Development Program. Our school will
receive a grant of some $10,000 to improve and promole a program of 'individualizced"
instruction. This program also includes citizen's involvement. This is an invita-
tion for any interested parent to get involved in this project. If you would like
to participate on a citizen's committee, please contact me for details. It was
this comittee which was responsible for the '"questionnaire' which was sent home
recently to all parents of the school district. Your response to this questionnaire
was very good and I think you.

Mt. Zion Community Schools has always received an adaptive planning grant from
the State of Illinois, Office of Education through the efforts of Dr. Milnor, for
the primary purpose of designing a program to meet the needs of students who have
average ability or above, are healthy, have 20/20 vision, appear bright in all
other areas but academic such as reading, math, social studies or science.

The primary objective of the adaptive grant, which we have named S.W.A.T.
(Special Working Activities on Trial) will be to identify the problemns, give
guidance to the parents and students, and assist the teachers in tailoring materials
and media to fit the needs of the individual students involved. The project name
was created by the students during an Activity Hour. The students were briefed on
the plan and how it could possibly operate, and the boys overwhelmingly favored
S.W.A.T. because of the television program's reputation for solving problems when
all else fails.

This basically describes a possible program for our students, modlfled when
needed to fit the needs of the student.

For example, where the child's reading disability prevents him from performlng
in a social studies class, a teacher's aide can put textbook material on a tape
or the material may be adapted in some other format. Exams can be given orally.

If the child had a severe problem in writing, he would hand in his "written"
assignments such as term papers as tapes and would also take his exam orally. This
phase of our program is now being developed.

The program will be structured for a student's success with the materials he
is working with. Much of this material will be found in the learning center (library)
He will work with concrete materials when necessary. Praise will be the key word,
with the teacher complimenting his success whenever possible and overlooking his
failures. Homework will be reasonable. A 20 minute assignment for one student may
take another student one hour to complete, so adjustments will be built into the
program.

The main success of this program, as with many others, will be to design,
modify, create, and adapt to student needs so that he realizes someone really
cares for him and what happens to him as a human being with feelings, needs and
wants, and who has just a few years to develop into a mature member of our
cammunity.

If you haven't already done so, I hope that you might visit our school some-
time before this school year is completed. In our learning Center, which is
the "hub" of our '"pod" areas, we provide all types of media for the students to
use, such as filmstrips, tapes, records, video tapes, films books, magazines,
newspapers, etc. Mrs. Janet Wines, Director of Learning Center, has endeavored
to help the teachers "individualize'" their programs within their subject arcas.

The students come from the various '"pod' arcas to work on regular assignments,
usually outlined for them in a learning packet, or they might be working on
extra credit assignments, or they might be in the Learning Center just for the
enjoyment and appreciation of various media which are available.
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The Language Arts Program has covered reading, spelling and. grammer rather
extensively. The reading program is mainly individualized with the use of multi-
resource packets. The student is self-directed and works through activities at
his own rate. They are given a choice of packets and are assigned a different
teacher each nine week period. During that nine weeks, specific objectives in
grammar arc also covered.

Our Science program has utilized the "inquiry approach' to learning. The
students have discovered many of their physical characteristics, such as "eyedness'"
or "handedness', as well as their inherited features. They also spent an interesting
nine weeks studying the weather, which involved a meterologist visiting our school,
reading weather bureau maps, identifying clouds, and sending out weather balloons.
The last unit will involve a unit on space and I understand that there will be some
"rockets'" launched to introduce this unit. If you see anything unusual flying
around Mt. Zion, in the next few weeks, don't get excited but call us first. We
might have an explanation.

Our Social Studies program involves U. S. History, which all students must
take for one year. Other than U. S. History, the students then may choose from a
variety of nine week mini-courses which are: Social Problems, Minority People,
Area Studies Geography, Illinois History, International Relations and Consumer
Fducation.

In Mathematics, the program is more structured with students taking regular
mathematics, Pre-Algebra, or Algebra.

Our school has an "Individualized Developmental Reading Center' under the
direction of Mrs. Jan Sweet. The student is recommended for this program through
one of the following....the Principal or Ass't. Principal, classroom teacher, parent
or himself. Tests are given to determine the reading level and to assess what
reading problems exist. The reading class is limited in size, which allows for
individual help for each student. The materials provided are specially designed
for him to meet his needs in basic skills, vocabulary, and understanding. Various
methods and materials are used throughout the year to help him succeed in im-
proving his reading skills. The student receives a written progress report each
grade period indicating his development.

I have tried very hard to keep the 'channels of comunication' open between
the home and the school. If you have any suggestions on any matter concerning
the improvement of our educational program I would be very happy to hear from
you. I appreciate very much the support that you have given the school, especially
the way you so generously responded to the PTA Chili Supper, and the good attendance
that we had for our numerous school activities. Our next Parent Night will be
Thursday, April 17 at 7:30 P.M. The Social Studies department will be featured.
Also, Mrs. Jan Sweet, will be available to discuss our reading program and Mrs.
Martha Palmer, Art teacher, will have a display in the art department. The last
Parent Night, will be held May 13 at 7:30 P.M. and will feature some fundamental
gymnastics by our physical education department. I think that you will enjoy the
two remaining Parent Nights....I hope that you will came. On the athletic scene,
the competition has switched to 'track''. The girls also have a modified track
program.

It has been an interesting year and a most enjoyable one for me. I hope
that your child had a most productive year in our school and that he progressed
beyond your expectations. I hope that we might continue to work together as we
enter into the final period of the school year.

Again, I think you for your interest and cooperation in school affairs.

Sincerelv.

~

o
Al Gregor, Principal



THURSDAY, April 10

FRIDAY, April 11
SATURDAY, April 12
MONDAY, April 14

TUESDAY, April 15

WEDNESDAY, April 16

THURSDAY, April 17

FRIDAY, April 18

SATURDAY, April 19

MONDAY, April 21

TUESDAY, April 22

THURSDAY, April 24

FRIDAY, Arpil 25
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CALENDAR OF EVENTS

Jr. High track with Argenta HERE 4:00 P.M.

IHSA Literary Contest 2:00 P.M. Mt. Auburn

Jr. IHigh Track, Arthur & Cerro Gordo HERE 4:00 P.M.
IHSA Band and vocal contest HERE 15 schools

Jr. High track at Argenta 4:00 P.M.

Seventh and eighth grade floride program

Jr. High track Clinton HERE 4:00 P.M.

Jr. High track at Lincoln 4:00 P.M.

Parent Night - Social Studies Dept. 7:30 P.M.

Jr. High track at Taylorville 4:00 P.M.

Teachers institute NO SCHOOL

Jr. High Track (Mt. Zion invitational 3:00 A.M.
Sixth Grade Visitation

Jr. High track Blue Mound HERE 4:00 P.M.

Sixth grade visitation

Jr. High track at Arthur 4:00 P.M.

Sixth grade visitation

Faculty - student volleyball game in old gym 7:00 P.M.

Sixth grade visitation

Jr. high girl's District Track meet at Argenta 12:30 P.M.



Instruction Given At Principal's®Mecting

Registration Instructions

Please carefully read these instructions:

1.

Your book fee is

Your school insurance is

Pay the fee in the office, be sure you get a receipt.

You must have a physical exam if you plan to turn out for a sport.
If you are a seventh grader, your team physical exam will take the
place of the required physioal for all seventh grade students.

All seventh grade students must have a physical and dental exam.
Take your schedule and walk through it - find your classes.

Find your locker and try your combination. Make sure you know how
to work it.

The first day of school is Wednesday, August 27. School will dismiss
before noon on that day.

On the first day of school when the bell rings, go directly to your
first period class.

Read carefully your student conduct code book.

Hold the registration on the top tier of the cafetorium. Use the Tables.

Set up your cashier there also.

J-127.
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Materials Nceded for Registration

Receipt machine should be full of receipts.

Use two machines. Write one receipt for books, one for insurance.

Need your office secretary and Mrs. Norma ILewis to answer the telephone
and handle all the money.

The principal and someone to help him. Two people can take all of them.
Secretary knows how to register students also. She would be very

good for helping.

At least $20.00 in ones, $80.00 in halves and quarters, depending

upon what the book fee is.

Bank the money in night depository each night. Don't try to balance

the money until registration is finished.
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MT. ZION JUNIOR HIGH SCHOOL

" REGISTRATION INFORMATION

TODAY YOU WILL COMPLETE THE REGISTRATION PROCESS OF THE REGINNING OF SCHOOL
PLEASE READ THESE INSTRUCTIONS CARETFULLY:

1.

[@2]

Please fill out all registration information requested and pay the follow-
ing fees that are applicable:
Textbook fee (required) $17.00

Student Insurance (Optional) 4.00

Physical Education Lock (Required) 2.25

Boy's Gym Uniform (If purchased

from school 4.50 (May be purchased from Black
& Co. Decatur)
Girl's Gym Uniform (If purchased ' .

from school 8.30 (May be purchased from Haines-
Essick, Decatur)

Make your check payable to: Mt. Zion Junior High School. You may write
one check to cover all fees. If you have more than one child attending
Mt. Zion Junior High School you may also use one check to cover fees.

If you plan to purchase a Physical Education Uniform from the school you
must pay for it at the time of registration. The uniform will be issued
to the student in class by the physical education teachers. You may use
last year's gym uniform if it is regulation.

You must purchase a lock from the school for Physical Education. This
lock may be used for the entire time that the studer.c attends the Mt. Zion
schools. This lock will be sold to the student at cost.

When you receive your schedule get acquainted with the building and rooms
where your various classes are scheduled. Find your locker and check
your combination to see that your lock works.

If you are participating in athletics, you will be required to have a
physical examination before you can play.

Students who have moved into the Mt. Zion school district from another
State must have a Dental and Physical Examinations, and those transfer-
ing from some other school in Illinois, must have had a Dental and
Physical Examination in the fifth grade. The school will furnish a
Dental and Physical Examination form upon request.

The first day of school is Wednesday, August 27, starting at 8:00 a.m.
and dignissing at noon. School will be in session on a regular basis
Thursday, August 28 and Friday, August 29, but school will not be in
session Labor Day, Monday, Septanber 1.
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9. If you find it necessary to change your schedule, please fill out a
"'"Schedule Change Request'" form and the change will be considered and a
decision made by the time school starts on August 27.

10. You have been issued a student handbook. Please read it carefully so
that you might be informed about policies and procedures at Mt. Zion
Junior High School.

11. Thursday, August 28 will be the first day for the Hot Lunch Program.

AUGUST
SEPTEMBER
OCTOBER

NOVEMBER
DECEMBER
JANUARY

FEBRUARY
MARCH
APRIL
JUNE

27

13
31
27

22

23
12
31
16

SCHOOL: CALENDAR 1975-1976
MT. ZION COMMUNITY SCHOOLS

FIRST DAY OF SCHOOL. DISMISS AT NOON

LABOR DAY-- NO SCHOOL

COLUMBUS DAY —-- NO SCHOOL

END OF FIRST NINE WEEK PERIOD

THANKSGIVING DAY -- NO SCHOOL

FIRST DAY OF CHRISTMAS VACATION -- NO SCHOOL
SCHOOL RESUMES

END OF FIRST SEMESTER

LINCOIN's BIRTHDAY -- NO SCHOOL

END OF THIRD NINE WEEK PERICD

GOOD FRIDAY —- INO SCHOOL

LAST DAY OIFF SCHOOL —— REPORT CARDS DISTRIBUTED
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SCHOOL CALENDAR 1975-1976
MT. ZION COMMUNITY SCHOOLS
UNIT DISTRICT NO. 3
MT. ZION, ILLINOIS

AUGUST 27 FIRST DAY OF SCHOOL. DISMISS AT NOON
SEPTEMBER 1 LABOR DAY - NO SCHOOL
OCTOBER 10 END OF FIRST SIX WEEK PERIOD (32 DAYS IN SESSION)
13 COLUMBUS DAY — NO SCHOOL
31 IND OF IIRST NINE WEEK PERIOD (46 DAYS IN SESSION)
NOVEMBER 11 VETERANS DAY — NO SCHOOL
26 IND OF SECOND SIX WEEK PERIOD (32 DAYS IN SESSION)
27 THANKSGIVING DAY - NO SCHOOL
DECEMBER 22 FIRST DAY OF CHRISIMAS VACATION - NO SCHOOL
JANUARY 1 NEW YEAR'S DAY - NO SCHOOL
5 SCHOOL RESUMES
23 END OF THIRD SIX WELEK PERICD (30 DAYS IN SESSION)
23 END OF SECOND NINE WEEK PERIOD (47 DAYS IN SESSION
23 END OF FIRST SEMESTER (93 DAYS IN SESSION)
FEBRUARY 12 LINCOLN'S BIRTHDAY - NO SCHOOL
MARCH ) END OF FOURTH SIX WEEK PERIOD (29 DAYS IN SESSION)
31 END OF THIRD NINE WEEK PERIOD (47 DAYS IN SESSION)
APRIL 9 TEACHER INSTITUTE - NO SCHOOL
15 END OF FIFTH SIX WEEK PERIOD (28 DAYS IN SESSION)
16 GOOD FRIDAY - NO SCHOOL
MAY 23 SENIOR HIGH SCHOOL BACCALAUREATE
JUNE 3 JUNIOR HIGH SCHOOL PRCMOTION EXFRCISES
4 SENIOR HIGH SCHOOL COMMENCEMINT
4 END OF SIXTH SIX WLEK PERIOD (34 DAYS IN SESSION)
4 END OF FOURTH NINE WEEK PIRIOD (44 DAYS IN SESSION)
4 END OF SECOND SIMESTER (91 DAYS IN SESSION)
4 LAST DAY OF SCHOOL - REPORT CARDS DISTRIBUTED

k ok k ok ok ok ok k ok ok k ok k ok Kk k ok k ok k ok k k k k k k k k k *k %
i

GRADING PIRIODS - KINDERGARTEN - SIEMEISTIR
GRADES 1-8 - NINE WELKS
GRADES 9-12 - SIX WEIKS

REPORT CARDS AR DISTRIBUTED ON TIii WEDNESDAY IFOLIOWING TIIE IND OF THE
- GRADING PLRIOD



. MT'. ZION JUNIOR HIGII SCHOOL

7th Grade Registration Form for 1975-76

K-132.

Jent's name ' Boy Girl
(last) (first)
dent's Address B ' zip code
e phone # Parent's name
(last) (father)(mother)

dent's date of birth
(month) (day) (year)
re do your parent's work?

(father) (mother)

case of emergency, who can we call? phone #

7th GRADE
uired Courses Electives (place an '"x'" in the box of

the courses you would like

guage Arts next year)
hamatics or Pre-Algebra o
E. and Health /__/ Band
ence o
ial Studies /__J Chorus

/] Art (onc semester or all year)

/_/ U. S. Geography (one semester)

/__/ Introductory Business (one semester)

/] French (one semester)
/__/ Spanish (one semester)
/:/ I1linois History (nine weeks)

/__/ Historical Readings (nine wecks)
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MT. ZION JUNIOR HIGH SCHOOL

8th Grade Registration TForm for 1975-76

ent's name Boy Girl
(last) (first)
went's address zip code -
ne phone # '~ Parents names
(last) (father) (mother)
udent's date of birth
(month) (day) (year)
ere do your parents work? /
(father) (mother)
i case of emergency, who can we call? phone #
8th GRADE
guired Courses Electives (place an '"x" in the box of the courses
‘ you would like to take next year)
nguage Arts s
ithnetics or Algebra /__/ Band
i E. and Health L
sience /__/ Chorus

[/ Art (one semester or one year)

/__/ French (one semester)

/__/ Spanish (one semester)

/_/ Typing (one samester)

/__/ Industrial Arts (one semester)
/::]’Introductory Business (one semester)
[::/ Home Econamics (nine weeks)

/::] Consumer Education (nine weeks)

/__/ International Relations (nine weeks)
/__/ Minority Groups (nine weeks)

/__/ Political Parties (nine weeks)

/] Social Problems (nine weeks)

/__/ Area Studies (nine weeks)

/__/ Map Skills (nine weeks)
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LIOCKER STUDENT SCHEDULE GRADL

. LOCKER

DINT'S NAME - M F
(last) (first) (circle one)

RESS Zip code

ENT'S NAME HOMIS PHONE

INT'S OCCUPATION

PHONE # AT WORK

0D | 1st NINE WEEKS 2nd NINE WEEKS 3rd NINE WEEKS 4th NINE WEIKS
]

|

A

B

C

)

)

!

JISTRATION FEES PAID BIRTH DATE BUS #

\L TOCKER STUDENT SCHEDULE GRADE
E. LOCKER ~

UDENT'S NAME M F

‘ (last) (first) (circle one)
DRESS zip code

RENT'S NAME HOME PHONE

RENT'S OCCUPATION

PHONE # AT WORK

RICD 1st NINE WEEKS 2nd NINE WEEKS 3rd NINE WEEKS 4th NINE WELKS
1

2

3

4

A

B

C

0

6

7

GISTRATION FLIS PAID BIRTH DATE BUS # o




SAMPLE OF RUEGISTRATION PROCEDURES USED IN MT. ZION JUNIOR HIGH SCHOOL

STUDENT TRANSPORTATION CARD

BUS NO. RUN NO. STOP NO. /DESCRIPTION

M--135.

TIME . -~
BUS NO. RUN NO. STOP NO. /DESCRIPTION

TIME

GRADL
(STUDENT'S NAME - LAST, FIRST, MIDDLE INITIAL)
PH.
(PARENT'S NAME - LAST, FIRST, MIDDLE INITIAL)
Z1P CODE

(PARENT'S ADDRESS)

DO YOU LIVE 14 MILES OR MORE FROM SCHOOL? Yes No

(SCHOOLy

NOTTE: PIEASE NRAW A MAD SHNWTA(E WITEDL TV T TIrma At e DACK O CARD

ELEMENTARY ENROLLMENT CARD

District No.

Age “Sex
T last First Middic
trance Previcus Scheol -
irth Dcote of Birth
T T - Yr. Mo. Day
Resident
ldress Telephcne ~ Non-Resident
Nationality ~_ Occupaticn ~
Naticn~lity Occupation o
lident, Norme and Number of District o e
il Clerk or Secretary i
lo Bus Miles Bus 1o School .,__M_“ﬁ Tch] Mi}_es

Bus Number

' _
' HEALTH RECORD
EMERGENCY PROCEDURE CARD —
- - o - Horme Room T
st First Middle -
Grade o .
Phone
s and Sisters in This School ) Crades
iness Address
Phonee—s o
siness Address
Phone. e

annot Be Reached Call:
Phone



Sample of Time Saving Procedure to possibly be used next year

at the Junior High level

“fJIHGFEDCBvAIZHIOS) 74H2174,2174U2117421
) wcoce svsrems pissanx GRADE STUDLNT NAME CODE SUFFIX
o
MT.ZION HIGH SCHOOL -
NAME: MT. ZION . ILLINOIS o
< < e
5 1 £ o || % %
ENGLISH: %, ST SEMESTER o || % 2ND SEMESTER %, -
o
C.E
e}
D.E 1 1
wn
M SH
ACT 2 2 N
HEALTH ™
3 3 o
CREDITS
4 4
FRESHMAN
% <
SOPHOMORE oY %
JUNIOR
SENIOR 5 5
CAREER CHOICE 6 6
LASS RANK: 7 7
LAST NAME FIRST MIDDLE LOCKER NO.
6TH SEMESTER
7TH SEMESTER ADDRESS ©
8TH SEMESTER
TEL. NO TBIRTH DATE 2
N TRAINING: APPLIED/ACCEPTED: FARENT S NAME G2
x
IF WORKING WHERE T PHONE 2 3
©w
NOTIFY IN CASE OF EMELRGLNCY &
wn
LAST SCHOOL ATTENDED g
. =4
DATE REGISTRATION (NOW) BUS DRIVER ©
2
MORE THAN 1 1,2 MILES
FROM SCHOOL? N
V\.’)
SCIENCE __Music &S
40 41 42 a3 54 55 56 57 |58 59 60 61
J
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FINAL
GRADES MARKING
. FIRST SEMESTER SECOND SEMESTTR 19 19 CODE
SUBJECTS 1 2 1st 3 4 2nd § Sub.Av.
ini Mini [IXAN. Period Mini Mini | EXAM. |Per.
Grade ey |Grade | Key !GRADE Grade | |Grade | Key | Grade | Key | GRADE |Grade
ART Art
BAND Band A-Superior
FRENCH IT. B-Above Average
GEOGRAPHY Geo. C-Average
HEALTH & P.E. DL D-Below Av.
HOE ECON. H.Tc. F-Failure
INTRO. BUS. 1.B. I-Incamplete
LANG. ARTS 1,.Ar.
(X)ALGEBRA (Y)PRE.AL. A—Pre PLEASE VISIT
(ZNATHEMATICS Math OUR SCHOOL -
SCIENCE Sci. YOU ARE ALWAYS
SOCIAL STUDIES S.St.
Mini Course
SPANISH Span . KGL
TYPING Tvp. 1-Area Studies
U.S. HISTORY US H. 2-Con. Ed.
VOCAL }MCUSIC V.. 3-I11.Hist.
4-Int. Rel.
5-Min.People
6-Soc. Prob.
TIIITITTTTTTTT] 77TV TTTTIVITITIVIT 1 -Mep Studies
[T T1TT]] [TTTTTIVTTTTIVTTT TV T
COMMENTS
(This is a sample of the new report card which may be used this year.
It is still subject to teacher change and Central Office Approval.
USE A BALL POINT PEN AND PRESS FIRMLY
LAST NAME FIRST NAME GRADE

‘8EI-0
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Mount Lion
bommunity
Sichlolollis

August &4, 1975

Dr. Robert Shuff
Educational Administration
Department of Education
Eastern Illinois University
Charleston, Il1. 61920

Dear Dr. Shuff:

The following are the exact dates and duties to be performed by Mrs. Jan
Sweet, concerning her August internship.

BEGINS: FRIDAY, AUGUST 1
ENDS : TUESDAY, AUGUST 26

HRS. DAILY: 8:00 - 4:30

-DUTIES:
1. Check textbooks ordered by teachers to determine whether they have
arrived or not.
. Register students new to the district.
Give information over the telephone concerning physicals & dentals,
registration dates, and school opening.
Write articles to newspapers concerning item 3.
Assist in re-editing the student handbook.
Assist in re-editing the teacher handbook.
Assist with the regular registration of students for August 11, 12, 13,
and 14.
8. Assist in balancing teacher loads and making regular schedules the
week of August 18 and August 22.
9. Prepare for first teacher's meeting with staff. Help to write the agenda.
10. Keep a daily log of various incidents concerning how administrative
decisions are made as to:
Principal and Central Office Administration
Principal and Teaching Staff
Principal and Custodial staff
Principal and Students
Principal and Parents’

Do these decisions affect board policy, personal policy, building policy, are
the decisions based on administrative theory? Are they reached through some formal
procedure or through an informal procedure based on politics?

The information cited above should present some insights into adminlstratlon

wN

NoOYUDn

Sincerely, -

Dr. Brent Milnor
Dircctor of Curriculum

munity Unit Schoels Telephone 217 864-2366 Box @ Wit Zion, Hlinois 62549

b -




0-140.

RR 6 pox 3l
Decatur, Illinoig
July 30, 1975

te- Zion Community Unit School
tt. Zion, Illinois 62549

bard of Education, Mr. chkmdn, Dr. Milnor:

[would like to take thjg opportunity to expre,o my appreciation for the
woperstive efforts Mt. Zion has extended to Eastern Illinois University

y svpporting an internship program in our District for the month of August
it the Jr. High School.

ith the shared planning of Dr. Milnor and Dr. Shuff, School of Administration,
ft, Zion will. receive the benefit, at no cost to the District, of the services
f en intern; working under the supervision of the University and Dr. Milnor
it the Jr., High School. Dr. IMilnor has drawn up the working objectives for
this program and they have been approved by the University for the month of
hgust.

From this supervisory experience and the four years of supervisory experience
working with the Title I Program, Tutor Aide Program, and Decatur Programs,
Iwill gain additiongl experiise in administration. I really owe the

beginning of this opportunity to a former principal of this District; presently
Superintendent of Schools at Ridge Farm, Illinois. Six years ago, due to his
selecting me to design and create a special reading program for his Jr. High
School, I was transferred from the Elementary level to the Jr. High level at
his request. Soon after, he encouraged me to finish my Master's Degree as a
Reading Specialist and I have served the State of Illinois &s consultant ever
Since.

Once again, I wish to take this opportunity to express my thanks to Dr. Milnor
for his "think time" and for his efforts and complete cooperation in working
with the University with regard to my program of professional advancement. I
couldn't have completed my Specialist Degree without his assistance, He is a
man of many talents.

Aftc*r this month of service, a thesis will be written and you will receive a
copy. There has never been an internship in an .Open Space setting previously
written and submitted to the University. We will be the i‘irstl A copy will
also be filed in the University Library for nation wide usage.

Yords fall short of my gratitude to all those involved in this progranm.

Sincercly,

3. Sweet

lastern Illinois University
Adninistrative Internship Program
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The following eleven (11) sheets were given to the student intern by
become familiar with the community budget, general camunity information,
definitions of various funds used in the district, assessed evaluation,

growth statistics and a comparison of this district to all others in the

county.



R-142.

STATE OF ILLINOIS
OFFICE OF THE SUPERINTENDENT OI' PUBLIC INSTRUCTION
MICHAEL J. BAKALIS, SUPERINTENDENT
Finance and Claims Section
325 South TFifth Strect
Springfield, Illinois 62706

MACON
COUNTY
M. ZION COMMUNITY , SCHOOL DISTRICT NO, 3
NAME
BOX Q
STREET ADDRESS
MT. ZION 6254_9
CITY ZIP CODE
SCHOOL DISTRICT BUDGET FORM
July 1, 1974 - June 30, 1975
(Section 17-1 School Code of Llinois)
etof MT. ZION COMMUNITY UNIT  School Distriet No.. 3 County of _ MACON
of lllinois, for the Fiscal Year beginning July 1, 1974, and ending June 30, 1975.
VIERE AS the Board of Education of MT. ZION COMMUNITY UNIT School District No,
3 , County of MACON , State of Illinois, caused to be prepared in teniative

abudget, and the Sceretary of this Board has made the same conveniently available to public inspection
tleast thirty days prior to {inal action thercon;

AND WHEREAS a public hearing was held as to such budget on9TH _ day of SEPTEMBER 1974

e of said hearing was given at least thirty days prior thereto as required by law, and all other legal
rements have been complied with: ’

NOW, THEREFORLE, Be it Resolved by the Board of Education of said district as follows: '

jeetion 1: That the fiscal year of this School District be and the same herchby is fixed and declared to be
ning JULY 1 19 74 , and ending JUNE 30 , 19 75

jection 2: 'That the following budget containing an estimate of amounts available in each I'und, separately,

fexpenditures from each be and the same is hereby adopted as the budget of this school district for the
fiscal year,

]

=50~06 (2/74) THE RANDOIPH SCHOOL SUPPLY CO., CHAMPAIGN, ILL. 61820
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MOUNT ZION COMMUNITY
UNTT DISTRICT NO.
MOUNT ZION, ILLINOILS

FACT SHEET

SCHOOLS
3
62549

-GENERAL INFORMATION
1974 -~ 1975 SCHOOL YEAR

AREA OF DISTRICT
ENROLLMENT SEPTEMBER 1974
K-8 1,943
9-12 881
NUMBER OF ATTENDANCE CENTERS
NUMBER OF CERTIFICATED PERSONNEL * .
NUMBER OF NON-CERTIFICATED PLERSONNEL
ASSESSED VALUE OF DISTRICT
ASSESSED VALUE PER PUPIL
AVERAGE EXPENDITURE PER PUPIL
YEARLY TUITION
PUPILS TﬁANSPORTED
BONDED INDEBTEDNESS $2,480,000

ANNUAL BUDGET

TAX RATES 1972 ASSESSMENT YEAR:

FUND RATE

EDUCATION $ 1.4000
BUILDING ‘ .3750
BOND AND INTEREST L6448
I. M. R. F. .1082
TRANSPORTATTON .1200
JUNTOR COLLEGE 1674
TOTALS $ 2.7954

67.84

2,824

7

138

104
$40,012,091

$ 14,168

$ 957.

822.

2,626

(51.

$3,903,020

_6.0%

100.0%

SQUARE MILES

36

96

LEVY
$ 564}000
1471000
242,694
42,000

47,000

05,000

$ 1,107,694

143.
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FACT SHEET

FONANCIAY, NOCCUNTING IN THE MT. ZION SCHOOLS

TTICY OF FONDS USED TN TPT M. ZION SCBOOLS

Financial administration reguires that each transaction be jdentified for
istrative and occounting parposes. The first identification is by “Fuond"

112 en irdeopendent fiscal and accounting entity, regquiring its own set of

5 in accerdance wich special reogulations, restrictions, end limitationz thaot
ik cach fund for a specific activity or for attaining cerxtain chjectives.

fund rust be so0 accounted for that the identity of its resources and

rtions and its revenues and expenditures is continvally maintained. The
tification of the assets on the acocounting records is sufficient; no physical
ratdon ig necessary. For example, it is not essential to have a separate bank
it for the cash of cach furd. ' :

The mmber of funds to be maintained by a particular school district deponds

he nature of its operations and on the mwber of tax levies rather than on the
of the district. Vvhenzver a tax levy is authorized for a given purpose, a fund
14 b2 established to insure proper legal accountability for the revenues: aed
rdituces, This results in a minimum of tvo furds for every coparating school
rict in IMlinois, an Educational Fund and a Building Fund. Moot districts

Jhave moze than two funds, because most districts file more than two tax levies.
separete levy is filed for social security and retirewent purposes, then the
rict ehould madintain o Municipal Petirement Fund. If taxes are levied to retire
g and to pay bond interest, then the district should maintoin a Pond and Interest
L Depending on the natvre of the district's operaticons, other funds are

gsary: ‘

If pupils are transported, either to and from school or for other purpsses,
ansportation Fund should be maintained even if there is no tax levy for
sportation purposces.

If bonds are sold to finance the construction of new buildings, a Site and
struction Fund should b2 maintained to account for the bond proceads.

In acdition to the funds, there are two self-balancing grouvns of acsounts for
taining accounting racords of capital assets and long~term liabilities. The
ital Nosets Group of Necounts records all tangible fixed assets of the school
trict incivding land, buildinas, machinery, cquipmnent, fwmniture, and fixtures,
wdless of which fund provided the cash at the time of purchase. The Long-Term °
silities Group of Accounts records all outctanding bonds of the schiool district
the intevest cbligatdon for cach bond issuve generally showing scheduled

rents by years. ‘ '

IGNATION CF FINDS. IN THE MT. 72TON 0 INOLS

o

Thexre are six funds used in the Mt. Zion Schools. fhey arve as follcocws:

}. £dunation Tund

2. Dbuilding Mund

3. Bond and Interost Fund

4. Transpevtation Iund

5. Modsdpal Rotdreeent vand
G. Site and Construction Fund



PLANATI T OF FUNDS 145.

1. TEDUOCATIONAL TFUND

The greatest varicty amd the largest volune of transactions are recorded
e becavse the Educational Fund covers transactions that are not specifically
wered in another fund. Certain expenditures that must be charged to this fund
wclude the divect costs of instruction, health, attendance, and lunch progroms,
id all costs of administration (cven that for buildings and grounds), and sone
npurance such as fidelity bords. Certain revenues thet must be credited to
is fund include educationsl tex levies, gencral state aid, textbook rentals,
thletics, and Ilunch programs.

The salavies of jenitors, engineers, and other custodial employees, and all
osts of fuel, lights, gas, water, telerhone scrvice, and custodial supplies ard
guiprent ave charged to this fund. However, the board may, by resolution, provide
hat this be charged to the Puilding Fund.

2. BOYLDIRG ¥FUND

K11 costs of maintaining, iwproving, or repairing school bulldings and
poperiy; ventivg buildings and propverty for school purroses, ovx for the payment
f premvms {or insurance on school .buildings eré generally charged to the
nilding Purd.  The board way provide by resolution to charoe to the RBuilding
wid all salaries of janitors, engineers, or other custodial ermployees and ell

sts of fuel, lights, gas, water, telephone service, and custodial suocplies
rd equipment or ary ong or more of these jtesns.

3. BOXD ERND INTEREST FUNI

Bonds arxe gencrally issued to finance the construction of buildings and may
2 Issued foirr other purposes. Taxes are levied to provide cash o retire these
nds and to pay the intercst on them. To protect the bondholders, these tax
Nlections must be accounted for in the Pond end Interest Fund. Scme scheol
istricts may prefer to maintain a separate bond and interest fund for each bhond
55UC

4, TTANSPORTATICON FUN

1f a school district pays for tremsporting pupils for any parpcse, the
spenditure wast be charged to the Transrortation Fund.  This means that this
md must be orcated to record the expenditure even though there is no tax levied
or transportation purposcs. All costs of transportation includirgg the purchase
f vehicles are to be paid from this fund. Insurance on buses is yecorded here,
ut ivsurance on bus garages mast be recorded in the Building Fund.

5. MUNJCIPAL RETIRIMINT FUND

If a separate tax is levied for the purpose of providing resourcas for the
ichool distyict's shaxe of social security contributions and yvetircment benofits
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or noncertificated enployees, this fund ig created. Payments mode to the
etivament system are charged o0 this fund. If a  separate tax is not levied,
he payronts made to the retircment system are chargod o the furd where the
salaries are charged.

G. SITE pD CONSTRUCITCT FUND

Rew hulldings and additions are generally construcisd after an election
mithorizing special finsncing. The procewis of each bird issve arve plased in
& Site end Construction Fund to separate these special iwneys from cperating
oneys.  The special moncys may be spent for the purpesas specified in the
bond  indenture and on the ballot. Frequently the cost of furniture and olthor
equipnent needed w open the new building for school use is included in the
aont of the bond issva. Bonds arve soretines sold to finance an old bhuilding

rehzbilitation progrem.

Fsernditures vhich would ordinarily be charged o the Bducational Fund,
but wdhich may be chorged o the Site andConstiuction Yend (unless paild before
the Site and Constructicn Fund is created), include clection expanses,

fidelity insurance, architect's fees, legal fees for witle semvch on sites,

fees for the legal opinion on the konds, and such other cduministrative costs
drectly related to the constyuction project.

Expenditures vhich would oxdinerily be cherged to the Duilding Fund, but
wadch may be charged o the Site and Construction FPund (unless paid before he
Site and Constouction Fund is created), includa.the acthual construction coots,
builderst zisk insuvronce, purchase of land end other siie oosts (lendccaning,
parking lots, sidewslilhs, utility comnections, etc.), axd other iloms divecily
related to the construction projece. ‘



IHCREASE IN ASSESSED VALUE
OF THI MT. ZION SCHOOL DISTRICT
FOR TEN YEAR PERLOD 1963 - 1973

TOTAL
YEAR _ASSESSLD VALUE GAIN 1.0SS
1963 24,198,256
1964 24,775,548 577,292
1965 25,820,285 1,044,737
1966 27,780,543 * 1,960,258
1967 29,733,982 1,953,439
1968 30,410,299 676,317
1968 32,527,464 2,117,165
19470 32,123,666 403,798
1971 35,664,181 3,540,515
1972 35,987,352 323,171
1973 40,012,091 4,024,739
TOTAL 16,217,633 403,798
GATNS 16,217,633
LOSSES 403,798
15,813,835
AVERAGE JHCREASE OVER THE TEN YEAR VERIOD 1,581,383

147.



M. 2700 COMMUNTTY Ol

UNTT DISIRICE NO. 3

ASSESSED VAL NID TOTAL 2777

QO T
ASSEGSALN

MACON COUNTY

MOUT-2Z COUNTY

TOTAL VATUL

YEAR

1949 12,969,386 110,754 13,532,740
1950 12,685,266 £22,73) 13,258,967
1951 13,763,768 22,277 14,359,945
1952 13,852,888 £.7,279 14,500,267
1953 13,866,385 £27,750 14,494,135
1954 13,695,021 71,310 14,273,551
1955 13,950,477 £25,270 1u,$36,7u7
1956 " 14,609,298 £€72,548 15,211,940
1957 16,738,855 672,711 17,411,566
1958 17,479,266 712,946 18,226,232
1959 19,320,639 802,8u5 20,130,484
1960 20,161,058 782,564 21,250,622
1961 20,801,811 778,193 21,580,004
1962 21,842,373 804,355 272,646,728
1963 23,371,492 826,764 24,7198 20
1964 23,930,154 8u45,38h 24,775,548
1965 24,893,458 . 926,827 25,820,285
1966 26,768,603 991,850 27,780,543
1967 .28,562,505 1,171,477 29,733,962
1968 29,201,970 1,208,329 30,410,299
1969 31,246,061 1,261,103 32,527,161
1970 30,990,121 1,133,545 32,123,666
1971 34,321,232 1,339,949 35,66u,181
1972 34,761,167 1,223,185 35,987,352
1973 30,033,712 1,174,375 40,017 NN
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Educatio
Oper, Bldg. & Maint,
Bond and Interest
Transpertation
Municipal Retirement
Site and Construction

Working Cash

112 425.184.70
10 - 14 54 166,922.01
248,809.44
15 - 16 16
120,793.78
18 - 19 34
20-21 17 49.982.06
22 - 23 17 10,000.00
24 - 25 13 NONE
26 10 NONE
NCNE
27 - 28 10
3,021,691.49
S N

27

63

25

30

17
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242,993.75
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130,304.

52,000.00
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NONE

3,903,020.13
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MT. ZION COMMUNILITY SCHOOLS

UNIT DIGTRICT NO. 3
MT. ZIOW, 1LLINOIS 62549

roun SNROLLMENTS 1951-1975

ELTVMENTARY Y-8 SECONDARY (9-12) TOTAL GROWTH
667 190 857
684 212 4 896 39
726 223 | 949 53
780 260 ' 1,040 - 91
820 ' 300 1,120 80
861 292 1,153 33
927 301 1,228 75
1,030 327 1,357 129
1,026 314 1,340 - 17
1,093 . 321 1,414 74
1,686 358 1,444 30
1,312 379 - 1,691 247
1,409 422 1,831 140
1,496 478 1,974 143
1,585 493 2,078 104
1,696 554 _ 2,250 172
1,752 ‘ T 608 2,360 | 110
1,805 | 660 . 2,465 _ 105
1,876 - 697 2,573 | 108
1,872 736 2,608 ‘ 35
1,870 764 2,634 26
1,873 827 2,700 66
1,962 848 2,810 110
1,943 881 2,824 14
R . Predited 7o




WALUATIONS £ TAXK ates

1973 Assessment Year
Valuation Per Trans- : T o Tot
o Total o Bl Educa-  Build-  Bonds& |44 ot gerior Workng Ssfe g S Te
:;°.°' Asszssed fn.—c?iod tisnal Ji_r,g Interest LALRF. pgjf Celiege Cash Cede Ed Rzt
strict Valuztion Q‘:nt' 1574 tion
1 $ 29744573 £15,750.71 1.60 375 4287 0797 12 .08 . 2.63
2 26,687,347 27.823.31 160 375 4397 0425 12 GS2s .029 278
3 40,012,031 14,245.32 .40 375 6248 1082 .12 1574 2.73
5 22,409,721 2;’:,967.23 2.00 375 .1843 .045 12 .0782 .05 2.8
5 15,793,310 20,144.53 1.80 .375 .2989 1109 12 .1531 .05 .05 0327 2.5
10 18,953,239 27,488.40 1.60 .375 .3833 .0813 A2 .0241 .05 2.63
L 11 32,249,359 24,731.10 1.60 .375 .5303 .0799 12 .0478 '.05 .05 2.85
. 61 356,263,922 18,386.71 1.80 .375 .3601 .0998 .0506 .05 0131 .04 2.78
$542,113,562
STATISTICAL INFCRMATION
Estimated i\o. of No. of ENROLLMENT — Sept. 4 GRADUATES
Rrcain Certified  Attendance 4 Bt 1374 1573-1974
Sq. files  Persernel Centers K 18 $-12 Tolal 8th Grade HS.
Aigenta-Oreana
Macon & DeWitt Co. 87.24 73.5 5 120 571 414 1505 . 107 92
faroz-Forsyth
Macon & DeWitt Co. 81.78 S5.0 © 4 67 569 323 939 84 85
Wi, Zion . * .
Macon & Moultrie Co. 67.84 135.5 7. 195 1720 893 28c8 244 - 191
Macon
Macen County 62.76 56.1 3 50 556 255 861 62 70
Niantic-Harristown )
Macon & Christian Co. 50.70 46.2 2 61 4395 228 784 75 54
Blue Mound-Boody
Macen & Christian Co. 71.08 46.2 3 33 435 216 650 £5 34
Warreasburg-Latham .
Macon & Logan Co. 93.87 75.5 2 93 810 401 1304 116 93
Dacatur :
tiazcon County 44.08 1061.3 36 1348 11708 60€8 16125 1425 1178
TOTALS 559.35 1549.3 62 1973 17265 8798 28036 2182 1787
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BUILDING ADMINISTRATORS
HARRY DUNHAM
JANUARY 27, 1975

1975-1976 BUDGET

Attached are two copies of the budget work sheet to be
used by you in preparing your budget for the coming school
year. Also attached is a copy of the budget calendar.

You are also asked upon returning the proposed budget
to the administration, to file a brief listing of the ob-
jectives you plan to meet through the expenditure of funds.
Please do not be elaborate in your description. List as
many assumptions as necessary to give the administraticn an
indication of your needs.

Where applicable, we have taken the-liberty of providing
the figure required for fixed charges for insurance.

If you need any assistance in the development of the
budget, please feel free to contact me.



1975-1976 BUDGET - 154.

L. OBJECTIVE

The primary objective of budget development is to allocate limited
funds in a manner that maximizes results. Fundamental to the development of
a budget is the accomplishment of the following actions: (

1. Establish goals and objectives to be achieved.

2. Plan actions that will result in goal achievement.

3. Determine resources needed to implement plans.

4. ©Evaluate goals, plans, and relative costs.

5. Decide which goals and plans will yield the greatest results
consistent with available resources.

6. BAllocate resources to campeting needs.

Review of the requirements for budget development listed above
makes it obvious that a budget is not a meaningless financial document
representing an exercise in mathematical judgment. A budget is an action
plan that should be followed throughout the budget period. Since it is an
action plan, two additional requirements are necessary to complete the
budget cycle:

7. TImplement agreed upon plans.
8. Evaluate results in terms of goals, objectives, and
relative costs.

II.. ORGANIZATION

Although the authority to officially adopt the budget is limited
to the Board of Education, it is the responsibility of the administrative
staff to develop the budget and present it to the Board for their consid-
eration and action. The following organization is proposced as the means
to be used by the administrative staff in developing the budget:

A. Board 9§_Education

The Board of Education shall assist the administrative staff
in setting forth the goals and objectives to be accomplished on
a short-range and on a long-range basis. By law, the Board Members
shall set policy, approve curriculum, and adopt the budget.

Scheduled sessions shall be set when the Board and the
administrative staff may chart the direction to be taken.

B. Administrative Staff

Where feasible and practical, the staff shall solicit the
assistance of the citizenry to aid in the development of or
evaluation of the financial program of the District.
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C. School /Program Budget Conmittee

An informed citizen is a concerned citizen. With this in
mind, it is hoped each building administrator will utilize staff
and lay citizens in the budget building process. It is through
objective planning and through involvement that more adequate
communication exists.

III. BUDGET CALENDAR

The successful completion of a budget is dependent upon the accom-
plishment of a series of actions. 1In order to insure complction these re-
quirements plus corresponding due dates and assignment of primary respon51bllltles
are detailed below:

Due Date Action Responsibility
January 28 1) Discussion of Budget
Process and calendar Administrative Staff
February 4 2) Principals provide A Elementary and
input to above : Secondary
February 11 1) Decisions regarding
* enrollments, staff
allocations, organi- ‘ Administrative Staff
zation
Staffing
February 18 Provide for each school or Administrative Staff
department the following
information:

1) Proposed Educational Pro-
gram (grades, areas i
served, ctc.) '

Estimated enrollment

3) Proposed staff (certifi-
cated and non-certificated)




156.

-3-
" Due Date Action Responsibility
February 27 Each building or .departmer+ . Principals

"will submit an organizationay
plan to the principals

Building or department organi-
zational plans will be reveiwed
with principals

March 4 Principals & Assistant Super- Administrative Staff
intendent will present proposed
staff needs to the administrative
staff

Finalization of staff allocations
based on information developed

Funding

March 18 Provide each school or depart- Administrative Staff
ment the following information:

1) Proposed 1974-1975 funding in
total

2) Listing of accounts for which
the school or department had
budgeting responsibility

March 28 Building or department budgets Principals
submitted to various departments

April 1-4 Building or department budgets Principal
: will be reviewed by Department
Heads

i
April 7-11 Principals will present budgets Administrative Staff

and funding needs to the admini-
strative staff

April 15 Finalization of funding needs Administrative Staff



Consolidation For Staffing & Funding

Due Date

May 15

June 23

July 14

Note:

Action
Budget Review

Initial presentation to
Board of Education of pro-
posed Education Fund Budget

Target date for official
adoption of Education Fund
Budget by Board of Education

157.

Responsibility

. Administrative Staff

Superintendent

Board of Education

The above schedule is subject to adjustment as required.



1975-1976 BUDGET WORKSHEET
JUNIOR HIGH SCHOOL

502.2 CONTRACTUAL SERVICES

502.200.

002

Dues

502.3 INSTRUCTICHNAL SUPPLIES

502.320.

502.322.

502.340.

502.391.
502.391.
502.391.
502.391.
502.391.
502.391.
502.392
502.392.
502.392

502.392.

002

002

002

102
202
502
602
702

902

.102

202

.302

502

502.7 TRAVEL

502.700.

502.700.

502.700.

503.0 ATTENDANCE

002
102

202

503.300.002

506.0 OPERATION

506.100.002

Library (books, encyclopedias,
newspapers, etc.)

Audio Visual (filmstrips, trans-
parencies, etc.)

Film rental (includes County Film
i Library)

Music

Art

Mathematics

Reading

English

Physical Education

Guidance

Social Studies

Science

Office Supplies (copy paper, duplicator

. \ paper, stationery,

CF COELy Thedl ) envelopes, etc.)

Instructional Staff

/ v;s,ﬁﬁff;]{ -
Instructional Administration ~ “° 707"
e e FIE o fre LudFtE
Instruction on Job
5‘}"{* £ Jeriiio ia
Supplies

Custodial Overtime
(School Activities)

WEE L 2mns~ O Tina & )
Qﬂi‘ihﬁtf Oﬂ&] -

158.




Tunior High School Continucd

507.0 MAINTENANCE

507.200.
507.200.102
507.200.302
507.200.402
507.200.502
507.200.602
507.300.
507.300.102
507.300.202
507.300.302

560.0 CAPITAL OUTLAY

563.000.002

564.000.002

(Contractual Services)
ME Erwai et

‘Business & Office Machine Tepzir

Musical Instruments - tuning & repair

Maintenance Agreemenﬁs

1 “”’): w b S -:: ot Bt RS
Audio Visual Equipment

Other Instructional Repairs

YA
(Supplies) foa “a. v, el

Instructional Equipment

Audio Visual Repairs

PRI

Furniture Repairs

54 SEn Jid g'[v‘ LF 7 ;‘Z{;»I'i? Ghtoad s f

Additional Equipment

Replacement Equipment
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502.2  CONTIZCIUNL SEIVICES

502.200.002

Dues “40. 04

502.3 INSTRUCTIZIAL SUPPLIES

502.320.002
502.322.0C2
502.340.002

502.391.102
'502.391.20Z
502.391.502
502.391.602
502.391.702
502.391.302
502.3%02.102
502.3%2.202
502.392.502

502.392.502

502.7 TRNTL

502.700.002
502.700.102

502.706.202

503.0 ATITRDZRCE

503.380.CC7

506.0  OPERATYON

e ot e e o i o o e

506.100.002

.

Library (books, encyclopodias,
newspapers, etc.)

Audio Visual (filmstrips, trans-
parencies, etc.)

Film rental (includes County Filrm

Library) _E;z?y, é?CT
Misic Ygoud j12l.67! (wsr] Lo 1.0 _
rt L 8%.06 | 530 0y

Mathematics 2 3/.§ 2 "_ Qé’:g ¢ 0 .
Reading b 7]-42 )2 5j _"-..0 ¢
matich #9454 LY

Physical Education 74 33 / 4%21“‘”0 ¢

s} i“'/ i
Guidarce

P ~ LR oy gy Arira) T et e
Office Supplios (copy paner. duplicaior
paper, slathronoery

SN ' 1 Y gl j '
envelopos, etol) 5, 0 Oéfr(“f )

Instructional Staff

N
! . L . 1, )
Instructional Aoministration J ¢t
Instruction c.. Jeb S

Supplaes

Custoldiad Ovortine a2
(School Activities)




Junior Nigh School Continuod

507.0 MATHTTMANCE

560.0

507.200..
507.200.102
507.200.202
507.200.402
507.2G0.502
507.200.602
507.300.
507.300.102
507.300.202

507.300.302

CAPITAL OUTLAY

563.000.002

564.000.002

161.

{Contractual Services)

Business & Office Machine Repair fii”ﬁz‘flfg
Musical Instrunents -~ tuning & vepair 5 ara
Maintenance RAgrecsinls D ST f o
Audio Visual Bquiyrent b }*iﬁlm_
Other Instructional Repairs < _~_wii:i;j__.*;;,_,
(Supplies)

Instructional Equipment e .f':?
audio Visual Repairs ‘ o i?fp_f:g

R

Furniture Repairs

Additional Equipment

Replacerent Equipment




CUTS WERE THE TOPIC FOR THE

School Budget For Next Year

Board Sets Tentative Referendum Day,
Hires Junior High Coach, Opens Bids
For Supplies

The Mt, Zion School Board metinregular session onMon-
day evening with members Leeds, Britton, Chafin and Jurg
ens present, Also present was Supt, Hickman, Educational
Dir. Milnor and Business Manager Dunham,

As the first item of business, the board voted to transf-
er $8700 from the transportation fund to the educational f-
und as required before the end of the year, and then voted
to transfer $3700 from the educational fund to the transpor-
tation fund,

Next action was to approve the issue of ananticipation w-
arrant of $90, 000 to pay bills and payroll for the monthd
August,

Bids were opened for the purchase of gasoline, bread am
cafeteria food for the first two months of school. Only one
bid was received for gasoline, from the FS Company; bid
were received frem American Bakery, Purity and Butternut
Bakeries, For furnishing food for the cafeteria, bids were
received from ReJoyce, Illinois Fruit & Produce, Continen-
tal Foods, Gensral Grocer, and M, J, Kellner & Co,

A report from the Discipline committee was handed to the
board members for study and the matter will be taken up at
the next board meeting, The report dealt with policy of
detentions, suspensions, expulsions, rights and responsibili-
ties of students, and detailed athletic rules,

The topic of a shorter school day for kindergarten throug:
fourth grade students, which was broughtuplastyear,  was
presented again by Hickinan, Board members  discussed
at length the problem of coordinating a shorter school day
for this age group with the scheduling of buses which must
carry high school students on another run the same day, or
vocational students to Decatur Area Vocational Center, It
was finally decided to give the revised bus routes a try in
correcting the problem of such a long day for students, N-
ew bus routes are to be shorter since revision by the newy
hired transportaticn cirector, The board will review the p-
reblem thirty days after school starts to see if the new rout-
ing will eliminate the problem, Dunham said it mnay be
possible to eliminate two buses,

The board approved the transportation handbook,

Hickman reported to the board on his commuaications
with the Ilinois Capital Development Board regarding the
proposed bond referendum, He said that members of the
teaching staff, Dr, Milnor and himself had plans to go to
DeKalb to see a school building, Some miembers had been

somehow decide how far in debrt it wished to go without as-
king for a tax increasc, or it must set about cutting out so-
me prograins or personnel in order to come closer to a bal-
anced budget,

The board members looked at detailed expenditures of sc-

hool funds and discussed the possibilities of where to cut aut
expenscs--materials and supplies, music, athletics, or ot-
her extra curricular activities, It was pointed out by Dun-
ham and Milnor that audio visual supplies and texthooks ha-
ve been cut back considerably, as well as athletic equipm-
ent, Most supplies of this nature had been ordered last spr-
ing and were already being received.

Hickinan presented to the board a program of proposed
changes in the budget that would decrease the educational
fund by about $93, 000, Those changes were: '

1. Eliminate three department heads in the high school
with those duties going back to the principal and assistant
principal,

2. Eliminate the position of junior high school assistant
principal. ( The junior high assistant principal has resigred
and the poesition has not been filled). '

3. Eliminate the additional guidance counselor for junior
high and high school,

4, Transfer the remedial reading teacher from the junior -

high school level to the elementary level,

5, Eliminate junior high clerical aides,

6. Eliminate all primary school teaching aides,

7. Eliminate the McGaughey School reading teacher,

8. Eliminate the services of a scliool nurse and the mat-
erials necessary for that position,

In the discussion of this proposal as outlined above, the
board also mentioncd that to cut out all athletics would o-
nly allow for about 815, 000, It was also pointed out tha
extra curricular activities such as music, band, and cheer-~
leading were beneficial to many students, as well as athle-
tics, for the costs involved,

Jurgens stressed the fact that the financial condition will
get worse with anticipating funds and the cost of the intere=
st of anticipation warrants, together with the rate of inflat-
ion, It was noted that some textbooks had increasedin pri-
ce by 100% more than the price listed in a catalog used ju-
st last spring for ordering, and the increased price was on
the books now being received, Hickman noted that the co-
st of upkeep of the older elementary school buildings was a
big factor and the reason for tha board seeking to have one
new elementary school building in their place,

Milnor said that if the board wished to cut the costs of su-
pplies and materials, it would be possible to get together
with teachers and do so if they knew ahcad of time how m-

The board went into executive session and afterreturning
to open session took the following actions:

Hired the following teachers: David Davis, from Charles-
ton, junior high social studies,

John Niemeyer, juniocr high coach and P E, teacher,

Kenneth Jacoby, from Decatur, business education in sen
ior high,

Two custodians were hired: Stephen Brisco and Mike Hei-
ntz,

The buard voted to set the salaries of all non-certified pe-
rsonnel at 8. 3% over last year, All building principles alsc
received an 8, 3% increase.

The board will incet again Monday, August 15, Building
sites for the proposed new elementary school were discussed
in closed session and were not identified yet, pending opti-
ons being sought for those sites,

The board set the date of September 15 at 8 P, M, forthe
hearing on the budget,

‘291
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Cuts Protests

Elimination of two reading will pay 45 per cent rather than
teachers from the Mount Zion the previous 10 per cent of an-

Schoel  District’s  tentative nual premiums on a group
budget to help reduce spending major  medical  insurance
has proven somewhat contro- package.

versial. Because  some:  students

entering kindergarten, fifth and
ninth grades have had trouble
getting dental examinations as
required by law, Wiley asked
Hickman to contact the Macon

School officials say County Dental Scciety and re-
eliminating a reading teacher quest a dental clinic in Mount
at McGaughey Primary School  Zion for the students as soon as
will save $11,040 and a reading  possible.
teacher at the junior high
school will save $14.720.

In ali, more than $400,000 so
far has been siashed from the
tentative budget, which will see
final action Sept. 15.

School Supt Rebert Hickman
ncted the cuts are from the
tentative “budget and any of
them, including the remedial
reading teachers, could be
reinstated. -

Eileen Cravcroft, spokesman
for the parents, asked the
board to consider alternatives
to cutting remedial reading
positions.

School board President Gene
Wiley said the board will give
the matter further considera- *
tion.

A reading program report is
tc be made by district Director
of Instruction Brent Milnor and
reading teacher Jan Sweet at |
the next board meeting, - o

No one has appeared at a
scheol board meeting to protest
anv of the cther budget cuts )
made last week. z

In other business, the board F
set 1975-76 salaries for district
officials. ‘

Hickman’s salary this year !
will be $31,275, an 8.3 per cent
increase over last year’s
$2§,875. That is the same

~avnnantana inrraaca given

A group of parenis attended a
school board session Monday to
protest the cuts made last
week.

ADMINISTRATORS SALARIES INCREASED

Picie Oiny

TIe e Lo e aoar
that they reconsider the cut-
ting of the positions of two
remecdial tcaching positions
from the budget, The beard
said they would discuss the
matter and that the budget .
was tentative and could be
changed before final adop-
tion. Jan Sweet, the junior
high remedial reading teach:
er, will report to the boatd
at the next meeting on the
matter,

" Administrators salaries
were approved for an  in-
crease of 8,3%, This in-~
cludes the salary of Supt,
Hickman and business man-
ager Dunham, Dr, Brent
Milnor, director of the ed-
ucational program, was gi-
ven a 10% increase in sal-
ary to align with the respon-
sibilities and number of
days worked in that position,

A1l salaries of all teachers,
non-certified personnel, and
administrators have now
been increased and the incr-
ease is figured in the tenta-
tive budget,

Supt, Bob Hickman's sal-
ary was set at $31, 275; busi-
ness manager Dunham at
$17, 870; and Dr, Milnor at
$23,980, =~

Board president Wiley ask-
ed the superintendent to con
tact the Macon Co, Dental
Society to make arrange-
ments for a dental clinic

' were among $400,000 in tenta-

In Kesnonse |
To Profesis

A report on the reading pro-
gram in the Mount Zion School
District will be made 7 p.m.
Monday at the next meeting of
the  Mount Zion  School
Board.

School Supt. Robert Hickman
said Wednesday the report
would be given by district
director of instruction Brent
Miller and Jan Sweet, al
reading teacher in  the
district.

The report is being made in
response to recent protests, he
said, of the elimination of two
reading teachers from the
Mount Zion School District’s
tentative budget.

The elimination of a reading
teacher at McGaughey
Primary School will save
$11,040 and a reading teacher
at the junior high school will
save $14,720, according to
school officials. «-—-

Salaries for the two positions

©

tive budget cuts made at the
Aug. 11 schooi board
meeting. -

Protests came from 2 group |
of parents, however, at the!C
Aug. 18 school board meeting |3
when Eileen Craycroft,|
spokesman for the parents, +
asked the board to consider| *
alternatives to cutting the
remedial reading positions. 3

Gene Wiley, president of the
school board, said the board
will give the matter further l
consideration.

Hickman said recertly that
any cuts in the budget are ten-
tative and could be reinstated,
including the remedcial reading
teachers. '

In other business, the board
has set 1975-76 salaries for |

’ CQT—\L



Mount Zion -School Roard

The Mount Zion School Board
has voted to continue plans to
cut its remedial reading staff in
half to save $25,760 in salaries
during the 197576 school
year.

Termination of the two posi-
tions was included in a series of
budget cuts totaling some
$91,000 made by the school
board Aug. 11

‘A group ¢f parents appeared
before the board Aug. 18 to
protest the reading psogram
cuts. The hoard this week
heard three reports on the the
reading program, then agreed
to stick with its earlier
decision.

During the 1974-75 school
year, the Mount Zion School
District had four reading
teachers.

The plan for this vear would
have two teachers teaching half
- time at four schools —
McGaughey, Dalton  City,
Mount Zion and Salem primary
schools. A junior high school
position will be dropped en-
tirely.

School board member Judith
Chafin cast the sole dissenting
“vote on the <uts.

am Ceels
She proposed, instead, to
employ the two full - time
teachers, but add a third
teacher to teach half - time.

Mrs. Chafin’s motion died for
lack of a second.

Aside from the reading pro-
gram, the school board
discussed still more budget
cuts. The hoard already has
trimmed $400,000 from the
district’s tentative budget.

The additional cuts include
$10,500 in contractual services,
$15,000 in instructional supplies,
$4500 in replacement equip-
ment and $2,000 in teacher
travel expenses.

The board took no action on
the additional budget cuts.
Final action on the budget will
be taken Sept. 15, following a
public hearing at 8 p.m. that
day.

Scheol Supt. Robert Hickman
said there is one bright spot in
the district’s otherwise bleak
financial picture. The district
has been informed it will
receive $105,491 more in state
aid this vear than originally
was expected.

In other business this week,
the school board accepted the

Eﬁ w%&}’

recommendation of a discipline
commitice 1o establish a
“directed study room” for
students suspended frem  at-
tending classes in the high
school.

In the past, students receiv-
ing a thrce - day suspension
were sent home. Now, however,
they will be required to report
to the directed study room,
where they will be under the
supervision of a teacher to be
employed at the rate paid
substitute teachers.

Under the new plan, three-
day suspensions will be in-
creased to five days in the
study room.

Hickman said the cost of
hiring the additional teacher to
supervise the room will be
made up from increased state
aid that will result from the
students reporting to school
rather than being counted
absent.

The board also accepted a
recommendation frem  the
discipline committee to revise
athletic rules. stating clearly
an athlete suspended from at-
tending classes also may not
attend athletic practice
sessions.
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REME DlAL READI N(} DISCUSSED

School Board Debates Budget

Hears Disciph’ne Report

The Mt, Zion School Board met in regular session on Mon.-

" day evening with members Farrell, Leeds, Jurgens, Chafin
and Wiley, present, Also present were Supt, Hickman, Dr,
filncr, and business manager Dunham, .
- First itern of business was a brief menton of the  dress
code, It was generally agreed that "tank tops" were per-
missible, but not shorts, bare midriffs, or bare shoulders,
Enforcement of the dress code will be handled by admini-
strators, in each building, The same rules will apply to
grade and junior high and high school students, .
Hickman reported that work toward the Life Safety Code
was'nearng completion and all buildings should be ready
be\inspected in three or four weeks, Approval was giv-
:\extemive work to be complete by June 19, 1976,

one bid was received for furnishing oil products and -

g,asouxw for the district and it was rejected as too high,
The bid was from FS Company, A Fleetwood Oil Company
bid was received too late to be considered, Dunham said
" the price of gasoline had gone up since the bids were sent
cut, so that the increase would cost the district possibly
$3500 more in gascline alone.

The bid of Butternut Bread Co. was accepted and another
bid for cafeteria food items,

Tte board okayed the cost of $12 per game for ambulance

service at all home football games,

The board approved a special bus wip three times a week
for a child in special education who requires therapy at
Decatur Memorial Hospital, ‘

The board reviewed the budget, including cuts previously )

proposed, Hickman reported that the amount of State Aid
had been reported to him as more than originally reported,
He had not heard from the State as to the possibility of not
having a school nurse,

Several other cuts in the budget were discussed, $500 in
instructional supplies, $2, 000 from travel costs for inserv- -

. ice training days (board paying for substitute teacher only,
~not the expenses of the teacher taking inservice uaining).
Another possible cut discussed was $10, 000 in copy machine -

service, Another was $3, 000 budgeted for PE supplies pur-
chased for resale; another cut of $2, 000 or more from P, E
locker supplies, .
With all cuts proposed, there was still a deficit of
$71, 000 showing on the proposed tentative budget, Dis~
cussion was held on the cutin athletic budges by about
15% from materials and supplies to be picked by coaches.
Field trips cost could be cut by requiring 2 fee from stu-

" dents; a drivers education fee could be considered as well

as shop and home ec fees, as ways to trim the budget,

Tt
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The tentative budget is based on a $1, 60 tax rate for. the
education fund, up from the $1,40, .
Hickman reported that the Macon Piatt Special Education’
Program would experience a cost increase of 10%, ;
The board informed visitors that the proposed cuts would -
not harm the educational program of the school district,
in that students would still get educational benefits to keep
the district high school accredited, :
It was noted by the board that no teaching positions could -

be cut, since contracts were already signed and school

would begin this week, :
Mrs, Jan Sweet presented to the board three options which-

she felt could be implemented as the remedial reading pro-

gram for the district, There were approximately 25 per-

- sons attending the meeting who {ndicated strong support of -

remedial reading programs not being dropped from the
school program, The board had proposed at the last meet- ©
ing to eliminate remedial reading at the junior high level,
Board members asked Mrs., Sweet to indicate at what le- ~
vel she believed the most benefit was gained from remed-
ial reading. She said she believed that the junior high le- -
vel showed most startling results, She said that paafent: are
not trained to teach remedial reading, since it is a\special-
ized fleld, although parenws can reinforce the teacl1
work. The prime goal of her work, she said, was lfo moti-

- vate students to want and like to read so that they can ach-

ieve in high school and in the adult world. She felt it was

-important to supply remedial reading wherever i t was

needed.

Board member Jurgens said the board must establish prior=:
ities because of finances, Dr, Milnor said he thought,

- "emphasis should be placed on lower grades because, regar-

dless of the reading program throughout the grades, there
are still as many who cannot read at the high school level,
Take the money that there is and use it in the primary
grades, " He said the drop out rate is 7% at Mt, Zfon High
School and one of the lowest in the area.

A motion by Chafin to accept the economized proposal .
for remedial reading by Mrs, Sweet did not get a second,

The discipline report was reviewed by the board, In-

school suspension after eight detentions is being considered

providing the board could acquire a teacher for an in-
school suspension room,

Board policies was appraved as last vea:'s- 1t was decid= "

"GoT
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167.

REMEDIAL READING PROPOSAL

Title I Grant approved June 11, 1975 for 1975-1976 school year.

Application was approved for total of $24,471.00. $4,733.00 carry-over
from last year.

District cannot discontinue existing non Title Program in a building,
and continue the program with Title I funds. This is called supplanting,
and is illegal and directly forbidden.

Maximum number of children who can be serviced only under Title I
in Title I buildings:

Dalton City, Salem, and Mt. Zion Primary 118

McGaughey School is not a Title I building, but could have a back-up
personnel to teach reading, renamed - Resource Teacher.

References: Gene McNisch
Agnita Wright
Esther Post
Carol Adimi

Department of Exceptional Children
Decatur Title I Director
Pre-school Education Director
Office of Education - Title I

Number of children ''needing service" on proposal sheets are selected
through:

Test Scores

Teacher Referrals

Parent Referrals

"Number of children served" on proposal means number of students who
have been given remedial reading and were released when they reached
their grade level, i,e, an eighth grader when reaches eighth grade
level.

.If a student reads at his own grade level, reading is satisfactory.

If a student reaches his reading potential, he is released.



2. Cost to district

$12,128 .

3. No less in service - zll schools covered but some will have waiting list.

4., Need to hire only 1/2 time education fund person for McGaughey.
junior and senior high school to be paid out of Education Fund.

1/2 salary for

NUMBER OF CHILDREN NUMBER NUMBER NOT RECEIVING COST TO TITLE I TIME SPENT
BUILDING IN NEED OF SERVICE SERVICED SERVICE DISTRICT REIMB. IN BUILDIXNG
MRS, MARTINA
DALTON CITY PRIMARY 30 28 2 NONE 5,520 1/2 DAY
SALEM PRIMARY 45 30 15 NONE 5,520 1/2 DAY
MRS. JAN SWEET
MT. ZION PRIMARY 50 30 20 NCNE 7,728 1/2 DAY
UNIOR HIGH SCHOOL 125 40 - 50 85 7,728 NONE 1/2 DAY
SENIOR HIGH SCHOOL 15 15 0 NONE NONE 1 CLASS
HOUE
NEW PERSON
MCGAUGHEY PRIMARY 50 - 60 30 - 35 30 $4,400 NONE 1/2 DAY
' APPROX. ‘
TOTAL 321 1806 169 12,128 18,768 2 & 4/7
SUMMARY 1. Title I Program  $18,723 with carry over funds.

"89T



- EXTREME ECONOMY PROFFOSAL

NO. OF CHILDREN NUMBER NUMBER NOT RECEIVING | COST TO TITLE 1 TIME SPENT IN
BUILDING NEEDING SERVICE SERVICED SERVICE DISTRICT REIMB. BUILDING
DALTON CITY 30 28 2 NONE 5,520 1/2 DAY
SALEM PRIMARY 45 , 30 15 NONE 5,520 1/2 DAY
MT. ZION PRIMARY 50 50 0 2,025 13,451 rULL DAY
TOTAL i25 : 101 | 17 2,025 24,471 2.0

SUMMARY

1. Title I Program $§ 24,471.00 . No carry over funds - no money for materials

N ey T

2. ¥Ro cost to district. .o T

3. Logs in service - 200 - 250 students

4. No coverage at McGaughey - Jr. High, or Senior High School

"691



NUMBER OF CHILDREN NUMBER |NUMBER NOT RECEIVING COST TO TITLE I TIME SPENT IN
BUILDING NEEDING SERVICE SERVED SERVICE DISTRICT REIME. BUILDING
MRS. MARTINA
. DALTON CITY 30 28 2 NONE 5,520 1/2 DAY
SALEM PRIMARY 45 30 15 NONE 5,520 1/2 paY
MT. ZION PRIMARY - 50 30 20 NONE 10,000 APPROX. FULL DAY
MCGAUGHEY PRIMARY 50 - 60 50 10 8,800 NONE FULL DAY
APPROX.
NEW STAFF
MRS. JAN SWEET
JUNIOR HIGH SCHOOL 125 90 35 115,456 NONE FULL DAY
SENIOR HIGH SCHOCL 15 15 0 NONE NONE ONE CLASS
TOTAL 320 243 82 24,256 21,040 4 & 177

SUMMARY

1. Title Program - _$24,040 with funds left over for some materials.

_ 2. Cost to district - $24,256

3. No loss in service - all schools covered by reading staff.

4. Intermediate school could even be fully'Eovered under this plan at no
cost to the district.

5. Need to hire one Title I person, and one Education Fund Person.

‘0LT
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