
INFORMATION TO USERS

This reproduction was made from a copy of a document sent to us for microfilming. 
While the most advanced technology has been used to photograph and reproduce 
this document, the quality of the reproduction is heavily dependent upon the 
quality of the material submitted.

The following explanation of techniques is provided to help clarify markings or 
notations which may appear on this reproduction.

1.The sign or “target” for pages apparently lacking from the document 
photographed is “Missing Page(s)”. I f  it was possible to obtain the missing 
page(s) or section, they are spliced into the film  along with adjacent pages. This 
may have necessitated cutting through an image and duplicating adjacent pages 
to assure complete continuity.

2. When an image on the film is obliterated with a round black mark, it is an 
indication of either blurred copy because of movement during exposure, 
duplicate copy, or copyrighted materials that should not have been filmed. For 
blurred pages, a good image of the page can be found in the adjacent frame. I f  
copyrighted materials were deleted, a target note will appear listing the pages in 
the adjacent frame.

3. When a map, drawing or chart, etc., is part of the material being photographed, 
a definite method of “sectioning” the material has been followed. It  is 
customary to begin filming at the upper left hand comer of a large sheet and to 
continue from left to right in equal sections with small overlaps. I f  necessary, 
sectioning is continued again-beginning below the first row and continuing on 
until complete.

4. For illustrations that cannot be satisfactorily reproduced by xerographic 
means, photographic prints can be purchased at additional cost and inserted 
into your xerographic copy. These prints are available upon request from the 
Dissertations Customer Services Department.

5. Some pages in any document may have indistinct print. In all cases the best 
available copy has been filmed.

Universî
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AN OPERATIONAL MODEL FOR THE 

DEVELOPMENT OF 'WRITTEN 

SCHOOL BOARD POLICIES

CHAPTER I

PURPOSE OF THE STUDY

Introduction

Education is not specifically mentioned in the United States 

Constitution or its  Amendments. However, public education is recog

nized as a legal function and responsibility of the states by the Tenth 

Amendment which states: "Those powers not delegated to the United 

States by the constitution nor prohibited by i t  to the states, are re

served to the states respectively or to the people."^

The state may exercise this authority in any manner i t  deems, 

as long as i t  is consistent with the Federal Constitution, its  Amend

ments and Federal Statutes. All state constitutions provide that a 

system of schools be established and maintained. The Oklahoma Consti- 

tution states: "The legislature shall establish and maintain a system

of free public schools wherein a ll the children of the state may be 
2

educated."

^U.S., Constitution, Amendment X.
2
Oklahoma, Constitution, Art. X I I I ,  sec. 1.



To carry out the mandate of the state Constitution, the 

Oklahoma Legislature has provided for local units, namely the local 

school d is tric t. The local school d is tric t is a state agency and is 

legally defined as a quasi-corporation created to carry out a state 

function. Oklahoma statutes designate a board of education shall be the 

governing body of the local school d is tric t. The local board has been 

delegated some autonomy in governing the local school d istric t within 

the limitations of the state constitution and legislative acts.

General powers and duties of the school board are defined in

Oklahoma statutes. One such power is:

...to.make rules and regulations, not inconsistent with the law 
or rules and regulations of the state Board of Education, ,  
governing the board and the school system of the d is tr ic t .. .

Therefore, since school boards share power with the State 

Legislature and State Board of Education in the operation of the local 

school d is tric t, i t  is important that the local board of education 

carry out its  responsibility. Educational writers generally agree that 

an effective board of education is essential for schools. Shannon 

emphasized the importance of written board policies when he said: "In 

meeting its  responsibility for that portion of education over which i t  

has jurisdiction, a school board cannot govern effectively without some
4

form of written guidelines."

The University of Chicago conducted a study on school board 

effectiveness and found that boards with written policies:

^Oklahoma, School Laws of Oklahoma (1976), sec. 65. p. 49.

T̂homas Shannon, "The Effectiveness of Written School Board 
Policies," Updating School Board Policies 2 (July-August 1971): p. 1.



1. Are more like ly  to adhere to their policy making and 
legislative functions

2 . Are more tactful and sympathetic to groups of teachers 
or patrons

3. Exhibit a better understanding of how community groups 
think and act

4. Show more resistance to pressure groups
5. Are more community conscious
6. Are more likely  to accept criticism with offense
7. Are better informed
8. Are more vigorous in seeking financial support for the

schools c
9. Are better equipped to accept modern school methods

The same study, when measured by fifteen of the thirty-two 

criteria  for effective board members, found the effectiveness of indi

vidual members of the boards which operated in accordance with written 

policies was considered significantly greater than those who acted 

without written policies. Further, when measured by any of the th irty - 

two c rite ria , members of boards who did not have written policies were 

not classified as superior.®
7

A recent National School Board Association survey found that

board members believed the development and maintenance of a set of

written policies was the most important function of school boards. This

concept was further emphasized by Burrup:

I t  (the school board) is the policy making organization for the 
school d is tric t. This is by far its  most important function, 
since its  decisions determine the course of education in a school 
dis tric t for years to come. Since the schools belong to the 
people, and since the board represents the people, i t  is the 
board's function to make and establish those general policies

®Maurice E. Stapley, School Board Studies (Chicago, IL: Mid
west Administration Center, University of Chicago, 1957), p. 27.

®Ibid.

^National School Boards Association, "School Board Meetings," 
National School Boards Association Research Report 1976-2:21.



which determine the purposesgand organizational framework for
the operation of the school.

The American Association of School Administrators (AASP) and 

the National School Boards Association (NSBA) published an article  

summarizing the benefits from written policies as:

1. Saving time, e ffo rt, and money. Many questions arising in 
governing the schools repeat themselves in various forms

2. Giving positive direction to superintendents and others 
charged with directing the school program by clearly de
fining their authority and discretion

3. Helping build public support. Those whom the schools serve 
are provided reassuring evidence of what the board is at
tempting to do, and why i t  is trying to do i t

4. Clarifying relationships between board and superintendent, 
between superintendent and s ta ff, and within the staff

5. Freeing time for the superintendent and the board to plan
for improvement in the school program

6. Facilitating orderly review of board practices so that
actions taken can be kept abreast of needs

7. Aiding evaluation of educational services. The board of
education is able to appraise more intelligently the ser
vices rendered when responsibility is definitely fixed

8. Helping reduce criticisms by centering attention on clear- 
cut statements which people are more prone to accept than 
personal opinions

9. Assuring greater uniformity and fairness of treatment.
Minor inconsistencies which occur naturally and easily can 
be eliminated, and misunderstandings . due to lack of in
formation can be substantially reduced

10. Reducing pressures and irrita tion s. Individuals or groups
desiring special consideration w ill know that their case 
is decided on the basis of established policy, not momen
tary considerations

11. Enduring better informed board and staff. Acquaintance
with policies, and experience in formulating them, builds 
habits of thinking in terms of policy rather than immedi
ate issues. Study of policies speeds orientation of new 
board and staff members.^

Q
Percy E. Burrup, The Teacher and the Public School System 

(New York: Harper & Brothers, Publishers, 1960), p. 91.

^American Association of School Administrators and National 
School Boards Association, Written Policies for School Boards (Wash
ington, D.C.: The Association, 1955), pp. 8, 9.



Similar advantages for having written policies were de

scribed by White, Boggs, Cooke, Wilson, Hitchcock, and others.

Although there is agreement among school board members and 

educational administrators that establishing written policies is one 

of the most important tasks of school boards, many districts have not 

developed policy manuals. A 1972 NSBA survey showed only 35 percent of

its  members had organized, written statements of policy for their sys-
11 12 tem. A study by Seawell in 1955 disclosed that only 23 percent of

13the school systems in Virginia had written board policies. White 

found in 1959 that only 40.5 percent of southern school boards had 

written policy manuals.

A 1970 study of the National Education Association indicated

that most boards of education do not have written policies. Reasons for

not developing written policies according to the National School Boards 

Association are:

1. Lack of staff and/or time
2. Lack of administrative leadership

Alpheus L. White, Characteristics of Local School Board 
Policy Manuals. Bulletin 1959, no. 14 (Washington, D.C.: Government 
Printing Office, 1959), p. 2; Robert Boggs, présider, "Development of 
School Board Policies," Illin o is  School Board Journal 44 (March-April 
1976): p. 26; E. David Cooke, "Why Should You Have Written Policies?" 
California School Boards 35 (May 1976): p. 15; Robert E. Wilson, School 
Board Policies: What Are They? How To Write Them (Columbus: Ohio School 
Boards Association, 1976): p. 13; Phyllis Hitchcock, présider, "The 
Need for School Board Policies," Illin o is  School Board Journal 45 
(March-April 1977): pp. 33-36.

^^Herbert M. Hamlin, The Public and Its  Education (Danville, 
IL: The Interstate Printers & Publishers, 1955), p. 85.

^̂ W. H. Seawell, "The Use of Written Board Policies," Ameri
can School Board Journal 140 (June 1960): pp. 19-20.

^^Alpheus L. White, Local School Boards: Organization and 
Practices (Washington: U.S. Government Printing Office, 1962), p. 64.



3. Negative board attitudes (think policies are "restric
tive"; regard policies as not important)

4. Lack of know-how
5. Frequent turnover of board members
6. High cost of consulting help . .
7. Lack of available resource information.

Even when boards of education have written policies, many

times they are ineffective. One reason they are not effective is be

cause they are not systematically coded and u p d a t e d . I f  board

policies are to be effective, they must be presented in a form that is

easily understood. Reeves supported this when he said:

I f  policies are to be found only in the minutes of meetings, 
those that are less frequently used w ill be forgotten as board 
members and superintendents are changed. I f  policies have been 
forgotten, the board is like ly  to adopt new and different ones 
without repeal or amendment of earlier ones. A part of an old 
policy may remain valid but unenforced. Conflicting rules and 
regulations lead only to confusion.

Recent years have brought about changes in education that

further dictate that board policies be in writing and be continually

updated. According to Nelson, the following items make written board

policies necessary:

1. Recent federal legislation
2. Teacher militancy
3. Grievance policies and practices
4. Consolidation of school districts
5. Civil rights of minors
6. New modes of morals and manners

National School Boards Association, School Board Policy De
velopment for the '70s (Evanston, IL: National School Boards Associa- 
tion, 1970), p. 3.

^^Lanny Ross Gamble, "An Operational Model for Developing 
Written School Board Policies for a Selected Alabama School District" 
(Unpublished Ed.D. dissertation. University of Alabama, 1971).

^^Charles E. Reeves, School Boards: Their Status, Functions, 
and Activities (New York: Prentice-Hall, Inc., 1952), p. 168.



7. Accountability
8. Patterns of classroom organization
9. Use of paraprofessionals

10. State requirements for program planning

Wilson listed other recent developments in education that 

account for interest in policy development:

1. The increasing d ifficu lty  of maintaining the separation 
between the policy making and executive function in school 
management

2. The increased size of school systems
3. The increasing internal pressures on the board and super

intendent
4. Increasing external pressures on the board of education
5. Changing demands on education
6. Concern for accountability ,g
7. Evaluation of superintendent

I f  boards of education are to operate effectively^ i t  is 

apparent that they must have up-to-date, coded policy manuals. The de

velopment of a model for updating and codifying policy statements is of

crucial importance to boards of education and school administrators.
19 20Gamble and Faile independently designed models for the development 

of written school board policies. Recent changes in the school en

vironment indicate that components not included in the models by Gamble 

and Faile should be developed.

^^Arvid Nelson, présider, "School Board Policies," Illin o is  
School Board Journal 43 (March-April 1975): p. 17.

^^Wilson, School Board Policies, pp. 7-12.

^^Gamble, "An Operational Model for Developing Written School 
Board Policies."

20Thomas James Faile, "The Development and Application of a 
Design for Facilitating the Writing of School Board Policies in County 
School Systems of Alabama" (Unpublished Ed.D. dissertation. University 
of Alabama, 1971).
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Need for the Study

National educational organizations, such as the National

School Boards Association and the American Association of School

Administrators, continually emphasize the importance of written school

board policies for governance of school d istricts . Even though these

associations recognize the benefits, less than 50 percent of the local

school districts have developed an adequate set of written school 
21

board policies. ‘

There is need for a comprehensive guide to help school sys

tems as they seek to develop written policies. The development and 

testing of an operational model for school board policy development 

should be a meaningful contribution to the literature of school admin

istration, as well as a useful tool for school districts seeking to 

develop their own policies.

Statement of Problem 

This study was designed to develop a model for use in w rit

ing school board policies. The model was tested by using i t  to develop 

a policy manual for a major public school system.

Procedure

The study contains the following elements:

The f irs t  phase was a review of pertinent literature re la t

ing to the development of policy manuals. A literature survey of the

James Betchkal, editor, "How to Make Policies that Save 
You Money and Misery," American School Board Journal 159 (October 
1972): p. 33.



theory of school administration and of methods and techniques used by 

other districts for writing school board policies revealed the essen

tia l components and their relationships in the development of a policy 

manual. Additionally, the literature review indicated the basic prin

ciples of writing policy statements and methods of codifying policies. 

This suggested a plan for the development of the model.

The second phase consisted of the development of the model. 

The model was organized around the essential components identified 

from the literature survey and discussions with the superintendent of 

schools. The model is shown graphically and verbally.

The third phase was implementation of the model to develop

a set of written policies for a major public school system. By using

the model to develop a comprehensive set of school board policies and 

evaluating its effectiveness, i t  was determined the model can be used 

by other school systems for developing school board policy manuals.

Definition of Terms 

School board policies "are guidelines adopted by the board

to chart a course of action. They te ll what is wanted and may also

include why and how much. They should be broad enough to admit dis

cretionary action by the administration in meeting day-to-day prob-
22lems, yet be specific enough to give clear guidance."

William E. Dickinson, The School Administrator's Guide to 
the EPS/NSBA Policy Development System (Revised ed., Washington, D.C.: 
National School Boards Association, 1975), p. 3.
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Rules and regulations "are the detailed directions developed

by the administration to put policy into practice. They te ll how,
23by whom, where, and when things are to be done."

School d istric t "is any area or territory comprising a legal 

entity whose primary purpose is that of providing free school educa

tion, whose boundary lines are a matter of public record, and the area 

of which constitutes a complete tax unit." '

School board "is the governing board of the school d is tric t.
gc

The superintendent is the executive officer of the board."

Operational model "is a process that delineates components
26and their relationships." The model is presented graphically and 

verbally.

Organization of thé Study 

The study is divided into five sections. Chapter I includes

the Introduction, Need for the Study, Statement of Problem, Procedures,

Definition of Terms, and Organization of the Study.

Chapter I I  is a review of literature related to the study. 

Chapter I I I  is the development of an operational model. 

Chapter IV describes the use of the model for the develop

ment of written school board policies for a selected school d is tric t.

^̂ Ibid.
24

p. 21.
Oklahoma, School Laws of Oklahoma (1976), Art. I ,  sec. 8,

^^Ibid., p. 49.

^^Dickinson, The School Administrator's Guide to the EPS/NSBA
Policy Development System, p. 3.
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Chapter V is a restatement of the problem, summary, conclu

sion, and recommendations for further study.



CHAPTER I I

REVIEW OF LITERATURE 

This chapter is devoted to a research of pertinent lite ra 

ture that represents the major areas of concern related to the develop

ment of an operational model for the development of school board poli

cies. The major areas are: 1) Legal Status of School Districts and 

Boards of Education; 2.) Rights and Responsibilities of Boards of Edu

cation; 3) The Need for Written Board Policies; 4) Characteristics of 

Policies; 5) Participants in the Policy Development Process; 6) Process 

for Developing Policies; 7) Major Areas to be Included in the Policy 

Manual ; 8) Sources of Information; 9) Distribution of Policy Manuals; 

and 10) Maintenance of Policy Manuals.

Legal Status of School Districts and Boards of Education

The Federal Constitution and its  Amendments are silent on the 

issue of education. The interpretation of the Tenth Amendment, which 

reserves to the state a ll matters not delegated to the federal govern

ment, places the responsibility of public education with the states. 

This position is supported by numerous writers. Thurston and Roe em

phasized this when they wrote:

The principal stated in this amendment makes i t  clear that i f  
power and authority are not enumerated as national in scope 
within the Constitution and i f  not forbidden therein they

12
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become state concerns. Education as a function clearly fa lls  
in these categories.^

Dykes agreed with th is, stating:

The absence of any provision in the Constitution for education, 
coupled with the Tenth Amendment, means that the legal respon
s ib ility  for providing a system of public education rests with 
the states.2

Remmlein concurred when she said:

Public education is a governmental function belonging to the 
states. The Federal Constitution reserves to the states all 
matters not delegated to the federal government, and public 
education has not been made a federal matter either in the 
original Constitution or by any of its  amendments.

Brodinsky noted:

The Constitution of the United States says nothing about educa
tion, so the Tenth Amendment, supposedly, takes care of i t .
Under that amendment education is reserved to the states and 
the people, because i t  was not one of the functions the Found
ing Fathers saw f i t  to assign the national government.4

This position was supported by Garber and Teutter; Morphet,

Johns, and Relier; Peterson, Rossmiller, and Volz; Grieder, Pierce,

kee M. Thurston and William H. Roe, State School Adminis
tration (New York: Harper & Brothers, Publishers, 1957), p. 57.

p
Archie R. Dykes, School Board and Superintendent: Their 

Effective Working Relationships (Danville, IL: The Interstate Printers 
& Publishers, Inc., 1965), p. 36.

^Madeline Kinter Remmlein, The Law of Local Public School 
Administration (New York: McGraw-Hill Book Company, Inc., 1953), p. 1.

Sen Brodinsky, How A School Board Operates (Bloomington, 
Ind: The Phi Delta Kappa Educational Foundation, 1977), p. 11.



14

5
and Jordan; Drury and Ray; and Knezevich, who concluded that the 

school d istric t has only those rights and responsibilities which the 

state delegates to i t .  The legislature has plenary authority in regard 

to a ll matters of educational policy in public schools. In the absence 

of constitutional prohibitions, the state may pattern and control edu

cation in any manner i t  desires.

The literature revealed the states have responded to this 

responsibility by placing in their constitutions general provisions 

for a system of public schools and delegating authority to the state 

legislature to establish an educational system.

Thurston and Roe agreed with this when they stated:

The trend in the United States has been to make general refer
ence of educational responsibility in the Constitution and give 
the legislature wide powers under constitutional provisions to 
establish an adequate and uniform system of education. The or
ganizational and regulatory aspects of education have become 
more or less a legislative responsibility.6

Remmlein pointed out the responsibility of the people when 

she stated, "The constitutions of a ll the states provide, directly or 

indirectly, that a system of public schools shall be established."^

Lee 0. Garber and Edmund E. Reutter J r .,  The Yearbook of
Law 1969 (Danville, IL: The Interstate Printers and Publishers, Inc.,
1969), p. 6; Edgar L. Morphet, Roe L. Johns, and Theodore L. Relier, 
Educational Organization and Administration: Concepts, Practices, and 
Issues (Englewood C liffs , NJ: Prentice-Hall, Inc., 1974), p. 37; LeRoy 
J. Peterson, Richard A. Rossmiller, and Marlin M. Volz, The Law and 
Public School Operation (New York: Harper & Row, Publishers, Inc., 
1969), p. 11; Calvin Grieder, Truman M. Pierce, and K. Forbis Jordan, 
Public School Administration (3rd ed.; New York: The Ronald Press Com- 
pany, 1969), pp. 29-30; Robert L. Drury and Kenneth C. Ray, Principles 
of School Law, with Cases (New York: Appleton-Century-Crofts, 1965), 
p. 6; Stephen J. Knezevich, Administration of Public Education (2nd 
ed.; New York: Harper & Row, Publishers, Inc., 1969), p. 11.

^Thurston and Roe, State School Administration, p. 59.

^Remmlein, Law of Local Public School Administration, p. 2.
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I t  was declared by Morphet, Johns, and Relier that public

education was a function of the state legislature when they wrote:

One of the policies that has found expression in some form in 
every state constitution is that the state legislature must « 
provide for a uniform and effective system of public schools.

Grieder, Pierce, and Jordan wrote that, " ...le g a lly , educa

tion is a function of the states. This function is accepted in state
9

constitutions."

Morphet, Johns, and Relier further noted:

The legislature of a state has fu ll power, commonly referred to 
as plenary power, to enact laws regarding the schools as well 
as other aspects of government. However, such legislation should 
not conflict with provisions of the state or federal Constitu
tion. I f  any such conflict exists and the matter is taken to the 
courts, the statute w ill be declared unconstitutional.10

Peterson, Rossmiller, and Volz concurred with th is, saying,

" If  constitutional provisions are not violated, the state legislature

has plenary power in education and in the establishment of educational

p o l i c y . T h e i r  conclusions also were voiced by Shannon, Drury and
12Ray, and Garber and Reutter.

O
Morphet, Johns, and Relier, Educational Organization and

Administration, p. 41. 

p. 53.

Q
Grieder, Pierce, and Jordan, Public School Administration,

^^Morphet, Johns, and Relier, Educational Organization and
Administration, p. 39.

^^Peterson, Rossmiller, and Volz, Law and Public School Opera
tion, p. 11.

^^Shannon, "The Effectiveness of Written School Board Poli
cies," p. 1; Drury and Ray, Principles of School Law, p. 7; Garber and 
Reutter, Yearbook of Law 1969, p. 11.
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13
Garber* reasoned the legislature has a ll the power over 

education i t  desires to exercise, except as i t  is restrained by state 

and federal constitutions.

The legislature is generally held to have complete or plenary 

power over the educational system of the state.

Authority over matters of public education was not delegated 

to the federal government, therefore, i t  was reserved to the states. 

States are plenary in power in these matters as a reserved power sub

ject, of course, to the limitations mentioned in connection with the 

federal authority.

Brodinsky said, "Each state's school code, augmented by at

torney general decisions and opinions, is the visible repository of 

educational power and authority.

Many authors were quick to remind people that legally educa

tion is the primary concern and responsibility of the individual 

"TtMes, but such responsibility must be consistent with federal con

stitutional requirements.^^

^ \ee  0. Garber, The Yearbook of School Law 1964 (Danville, 
IL: The Interstate Printers & Publishers, Inc., 1964), p. 4.

^ \e e  0. Garber, The Yearbook of School Law 1958 (Danville, 
IL: The Interstate Printers & Publishers, Inc., 1958), p. 3.

1RI . Carl Candoli et al . .  School Business Administration, A 
Planning Approach (Boston: Allyn and Bacon, Inc., 1973), p. 58.

1 fiBrodinsky, How A School Board Operates, p. 12.

^^Peterson, Rossmiller, and Volz, Law and Public School 
Operation, p. 3; Morphet, Johns, and Relier, Educational Organization 
and Administration, p. 38.
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State legislators have enacted laws creating local school 

districts and have delegated a degree of freedom in maintaining public 

schools.

Dykes observed:

Although education is legally a state responsibility and a state 
function, major responsibility for operating and controlling the 
public schools has been delegated to the local level in a ll states 
except Hawaii. State legislatures have created school districts  
and established local school boards that, within broad lim its set 
by the legislatures, have power and authority to operate and main
tain the public schools as they think best.18

Smith and Smittle further witnessed that:

Public education is a function of state government. The state 
delegates control over the operation of schools to the board 
of education in the local school d is tr ic t .19

Peterson, Rossmiller, and Volz stated more clearly:

State legislatures have usually chosen to create local school 
districts and delegate to them responsibility for the day to 
day operation of the school s.

Therefore, the states carry out their responsibility for 

public education, to a great degree, through school d istric ts . To 

these subdivisions the states delegate various amounts and kinds of 

authority for providing and operating schools. School districts are 

often thought of as the operating units in many state educational 

systems.

1ftDykes, School Board and Superintendent, p. 37.

^̂ Max S. Smith and W. Ray Smittle, The Board of Education 
and Educational Policy Development (Ann Arbor, MI: Edwards Brothers, 
Inc., 1954), p. 1.

^*^Peterson, Rossmiller, and Volz, Law and Public School
Operation, p. 43 

p. 3.

PI
Grieder, Pierce, and Jordan, Public School Administration,
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22
According to Dykes, local school boards have three legal 

bases for their existence and for the power and authority they exer

cise as governmental entities: state constitutions, laws passed by the 

state legislatures, and court decisions. Constitutions of the various 

states provide the basic authority for a system of public schools. To 

implement this authority, state legislatures have created, or permitted 

to be created, school districts and have delegated to the districts' 

governing agencies (local school boards) a degree of local autonomy 

within the limitations of the state constitutions and enactments of 

the legislatures themselves.

School districts are restricted by the fact that they have

no authority, power, discretion, or responsibility except as state
23governments delegate or allow them. Similar observations were made

24
by researchers Candoli, Pierson, and Thurston and Roe.

I t  may be generally concluded, therefore, that a school board

charged with the duty of controlling and maintaining public schools,

has no inherent authority because i t  is an arm or agency of the state
25

subordinate to the state, and looks to the statute for its  authority.

22Dykes, School Board and Superintendent, p. 38.
23Grieder, Pierce, and Jordan, Public School Administration,

p. 4.
....

Candoli et a l. School Business Administration, p. 58-59;
H. L. Pierson, Shaping the Schools: A Guide to Boardmanship (Revised, 
Durham, NH: New Hampshire School Boards Association, March 1973), 
p. 22; Thurston and Roe, State School Administration, p. 62-63.

^^Lee 0. Garber and E. Edmund Reutter J r ., The Yearbook of 
School Law 1968 (Danville, IL: The Interstate Printers & Publishers, 
Inc., 1968), p. 46-47.
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Garber further concluded, "In any event, the source of a board's 

powers is the statute." In other words, "school districts possess

such powers as the statutes expressly or by reasonably necessary im-
26plications grant to them."

27Because education is a governmental function, Garber de

rived that i t  followed that school districts and/or their governing 

bodies are agencies of government—or they are governmental agencies.

"In the eyes of the law, a school d istric t is a quasi-minici-

pal corporation, a special kind of corporation. The corporate struc-
28ture is necessary to fac ilita te  operations," according to Knezevich.

Grieder, Pierce, and Jordan stated:

In the literature of school law, i t  is clear that school districts  
are agents of the states, created by the states to assist in 
carrying out a state function. In court decisions relating to the 
legal status of d istricts , one frequently finds local units re
ferred to as 'mere arms of the state for the-administration of its  
school system,' 'creatures of the statute,' 'instrumentalities of 
the government of the state,' 'quasi corporations exercising a 
portion of the sovereign power of the state, not for their own 
benefit, but as agents of the public.

A likewise belief was commonly expressed by Edwards, Garber, 

and Drury and Ray.^^

Knezevich explained:

Garber, The Yearbook of School Law 1964, p. 28.

Z^Ibid., p. 23.
28 Knezevich, Administration of Public Education, p. 116.
29Grieder, Pierce, and Jordan, Public School Administration,

^^Newton Edwards, The Courts and the Public Schools (3rd ed.; 
Chicago, IL: The University of Chicago Press, 1971), p. 54, 145; Gar
ber, The Yearbook of School Law 1964, p. 24; Drury and Ray, Principles 
of School Law, p. S'.

p. 9.
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A school d istric t is a special kind of municipal corporation. 
Hence, the word quasi, implying that the school d istric t operates 
'as i f '  i t  were actually a municipal corporation, such as a c ity , 
but its authority is far more limited. The authority of a school 
distric t is limited to performance of the education function. A 
school d istric t is often referred to as a limited municipal cor
poration. As a quasi-municipal corporation i t  continues without 
structural change and exists in perpetuity unless altered subse
quently by legal action. A school d is tric t, within the limits of 
its  charter, can hold and convey property, sue and be sued, and 
act as a person. Its  officers are not personally assessable for 
corporate acts.31

As Garber and Reutter put it :

Not only is a school d is tric t, or a school board, an agency of the 
state and/or government, i t  has also been referred to as a body 
p o litic , as an arm or instrumentality of government subject to the 
unlimited control of the legislature, as a political subdivision 
of the state, and as a quasi-municipal corporation.32

This theory was further explored by Lane, Corwin, and Mona

han:

School districts have been legally defined as quasi-corporations 
rather than fu ll municipal corporations such as cities or towns.
A municipal corporation is usually considered a city or town 
established for the purpose of local government. While a city or 
town is in part an agency of the state designed to assist in the 
affairs of c iv il government, its main concern is advancing the 
local interest. Thus the powers granted to a municipal corpora
tion for legislating its own ordinances and regulating its  own 
affairs are broad and extensive. School d istric ts , on the other 
hand, are instruments of the state intended primarily to fa c i l i 
tate the administration of state government. The local school 
distric t executes state educational policy. Although the powers,, 
of the board of education are great, these are delegated powers.

Peterson, Rossmiller, and Volz expounded their shared belief

that:

^^Knezevich, Administration of Public Education, p. 117.

^^Garber and Reutter, Yearbook of Law 1969, pp. 42-43.

^^Willard R. Lane, Ronald G. Corwin, and William G. Monahan, 
Foundations of Educational Administration: A Behavioral Analysis (New 
York: The Macmillan Company, 1967), p. 170.
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Because of the nature of their functions and duties, school dis
tric ts  are usually regarded as public corporations. The courts 
are in substantial agreement that a school d is tric t is not a true 
corporation, in the sense of a private corporation, because the 
only powers i t  may exercise are those expressly granted by or 
necessarily implied from the statutes. As to the exact corporate 
nature of a school d is tric t, however, the courts seem to be in 
hopeless disagreement, as is illustrated by the fact that school 
districts have been referred to as quasi corporations, quasi- 
public corporations, municipal corporations, quasi-muni ci pal cor
porations, and corporations.^^

Remmlein^̂  claimed that no distinction was made between the 

duties and powers of a school d istric t and those of its  school board.

The school d is tric t's  governing body is the school board.
36Garber and Reutter observed since the terms "school o ff i

cers," "boards of education" or "school boards," and "school districts" 

are often used interchangeably by the courts, the roles of a ll should 

be considered together.
37Garber and Edwards noted that the duties and powers con

ferred by statute upon school districts are exercised by the board of 

education by their legally constituted officers. Members of a board of 

education represent the state. They are state officers and act in the 

performance of state functions.

^^Peterson, Rossmiller, and Volz, Law and Public School 
Operation, p. 43-44.

^^Madaline Kinter Remmlein, "The Legal Status of Local School 
Boards," American School Board Journal 124 (May 1952): p. 25.

^^Garber and Reutter, Yearbook of Law 1969, p. 42.

^ \e e  0. Garber and Newton Edwards, "The Law Governing School 
Board Members and School Board Meetings," School Law Casebook Series, 
No. 5 (Danville, IL: Interstate Printers and Publishers, Inc., 1963): 
p. 3.
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Knezevich agreed, stating, "Members of the local board of 

education are thus corporate officers, specifically local officers of
OO

the governmental corporation known as the school d istric t."

The authority to whom the state delegates the operation of

a school system in our democratic mode of operation is the local board
39of education, as shown by Ashby. Therefore, under the framework of 

state law, i t  must make the policies which govern a ll phases of the 

operation of the school system. I t  is then the responsibility of the 

superintendent, the board's chief executive, to administer the poli

cies.

Candoli *̂  ̂ listed three powers delegated to school districts:

mandatory powers, permissive powers, and prohibitions. In essence, the

state limits the action of the system to what i t  must do, what i t  may

do, and spells out what i t  may not do where i t  delegates powers to

school districts.

Grieder, Pierce, and Jordan described further that there are

two kinds of state laws on education: mandatory and permissive.

The f ir s t  are requirements and directions which must be followed 
by school boards and other educational agencies. This kind of 
legislation governs many aspects of local as well as state school 
administration, such as the organization of d istricts, elections, 
finance, certification of teachers and other professional person
nel, school house construction, school census and attendance, 
transportation, curriculum, indebtedness, and so on.

Permissive laws empower school districts and other agencies to 
engage in educational and related services not required by the

^^Knezevich, Administration of Public Education, p. 214.

^ \lo yd  W. Ashby, The Effective School Board Member (Dan
v ille , IL: The Interstate Printers & Publishers, Inc., 1968), p. 30.

^^Candoli et a l. School Business Administration, p. 61.
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State. The degree of discretionary freedom is contingent on how 
specific or limiting the legislation is . . . .

School boards also possess implied powers, that is , the power to 
engage in a certain activity or provide a certain service be
cause i t  is necessary to do so in order to carry on the primary 
function of instruction.^!

Knezevich discovered that, " It  is well established that the 

school board can exercise those powers which (1) are granted in ex

press words, (2) can be fa ir ly  implied as necessary or incidental to 

powers expressly granted, and (3) are essential to realization of pur

poses of educational instructions."^^

The same powers were expressed as well by Garber and Edwards, 

and Edwards.
44Grieder, Pierce and Jordan brought out that by and large, 

boards possess rather extensive delegated powers and duties and exten

sive discretionary powers.

Garber^  ̂ maintained that in the exercise of the management 

and control function, the board is possessed of "wide discretionary 

powers." The board has the authority to determine the best interests 

of the schools, and the school system has a substantial interest in 

protecting the continuity of its  teaching staff.

pp. 31-32.
^^Grieder, Pierce, and Jordan, Public School Administration,

^^Knezevich, Administration of Public Education, p. 216.

^^Garber and Edwards, "Law Governing School Board Members 
and School Board Meetings," p. 4; Edwards, Courts and the Public 
Schools, p. 146.

^^Grieder, Pierce, and Jordan, Public School Administration,
p. 10 .

45,Garber, Yearbook of School Law 1964, p. 27.
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Peterson, Rossmiller, and Volz concluded, " It  has been estab

lished clearly that a board of education may adopt and enforce reason

able rules and regulations to fa c ilita te  administration of the schools 

and conduct of the d is tric t's  business.

Delon^  ̂ held that nowhere is the premise seriously challenged 

that holds that a school board has the authority to develop, adopt, and

implement rules and regulations and policies that govern a school dis- 
48tr ic t ,  while Pierson claimed that the local school board, acting with 

discretion (which may not be capricious or arbitrary), develops the 

policies which individualize each school d istric t.

In addition, there are numerous functions which a board of 

education may exercise under permissive legislation. This permissive

legislation must be translated by a board of education into written
, .  . 49policies.

The Oklahoma Constitution delegated the operation of the pub

lic  school system to the legislature when i t  stated:

The Legislature shall establish and maintain a system of free 
public schools wherein a ll the children of the state may be 
educated.^®

^Seterson, Rossmiller, and Volz, Law and Public School Oper
ation, p. 233.

Floyd G. Delon, ed.. Yearbook of School Law 1974 (Topeka, 
Kansas: National Organization on Legal Problems of Education, 1974), 
p. 9.

dRPierson, Shaping the Schools, p. 22.

^^Smith and Smittle, Board of Education and Educational 
Policy Development, p. 1.

^^Oklahoma, Constitution, Art. X I I I ,  sec. 1.
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To carry out the mandate of the state Constitution the Oklahoma legis

lature has provided for local units, namely the local school d is tric t.

The local d is tric t is a state agency and is legally defined as a quasi

corporation created to carry out a state function, education. Oklahoma 

statutes designated a board of education shall be the governing body. 

The local board has been delegated some autonomy in governing the local 

school d istric t within the limitation of the state Constitution and 

legislative acts.

Rights and Responsibilities of Boards of Education

Johnson and Hartman wrote, "Invested in the school board is

the legal right and responsibility to establish and operate the public
C l  C O

schools." I t  was further pointed out by Drury and Ray that school

districts are established in each state pursuant to legislative

authority, and the election or appointment of school board members to

exercise management and control of the school affairs of the d istric t

are provided through state statutes. The school board, or board of

education, is the lawful controlling body of the school d is tric t. I t  is

the governing body charged with the management, general control, and
53responsibility of the school in a school d is tric t, observed Garber.

I t  was explained by Lane, Corwin, and Monahan, that the func

tions of school boards are: legislation, policy-making, and evaluation. 

"The school board is responsible for implementing state law, developing

^^Robert H. Johnson J r ., and William Hartman, The School 
Board and Public Relations (New York: Exposition Press, 1964), p. 51.

C O

Drury and Ray, Principles of School Law, p. 7.

^^Garber, Yearbook o f  School Law 1964 , p . 2 5 .
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policy where necessary to Implement law, and, in the absence of spe

c ific  law, to serve as a legislative body.''^^

The premise of Mort and Ross was:

In the absence of law specifically regulating the manner in which 
a school board shall operate as a legislative body, i t  becomes a 
matter of basic organizational procedure for a school board to 
adopt fundamental regulations setting up the proper checks and 
balances on its e lf  and its  employees. I t  must fix  responsibility 
and authority always with due consideration of a ll principles 
the serving of which may be expedited.”

Knezevich fe lt  that functions of the local school board are

similar to those of boards of directors of other public and private

agencies. In general, responsibilities of a board of directors of a

corporation are to:

1. Establish general objectives, goals, or missions of the 
corporation

2. Determine its  major operating policies
3. Determine the organizational structure
4. Select major executives for the organization
5. Appraise performance of executives to whom responsibilities 

have been delegated and evaluate how well state goals have 
been achievedSb

Morphet, Johns, and Relier added that among the many powers 

of the board of education the following are of outstanding importance:

1. The selection of a chief administrator, the superintendent 
of schools;

2. The establishment of policies and procedures in accord with 
which the educational services are administered and a range 
of programs are developed;

3. The establishment of policies relating to planning improve
ments and to accountability;

^^Lane, Corwin, and Monahan, Foundations of Educational Ad
ministration, p. 171.

^^Paul R. Mort and Donald H. Ross, Principles of School Ad
ministration (New York: McGraw-Hill Book Company, Inc., 1957), p. 288.

^^Knezevich, Administration of Public Education, p. 215.
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4. The adoption of the budget and the enactment of provisions 
for the financing of the schools;

5. The acquisition and development of necessary property and 
the provision of supplies;

6. The adoption of policies regarding and the appointment of 
necessary personnel to staff the varied services;

7. The appraisal of the work of the schools and adoption of 
plans for development. 7̂

CO

Nelson indicated that the two most important functions of 

the board of education are: 1) to develop written policies, and 2) to 

select their superintendent of schools. Robert Boggŝ  ̂ voiced his 

selection of the two most important tasks which face any school board 

as: 1) the employment of a superintendent, and 2) the development of 

school board policies.

In general, the establishment of policies for the operation 

of the school system in the district is the function of the school 

board, as Tuttle^^ summed i t  up. Mueller condensed i t  further: "Policy 

making is the board's responsibility."^^ Firth simply stated, "Policy
g o

making is a board function but rules making generally is not." One 

of the paramount responsibilities of responsible school boards is

57Morphet, Johns, and Relier, Educational Organization and 
Administration, pp. 311-312.

^®Nelson, présider, "School Board Policies," p. 17.

^^Boggs, présider, "Development of School Board Policies,"
p. 25.

^^Edward Mowbray Tuttle, School Board Leadership in America 
(Danville, IL: The Interstate Printers & Publishers, 1958), p. 37.

^^Kathy Mueller, presenter, "Developing Meaningful Policy," 
Nebraska School Boards Association Bulletin 8 (January 1976): CR 18.

‘̂’Gerald R. Firth, "Use the Board Handbook for Policy and 
Rules," American School Board Journal 141 (November 1960): p. 14.
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policy development, maintained the National School Boards Associa- 
63tion.

Eggert^^ announced that the establishment of policy under

which the schools of a given area function is the board's primary con

cern, while the National School Boards Association (NSBA) and American 

Association of School Administrators (AASA) claimed that, by fa r, the 

formation of educational policy is the most important function of the 

school board.

I t  was also determined in research conducted by the NSBA in 

1976 that one of the most important functions of the school board in 

the minds of most school board members was the development and main

tenance of a set of written policies.

The foreword of a Texas journal announced, "Policymaking is 

the primary function of the school board.

A resolution passed by the NSBA in 1969 stated:

The National School Board Association urges each school board 
to foster orderly change and minimize unrest through the 
adoption of appropriate school board p o l i c i e s . 68

CO
National School Boards Association, School Board Policy 

Development for the ‘70s, p. 6.

®\hester L. Eggert, "School Boards Need Written Policy," 
American School Board Journal 139 (September 1959): p. 29.

^̂ AASA and NSBA, Written Policies for School Boards, p. 5.

^^National School Boards Association, "School Board Meet
ings," p. 21.

^^Ellen Anderson, Foreword to Policymaking, A Challenge for 
School Board Members, Texas Association of School Boards (Spring 1976); 
p. i i .

^̂ James Betchkal, editor, "Boardmanship: I t  Gets Dissected 
in Miami," American School Board Journal 156 (May 1969): p. 13.
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C a n d o l concluded that the local d is tric t's  most important 

exercise of authority is found in the local policies developed to carry 

out the state policies.

Burrup stated that "the board is the policymaking organiza

tion for the school d is tric t. Policymaking is by far its  most impor

tant function, since the board's decisions determine the course of edu

cation in a school d istric t for years to come."^  ̂ Dickinson^^ expressed 

belief that i t  is in their role as policymakers that lay board members 

can make signal and significant contributions to the advancement of 

public education.

Knezevich concluded:

The board of education is presently regarded as the legislative  
rather than the executive agency. Consequently, the most impor
tant contribution of a board of education to the administration 
of public education is the formulation of policies which can 
guide the institution to its  goal s .72

Local rules and regulations have the effect and force of law

provided they are not outside the scope of the board's jurisdiction,
73according to Remmlein, Shannon, and Peterson, Rossmiller, and Volz. 

However, Garber^  ̂ pointed out a governing board of a school d istric t

^^Candoli et a l. School Business Administration, p. 63.

*̂^Burrup, The Teacher and the Public School System, p. 91.

^^William E. Dickinson, "The Process of Developing Written 
School Board Policies," Kansas School Board Journal 14 (October 1975): 
p. 15-16.

7?Knezevich, Administration of Public Education, p. 32.

^^Remmlein, "Legal Status of Local School Boards," p. 83; 
Shannon, "Effectiveness of Written School Board Policies," p. 2; Peter
son, Rossmiller, and Volz, Law and Public School Operation, p. 234.

G arber, Yearbook o f  School Law 1964 , p . 2 8 .
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has no authority to enact rules or regulations which alter the terms 

of a legislative enactment.

"Court decisions are important determinants of educational 

policies and authority over education. By their decisions, the courts 

both give authority to and remove authority from local school boards," 

said D yk es .T h ere fo re , concluded A s h b y , t h e  board must make the 

policies, under the framework of state law, which governs a ll phases of 

the school system's operation.

Knezevich^  ̂ added there are times when federal influence is 

fe lt  at the local level through massive federal funds to stimulate 

specific types of educational programs and through Supreme Court in

terpretations of what must be done to protect the c iv il rights of a ll 
78citizens. Burrup referred to numerous court decisions that have em

phasized the importance of school boards following legal prescriptions 

with respect to such matters as contracting debts, employing an attor

ney, making contracts of a certain type, letting school property, es

tablishing high schools, opening schools at the proper time, and trans

porting pupils to and from schools.

The judiciary, in ruling on the constitutionality of legis

lation and school board policies under the federal Constitution, very 

definitely expressed public policy, as when i t  prohibited Bible-reading

^^Dykes, School Board and Superintendent, p. 39.

^^Ashby, Effective School Board Member, p. 30.
77 Knezevich, Administration of Public Education, p. 116.
78

Burrup, T eacher and th e  P u b lic  School S ystem , p . 9 1 .
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in public schools for religious purposes by ruling i t  unconstitutional,
79wrote Garber and Reutter.

The High Court also spoke out on whether school children must 

salute the flag , may pray in public schools, when a school board may 

ask a pregnant teacher to leave her job, and under what conditions a 

principal may suspend or expel a student.

Lower federal and state courts have decreed policy on busing, 

club activ ities , student dress, punishment of students, use of contro

versial textbooks, and the conditions under which boards may or may
80not f ire  the superintendent, Brodinsky added.

81Delon observed that courts w ill void a board policy i f  that 

policy is designed to circumvent the law. On the other hand, there is 

no doubt about the fact that in America boards of education have wide 

discretionary powers, mused Nolte. "Ordinarily, the courts w ill not 

intervene in the peaceful exercise of those powers, unless there has 

been an invasion of someone's constitutional rights, or the board has 

acted in an ultra vires manner or has failed to act when i t  had the 

responsibility."®^

79Garber and Reutter, Yearbook of Law 1969, p. 6.
8flBridinsky, How A School Board Operates, p. 12.
81

Delon, editor. Yearbook of School Law 1974, p. 10.
82M. Chester Nolte, "Powers of Boards Are Executive, Legis

la tive , and Quasi-Judicial in Character," The American School Board 
Journal 149 (December 1964): p. 55.
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83Peterson, Rossmiller, and Volz surmised that courts take

the view that, since the legislature has delegated to school boards

power to exercise discretion and judgment in matters affecting the

schools, they w ill not interfere unless the board exercises its  power

in an arbitrary, capricious, unreasonable, or unlawful manner, as did 
R4Remmlein.

oc
!  Garber declared the courts refuse to interfere with the 

discretion of, or to substitute their judgment for, that of an admin

istrative body, in the absence of evidence that such a body abused its  

discretion; acted fraudulently, unlawfully, or arb itra rily ; or took 

action that was against the weight of the evidence.

Beach claimed:

Although state mandatory laws and regulations governing education 
must be followed, numerous decisions on educational matters have 
been le ft  to the discretion of local boards. I t  is not surpris
ing that educational policy making is commonly regarded as the 
most important function of local school boards.86

General powers and duties of the school board are defined in

Oklahoma statutes. One such power is:

. . . to  make rules and regulations, not inconsistent with the law 
or rules and regulations of the State Board of Education, govern
ing the board and the school system of the d is tr ic t ...87

po
Peterson, Rossmiller, and Volz, Law and Public School 

Operation, p. 236.

^^Remmlein, "Legal Status of Local School Boards," p. 25.

^^Garber, Yearbook of School Law 1964, p. 21.
8fiFred F. Beach, Foreword to Characteristics of Local School 

Board Policy Manuals, by Alpheus L. White, p. v.

^^Oklahoma, School Laws of Oklahoma (1976), sec. 65, p. 49.
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Need for Written Board Policies 

I f  schools are to function effectively without unnecessary 

interruptions, written school board policies are a virtual neces-
8 8  QQ

sity. According to Knezevich, most authorities agree that written 

statements of policy are essential to effective school administration, 

particularly in turbulent times and in complex institutions. Shannon̂ ® 

added that without some form of written guidelines, no school board 

can govern properly.

Wilson concurred with this when he stated, "A board of edu

cation operating with established written policies, arranged in con

venient classification, can function in a systematic^ orderly^ and 

effective way."^^

A discerning Brodinsky wrote, "The board can get what i t
QO

wants only i f  i t  sets down its ideas in written policy statements."

In a study conducted by Stapley, he found that the perfor

mance of members of boards with written board policies was more effec

tive in the following ways:

a) They are more likely  to adhere to their policy-making and 
legislative functions.

00
K. Forbis Jordan and Ronald Walton, "A New Approach to De

veloping School Board Policies," American School Board Journal 150 
(February 1965): p. 9.

OQ
Knezevich, Administration of Public Education, p. 217. 

^^Shannon, "Effectiveness of Written School Board Policies,"
p. 2.

^^Robert E. Wilson, Educational Administration (Columbus,
Ohio: Charles E. Merrill Books, Inc., 1966), p. 472

QO
Brodinsky, How A School Board Operates, p. 19.
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b) They are more tactful and sympathetic to groups of teachers 
or patrons.

c) They exhibit a better understanding of how community groups 
think and act.

d) They show more resistance to pressure groups which are not
interested primarily in the good of the school system.

e) They are more willing to devote time to promote the welfare
of the schools within the community.

f )  They more readily speak to community groups for the purpose
of interpreting school needs.

g) They feel a greater responsibility to improve education
throughout the state.

h) They more generally display both tact and firmness as re
quired by the situation.

i)  They are better able to sense and identify problems of the
school and to assist in determining workable solutions.

j )  They make a more pronounced effort to understand their own
functions, duties, and responsibilities.

k) They are more like ly  to accept criticism without offense.
1) They appear to be better informed about the cultural, human,

and financial resources of the community.
m) They are more vigorous in seeking financial support for the

schools.
n) They have a better understanding of the purposes and objec

tives of modern schools.
o) They are more like ly  to spend time outside the community to

promote the welfare of public school s .93

There are seven recent developments in education which ac

count for the renewed interest in policies:

(1) The increasing d ifficu lty  of maintaining the separation be
tween the policymaking and executive functions in school man
agement.

(2) The increased size of school systems.
(3) Increasing internal pressures on the board and superinten

dent.
(4) Increasing external pressures on the board of education.
(5) Changing demands on education.
(6) Concern for accountability.
(7) Evaluation of the superintendent.

Many years ago, other advantages of written school board 

policies were cited as an incentive for boards to accomplish the act;

^^Stapley, School Board Studies, p. 27. 

^^Wilson, School Board Policies, p. 7.
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they are s t i l l  as valid as when f irs t  enumerated. These have appeared 

in numerous publications, but are repeated below as further persua

sion for writing policies.

Written board policies w ill:

Facilitate orientation of new board members.
Permit consistency in board decision-making.
Improve staff morale.
Enable a board to anticipate problems before they happen.
Save board time, especially in meetings, through the avoidance of 

having to re-think recurring problems of a similar nature. 
Facilitate the board's evaluation of progress.
Avoid or defend some law suits. oc
Comply with legislation and state department regulations.

Consider just a few dramatic events of the recent past which

relate c ritic a lly  to problems of school board policymaking and local

school governance.

The infusions of federal aid since 1965, and the consequent 
impact of federal influence upon educational development.
New problems relating to board-staff negotiations, and the 
phenomenon of teacher militancy.
The urban cris is , problems of de facto segregation, the 
challenge to provide equal educational opportunity for a ll .  
The pressures to break up large d istricts—and to consolidate 
small ones. The search for 'metropolitan' or regional solu
tions.
The impact of educational technology, and the interest of 
private business in 'running schools for p ro f it . '
The new body of law and procedures affecting the c iv il rights 
of minors, codes of dress, student protests, and the use of 
drugs.
The rapid rise of public community colleges and—at the 
other end of the scale—the proliferation of classes for 
pre-kindergarteners.
The changing patterns of church-state relationships.
The impact of new curriculum ideas, and the nationwide 
quest for workable innovations in teaching and learning.
The advent of the nonprofessional classroom aide, and new 
patterns of class organization and scheduling.9°

S^ibid, p. 13.

^SsBA, School Board Policy Development for the '70s, p. 5.
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Reasons vary slightly from one expert to another why school 

boards should develop sound policies, but the most commonly held rea

sons were:

1. To inform everyone of the goals and aspirations of the board,

2. To give the board of education cred ibility ,

3. To establish a legal record,

4. To improve staff morale through staff involvement in policy 
development,

5. To enable staff to understand their work in relation to the
total activities of the school d is tric t,

6. To promote continuity, s tab ility , and consistency of board
action.

7. To enable the board of education to provide for many events
in advance of their happening.

8. To reduce pressures of special interest groups,

9. To enhance school-community relationships,

10. To establish sound financial basis of operation,

11. To assist the board in assessing quality of educational pro
grams, and

9712. To improve board-superintendent relationships.

A set of policies benefits a ll who are related to the school 

system, within and without—administrators, board members, teachers, 

other employees, taxpayers, students, parents, community organizations, 

etc.

AASA and NSBA, Written Policies for School Boards, p. 8-9; 
Dickinson, "The Process of Developing Written School Board Policies," 
pp. 16-17; NSBA, Policy Development for the '70s, p. 3; Richard L. 
Hooker, "Policy Development: An Overview," PoTTcymaking, A Challenge 
for School Boards (Spring 1976): pp. 3-5; Wilson, Educational Adminis
tration, p. 472.
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Tuttle summarized the need for policy by stating they help 

to avoid confusion and misunderstandings by defining lines of author

ity  and responsibilities so that they can be readily interpreted at 

any level, give consistency and continuity to the school board's posi

tion, stand as a bulwark against undue pressure from self-seeking 

interests, are valuable orientation aids to new board members and to

new executive, teaching, or other personnel, and prevent impulsive or
98reversive board decisions, which adds dignity to the school system.

"Policies should be written because uniformity of procedure

cannot otherwise be guaranteed. Unwritten policies have an amorphous
99texture and are highly elastic," said Stapley.

Observers of the operation of schools are in agreement as to 

the benefits of having written policy statements.

Hooker̂ ®® stated that benefits are gained by reducing poli

cies to writing. These benefits include accountability and renewal, 

commitment and involvement, direction, continuity, and efficiency.

In an analysis of values of having written policy statements 

White gave the following advantages:

(1) Foster continuity, s tab ility , and consistency of board action,
(2) enable the board to provide for many affairs or conditions in 
advance of their happening, (3) save time and effort by eliminating 
the necessity of having to make a decision each time a recurring 
situation develops, (4) fac ilita te  the orderly review of board 
practices, (5) aid boards in appraising education services,
(6) improve board-superintendent relationships, (7) reduce pres
sures of special interest groups, (8) help in the orientation of

QO
Tuttle, School Board Leadership in America, p. 39.

^^Maurice E. Stapley, "The PDQ's of Written Policies for 
School Boards," The Nation's Schools 54 (December 1954): p. 51.

^^^Hooker, "Policy Development: An Overview," pp. 3-5.
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new board and staff members, (9) enable staff members to under
stand their work in relation to the total activities of the 
school system, (10) fac ilita te  the improvement of staff morale 
by providing uniform and fa ir  treatment, (11) keep the public 
and school staff informed of board action, and (12) give lay 
citizens a better understanding of how they can work with 
school authorities in building a good school system.101

Magoulas summarized the benefits from having written poli

cies as:

1. Avoids Oversights. The board is able to provide for many 
kinds of situations in advance of their happening.

2. Saves Time. Written policy permits expeditious handling of 
school business. Matters which formerly required board 
action can be handled by the superintendent who reports his 
action to the board, thereby releasing the board from numer
ous small details.

3. Reduces Pressure. Written policy reduces demands made on the 
school -by pressure groups because the demands are dealt with 
by clear definitions of policy rather than by dealing with 
each as an emergency issue.

4. Defines Work. A superintendent and his s ta ff are able to 
perform their duties in a businesslike way with a minimum of 
conflict, misunderstanding and friction because clear defi
nitions of job performance makes for e ffic ient operation.

5. Improves Relations. Written policy can help laymen under
stand when, where, and how they can participate in the im
provement of public education.

6. Provide Continuity. Written policy provides new board mem
bers and superintendents with a summary of how the board has 
proceeded in the past, its  present policies, and direction 
for future policy.

7. Improves Instruction. Written policy can c larify  the princi
ple of academic freedom for teachers, thereby helping to 
minimize fear and uncertainty concerning controversial issues 
in the community.

8. Facilitates Orientation. Written policy fac ilita tes  orienta
tion of new and/or inexperienced personnel by informing them 
of their duties, responsibilities, and authority and by 
serving as an aid to supplement the inservice training of 
personnel.

9. Aids Evaluation. Board members and the superintendent are 
provided with a comprehensive and economical aid for con
stantly evaluating and improving the work of the schools.

a l s , p . 3 2 .
^^^White, Characteristics of Local School Board Policy Manu-
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10. Promotes Morale. Written policy can clarify  vague lines of 
responsibility which often lead to professional conflicts 
among staff members as they perform their duties.102

Nelson stressed the need for written policies for the follow

ing reasons:

To assist the board in assessing quality of educational pro
grams .
To improve board-superintendent relations.
To give the public a means to evaluate the board of educa
tion.
To inform everyone of the goals and aspirations of the board. 
To make the board of education credible.
To establish a legal record.
To improve staff morale.
To enable staff to understand their work in relation to the 
total activities of the school d istric t.
To foster continuity, s tab ility , and consistency of board 
action.
To enable the board of education to provide for many events
in advance of their happening.
To reduce pressures of special interest groups.

A publication by the Minnesota School Boards Association^^* 

listed several benefits from written policies, such as: puts problems 

into a more rational perspective and helps the d is tric t save money; 

gives a strong foundation upon which to make proper decisions; and 

offers school board members the opportunity to thrash out differences

and make decisions before angry citizens have gathered at ringside.

I f  administrations are to manage and school boards are to 

govern, i t  is obviously important that administrators and board mem

bers know what the policies are—all the policies. And, that's the

imp
Jimmy Magoulas, "Why Written School Board Policies Are 

Important," American School Board Journal 142 (March 1961): p. 11.

^^^Nelson, présider, "School Board Policies," p. 18.

^^*Minnesota School Boards Association, "How to Make Your 
Policies Do What You Want Them To Do," Minnesota School Board Journal 
29 (October 1976): p. 15.
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chief value of a comprehensive, well-codified, and constantly updated 
105policy manual.

Characteristics of Policies 

In its simplest form a board policy is a statement of expec

tation. I t  indicates what the board desires and, i f  necessary, speci

fies the amount, decree, extent, etc.^^^

When followed, or lived in accordance to, school board poli

cies become statements which present the purposes and prescribe in 

general terms the program and organization of a school system. They 

te ll what is wanted. They may also indicate quantity and reasons.

They are, "written statements of an organization's goals and 

intent that are stated in broad, long-range terms, and which express or 

stem from the philosophy or belief of the organization's top author

ity .

Moehlman and van Zwoll stated, "An educational policy is a

legal definitive plan of action in which general purpose, objectives,
109authority, and means are represented."

Policies," p. 16.
^^^Dickinson, "Process of Developing Written School Board

lOfiHooker, "Policy Development: An Overview," p. 1.

*̂̂ ÂASA and NSBA, Written Policies for School Boards, p. 6. 

^^^Shannon, "Effectiveness of Written School Board Policies,"
p. 3.

Relations (New York: Appleton-Century-Crofts, Inc., 1957), p. 165
^^^Arthur B. Moehlman and James A. van Zwoll, School Public
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Knezevich^^  ̂ held that a policy is a general statement which 

described the objective to be achieved. Smith concurred, stating, "A 

board policy is a broad aim or goal."^^^ Essentially, policies are a

guide to the what, why, and how much of desired education operation,
112according to Tuttle.

Another definition of policy, by Stapley, stated, "A policy 

is an agreement by members of an administrative body describing or de

fining the manner in which i t  w ill act. The term its e lf means wise pro-
113cedure or course of action."

Johnson and Hartman^^  ̂ fe lt  that policies should be broad, 

sustaining agreements that not only look forward to, but guide day-to- 

day decisions as well. The policies are the ground rules for operating 

the school system.

Sisk^^^ concurred when writing that policies, though broad in 

their application, are apprehensively nonspecific and vague in their 

wording. They act as guideposts that define the scope of activities  

necessary and permissible to reach desired objectives.

^^^Knezevich, Administration of Public Education, p. 217.
I l l

Nebraska School Boards Association, "The Difference Be
tween Policy Making and Administration," Nebraska School Boards Asso
ciation Bulletin 8, Stanton Smith, panelist (January 1976): CR 6.

1 1 0

Tuttle, School Board Leadership in America, p. 37. 

^^^Stapley, School Board Studies, p. 22.

^̂ Ĵohnson and Hartman, School Board and Public Relations,
p. 46.

^^^Henry L. Sisk, Management and Organization (Cincinnati, 
Ohio: South-Western Publishing Co., 1973), p. 107.
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Hooker held that "written policies are the guidelines for

operation of the schools; thus boards of trustees must be continually

aware to changes that affect the policies which determine the operation

of the school s . P i e r s o n  agreed with this when he stated that a

policy is a guide for discretionary action.

The NSBA maintained:

Policies are guidelines, adopted by the school board to chart a 
course of action. The policies te ll what is wanted and may also 
include why and how much. They should be broad enough to admit 
discretionary action by the administration in meeting day-to? 
day problems, yet be specific enough to give clear guidance.

They further stated there is growing acceptance of the view

that policies should not deal with detailed descriptions of ways in
119which the objectives and purposes are to be accomplished.

120Morphet, Johns, and Relier acknowledged that change and

innovation are facilitated when policies are stated in broad enough

terms to permit reasonable f le x ib ility  in management.

Knezevich confirmed this, explaining:

A policy statement is phrased usually in terms broad enough to 
include a ll issues like ly  to be evolved, but at the same time 
specific enough to apply to a particular situation. Further, a 
policy statement may be specific or broad, cover one or more

^^^Hooker, "Policy Development: An Overview," P. 11. 

^^^Pierson, Shaping the Schools, p. 22.

^^^Dickinson, Guide to EPS/NSBA Policy Development System,

^̂ ÂASA and NSBA, Written Policies for School Boards, p. 6.

^^^Morphet, Johns, and Relier, Educational Organization and 
Administration, p. 217.

p. 10.



43

dimensions of an issue, or simply define limits to be observed 
in reaching a decision on a given matter.

122Magoulas cautioned that policy manuals must avoid exces

sive deta il, incompleteness, vagueness, unnecessary items, and other

weaknesses in content to be of value to a school system.
123Wilson expounded that to be effective, a policy should be 

a written, agreed-upon statement of directions for action, definite 

enough to be a guide, yet flexible enough to allow adjustments dic

tated by good judgment. To serve the needs of the majority. Smith and
124Smittle admonished that policies must be framed with adaptation and

fle x ib ility  that promote the extension and improvement of educational

services to youth and the citizens of the community.

Ben Brodinsky was quoted in an American School Board Journal

artic le  as offering this word of advice: "A soundly constructed school

policy must contain two major elements: I t  should te ll what the board
125wants to happen and explain why i t  should happen."

According to Pierson:

Policy writing is a special form of expression, calling for crisp, 
clear prose that is free from ambiguities. A policy w ill be read

191 Knezevich, Administration of Public Education, p. 217.
1 Op

Jimmy Magoulas, "Content of the Board Policy Handbook," 
American School Board Journal 142 (April 1961): p. 16.

123Wilson, Educational Administration, p. 472.

Smith and Smittle, Board of Education and Educational 
Policy Development, p. 9.

^̂ Ĵames Betchkal, editor, "How to Make Your Policies Work 
for You," American School Board Journal 163 (September 1976): p. 38.
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and must be understood by many persons of a ll levels of responsi
b ility  so there can be no misinterpretation of the i n t e n t . ^̂ 6

127Arvid Nelson summed i t  up by saying that a ll policies 

should be concise and brief.

The School Administrator's Policy Portfolio listed five im

portant qualities which must be contained in boards' policies:

1. CLARITY! CLARITY! CLARITY! When choosing words and organiz
ing them on the page, keep your audience in mind. You may 
know what you mean, but policies that can't be followed in 
thought won't be followed in action.

2. VIGOROUS PROSE. Use (never u tilize ) short words and brief 
sentences. They get ideas across to more people more often. 
Cut needless words. Skip jargon.

3. CLEAR ORGANIZATION. Paragraphs should follow one another in 
a logical sequence. One main point per paragraph assures 
greater c larity .

4. POSITIVE TONE. Be positive, direct, helpful. School boards 
exist to safeguard the public's interest in its  schools, not 
to suppress i t ;  make sure board policies show that purpose.

5. CONSISTENCY. Individual policies and the policy manual as a 
whole should impart a feeling that the board knows what i t  
is doing. That sense of knowhow is conspicuously absent 
when grammar, style, or format vary from paragraph to para
graph or page to page.^^o

IpQ
Reeves, in his book on school boards, wrote concerning 

rules and regulations which he said should be prepared in precise, con

cise, clear, and nonlegal language. The aim should be to avoid lack of 

understanding or misunderstanding of the intent and meaning of each 

provision. Generally, each item should be stated in positive rather 

than negative terms. Rules and regulations which are tentative should

^^^Pierson, Shaping the Schools, p. 30.

^^^Boggs, présider, "Development of School Board Policies," 
Arvid Nelson, panelist, p. 26.

^̂ ®NSBA, The School Administrator's Policy Portfolio 7 (Wash
ington, D.C.: EPS/NSBA, September 1976), p. 1.

^^^Reeves, School Boards: Status, Functions, and A ctiv ities,
p . 171.
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be carefully edited to secure reasonable freedom from grammatical

errors, proper sentence structure and correct paragraphing.

The AASA and NSBA supported the theory that:

A policy statement should be so worded that there can be drawn 
from i t  a clear definition of duties and responsibilities of all 
persons—board members, administrative, instructional and non- 
instructional personnel. I t  should make clear what the inten
tions of the board are concerning the job i t  expects of those em
ployed and the conditions under which they shall work.^^^

131Ashby declared general policies should be in writing, and

should be carefully written in order to insure clarity of meaning. The
132New Jersey Association of School Administrators instructed that

board policies must be complete in their discussion of the subject

matter and be clearly descriptive of the board's intent.
133Tuttle concluded that policies are not final or fixed, 

but are always subject to improvement and evaluation, so that the best 

policies are the result of a continuous process of maturation and 

growth.

Nelson^^  ̂ said that a sound policy does not violate any 

existing federal or state rules and regulations, does not discriminate 

against any groups or persons, and does not treat any groups or persons 

in a capricious or arbitrary manner.

^̂ ÂASA and NSBA, Written Policies for School Boards, p. 15.

^^^Ashby, Effective School Board Member, p. 34.

^^^NJASA, "Rule of School Board Policy," NJASA Administrative 
Guide 4 (August 1976): p. 4.

^^^Tuttle, School Board Leadership in America, p. 38.

^^^Boggs, présider, "Development of School Board Policies," 
Arvid Nelson, panelist, p. 26.
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Sisk wrote that, "Another characteristic of policies is their 

stability  in that they do not change rapidly. They are not immutable,
I O C

however, but their change is slow."

Stapley discerned that a board policy statement is a state

ment of the philosophy of the board. Writing the statement is an at

tempt to put into a guide for action the purposes, objectives, and
I O C

general operating philosophy of the board.

Grieder, Pierce, and Jordan wrote:

Policies can be thought of as a statement of what the school board 
stands for, what i t  seeks to achieve, and how i t  intends that the 
service of education shall be c o n d u c t e d .137

The American School Board Journal summed i t  up:

A set of good written school board po lic ies ...is  one that is cur
rent, contains a ll o ffic ia l board policies, covers a ll areas that 
need to be covered by policy...and is organized in a way that 
allows quick, easy...and complete access to specific topics.1'̂ °

Many writers expressed their belief about characteristics of
139policies and policy manuals. Mawhinney recommended that policy re

flect the philosophy of the school system for which i t  is formulated.

p. 127.

1 Sisk, Management and Organization, 107.

^^^Stapley, School Board Studies, p. 54.

^^^Grieder, Pierce, and Jordan, Public School Administration,

^^^Betchkal, editor, "How to Make Policies that Save You
Money and Misery," p. 33 

139paul E. Mew
Policy," American School Board Journal 147 (August 1963): p. 6

1 Paul E. Mcwhinney, "Basic Principles for School Board
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Nicita^^^ held that policies cannot be developed by reading 

another d istric t's  policy manual. Samples can be found but each dis

tr ic t  has to go through the very time consuming process its e lf  i f  i t  

is to have a useful document.

W illis , when interviewed by Harris, stated, "Written poli

cies vary from area to area. Every board must establish its policies 

on an individual basis.

Smith added that board policies are influenced by the makeup 

of the community, "therefore, a board's policies should be unique to 

its  d istric t and not a mere adaptation of policies from other school 

districts .

H a y e s o f f e r e d  these suggestions in writing policies:

1. Always date the policies so you w ill know which one is the
most recent.

2. Concerning a legal reference, there is no need to state
the whole law verbatim; just footnote i t .

3. Policies should be a) indexed, b) color coded, and c) legally
referenced.

4. Don't put several ideas on one page.

Wilson listed these characteristics of a set of good board 

policies: I t .  . .

^̂ ^Ooseph Nicita, "Complete Policy Revision in Twelve 
Months," Michigan School Board Journal 22 (January 1976): p. 25.

Jerome W. Harris, editor, "Why All the Excitement About 
School Board Policies, An Interview with Robert E. W illis and W. A. 
Shannon," School Management 4 (January 1960): pp. 44-45.

Id?Nebraska School Boards Association, "The Difference Be
tween Policy Making and Administration," Stanton Smith, panelist, p. 6 .

^^^Ibid., Dale Hayes, panelist.
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Is a brie f, general statement of a board's belief about a 
matter.
Represents the community's aspirations for its educational 
institutions to the best of the board's ab ility  to under
stand those desires.
Tells what is wanted from the schools and why i t  is wanted. 
Constitutes clear basis for development of implementing 
rules, procedures, and common practices within the organ
ization and for decision-making.
Provides positive direction to the superintendent and s ta ff 
in the expenditures of their efforts but does not prescribe 
the methods for arriving there.
Permits interpretation by the superintendent to adjust for 
changing conditions but allows the policy to remain fa ir ly  
constant.
Clarifies the citizens' rule in management of the public 
schools by going no farther than stating their aspirations 
and goals, thereby implying that the technical decisions in 
school management w ill be made by the appointed educators. 
Provides a yardstick, in terms of ooals, for evaluating 
the superintendent's p e r f o r m a n c e .1*4

Reeves suggested these guidelines in writing board policies:

1. Be not violative of provisions of state law and regulations 
of state agencies, and make these effective in the school 
d istric t in accordance with local requirements.

2. Be not merely a compendium of a ll school board policy ac
tions of the past but omit repealed actions and add provi
sions necessary to round out or complete the plan for a 
systematic school d istric t code.

3. Include regulations on board organization, procedures, and 
members' duties and responsibilities relating to their mem
bership unless a separate set of bylaws to include matters 
relating to the board has been adopted.

4. Describe, present in outline form, or present in chart form 
the desired organization structure of the school system, 
indicating clearly the lines of authority and responsibility 
of a ll officers and classes of employees of the school dis
tr ic t  so that each w ill know his place in the organization.

5. State in general terms but sufficiently, completely for 
clear demarcation, the duties and responsibilities of a ll 
officers and classes of employees.

6 . Be statements of adopted policies and not merely of duties 
and restrictions.

7. Be stated as principles to guide employees and not merely as 
instructions to them or an enumeration of the details of ad
ministrative and operative procedures.

^^^Wilson, School Board Policies, p. 22.
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8 . Be formulated so as to guide action in specific cases and
be binding in a ll cases to which applicable until the
board shall repeal or amend any particular regulation or
set i t  aside temporarily.

9. Recognize the fact that most members of the staff are pro
fessional people and allow for their being guided by pro
fessional attitudes, including honesty in rendering ser
vice to the schools.

10. Allow leeway for the exercise of in itia tiv e , permit free
dom of action to the greatest extent practicable, and not 
be unduly restrictive on individuals.

11. Include provisions for the amendment or repeal of parts of 
the adopted rules and regulations.

12. Be consistent among the different parts; when a new regula
tion is adopted, conflicting provisions should be modified 
or repealed so that the valid ity  of older regulations w ill 
not be in doubt.

13. Be kept up to date by the addition of new or amended rules 
and regulations as needed, properly designated in accord
ance with the adopted numbering system and by the repeal 
and removal of rules a n d  regulations that have -been dis
carded or are no longer e n f o r c e d .

Shannon described these ideas about policy manuals:

1. Effective written school board policies should provide the 
general authority and support for a ll programs and ac tiv i
ties conducted by the school d is tric t.

2. Effective written school board policies should provide 
for relative emphasis and allocation of resources and the 
quality of educational offerings.

3. Effective written school board policies should be brief 
yet complete.

4. Effective written school board policies should be stable 
throughout personnel changes.

5. Effective written school board policies should contain a 
minimum of direct quotations from the law.

6 . Effective written school board policies should have ade
quate provision for review and amendment. 1

Harmon stated several properties a policy manual must have:

1. The policy manual should contain not just broad 'policy'
statements, but specific rules and regulations of the 
board, and for the central administration, as well.

^^^Reeves, School Boards: Status, Functions, and A ctivities, 
p. 173-174.

^^^Shannon, "Effectiveness of Written School Board Policies," 
pp. 105, 8 .
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2. Only rules and regulations that apply to the school sys
tem as a whole, and that must be formally approved by the 
school board, should be included.

3. The policy manual should be organized around the major 
functions of the school system and not according to some 
arbitrary order.

4. The manual must lend its e lf  to ready use.
5. An ironbound policy is worse than no policy at a ll .  Poli

cies and regulations in the manual should be regarded as 
subject to change whenever necessary.

6 . All policy statements, rules and regulations must be con
sistent with the law.

7. All statements in the manual must be o ffic ia lly  adopted 
by the school board and approval should be renewed an
nually.

8 . Finally, the completed policy statements must be pertin
ent to the d istric t for which they are developed and not 
copies of statements developed in another d i s t r i c t . 147

Another characteristic of a policy statement is organization 

and codification for retrieval and use. A policy statement should be 

logically organized and codified according to a scheme for the order

ly consolidation of the items into parts or divisions dealing with
148the same or related subjects.

When the policies are codified, the board leaves no room for 

doubt as to what its  directives and policies are. Codified rules and 

regulations are readily applied and avoid much waste of time in ap

proval of policies or in duplication of policies which may be in
149direct conflict with those previously passed. In addition, it 

been recommended that a coding system be utilized for both the

^̂ Ĵames Harmon, "How to Succeed in School Administration 
Without Really Trying," School Management 10 (March 1966): 102.

1/10

Reeves, School Boards: Status, Functions, and A ctiv ities,
p. 178-9.

1/ IQ
Johnson and Hartman, School Board and Public Relations,

p. 54.
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regulations and policies. Indexing and coding are useful as a means of 

assuring that employees and others actually use the information.^^®

White^®  ̂ f la t ly  stated that what is needed is a classifica

tion system that is usable and logical. According to Matthews, "All 

board policy statements should be in writing and should be codified
I C O

by subject matter area, and published."
I C O

Ben Brodinsky wrote that only with a scheme under which 

policies are classified, codified, and placed in a loose-leaf manual 

to permit easy location and substitution of new and revised policy 

statements for outdated ones can the accumulation of policies be man

ageable.
154H ill claimed the two most widely used coding systems are 

NSBA's alphabetical code and a numerical system (the 1000, 2000 series). 

Some districts devise their own.

Participants in the Policy Development Process 

Concerning the process of deciding policy, van Z w o l l h e  

the opinion that i t  has become axiomatic that those who are affected

p. 43.

^^®Wilson, School Board Policies, p. 31.
151White, Characteristics of Local School Board Policy Man

uals, p. 7.

^^^Matthews, "Differentiate Between 'Rules' and 'Polic ies '," 

1 Brodinsky, How A School Board Operates, p. 34.

^̂ ^Susan T. H ill ,  "How to Develop Written School Board Poli
cies," Nebraska School Boards Association Bulletin 9 (September 1976):
p. 21 .

1RRJames A. van Zwoll, School Personnel Administration (New 
York: Appleton-Century-Crofts, 1964), p. 12.
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by a policy should have a voice in policy determination. Morphet,

Johns, and Reller^^® concurred when they wrote that a ll who are af

fected by a guide should be involved in the development of the guide.

In the formulation of administrative policy, democratic ap

proaches, stressing wide participation, are currently accepted, ac- 
157cording to Seawell. One of the tenets of democratic administration

is that those affected by policy ought to share in policy making. This

concept is also touched by Tuttle, who wrote:

Ideally, every policy should be arrived at by a process of dis
cussion and deliberation involving representatives of a ll groups 
which w ill be affected by the application of policy—specifically, 
the school s ta ff, professional and non-professional, the puoils 
and their parents^ the taxpayers and the public at large.

Similarly, responsive and responsible school boards seek out 

and hear recommendations from those people affected by board policy.^^^ 

Furthering this belief, Burbanks^®  ̂ said i t  is highly desirable for a ll 

school people to be included in the revising or writing process.

Mawhinney^^  ̂ fe lt  that the formulation of policy should be 

by representatives of a ll groups affected by its adoption.

Brodinsky explained:

^^^Morphet, Johns, and Relier, Educational Organization and 
Administration, p. 318.

^^^Seawell, "Use of Written Board Policies," p. 19.

^^®Tuttle, School Board Leadership in America, p. 39.

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 35.

^^^Natt B. Burbank, "How to Write A Policy Handbook," The 
Nation's Schools 68 (December 1961): p. 54.

^^^Mcwhinney, "Basic Principles for School Board Policy,"
p. 7 .
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The views of the layperson are examined alongside the views of 
the specialist and the educator, and the board must listen to 
both and weigh the merits of each.^®^

To have the greatest impact, policies, as ascertained by
I C O

John L. Summers, should be based on the best thinking of a ll people 

who w ill be affected by them. This may include administrators, facul

ty , students, management personnel, support s ta ff, and the community. 

Johns and Morphet^^  ̂ observed that proposals should originate, or at 

least be worked through, with staff members and perhaps with leading 

citizens and should have their concurrence. I f  policies are to be 

satisfactorily implemented, this is essential.

Pierson^^^ noted that in drafting policy., a hoard should re

quest the cooperation and advice of the professional s ta ff. Their con

tributions to its  formation can be invaluable, since these are the 

people who must implement the board policy.

Smith and Smittle found:

More effective policies result i f  the administrative and instruc
tional staffs do participate in the making of policy which deals 
with the educational program, the use of school plants, disposi
tion of supplies and materials, and budgetary disbursements. In 
many areas of policy making the clerical staff and the operating 
and maintenance staff are also involved.

1 cn
Brodinsky, How A School Board Operates, p. 36.

^̂ Ĵohn L. Summers, "The School Administrator's Policy Port
fo lio ,"  EPS/NSBA 9 (June 1978), p. 1.

®̂̂ Roe L. Johns and Edgar L. Morphet, The Economics and Fi
nancing of Education, A Systems Approach (Englewood C liffs , NJ: 
Prentice-Hall, Inc., 1975), p. 62.

^^^Pierson, Shaping the Schools, p. 26.

^^^Smith and Smittle, Board of Education and Educational 
Policy Development, p. 7.
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167Sullivan recommended employees be involved in policy 

making which concerns them. Representatives of administrators, teach

ers, and service personnel need not "create" policies but can react to 

policies created by others and s t i l l  express their desires without the 

deadening effect of lengthy committee discussions.

Hooker̂ ®® concluded that i f  persons who are affected by a 

policy decision have participated in the decision-making process, they 

are generally more supportive of the policy. According to Wilson, 

personnel policies are more favorably followed and accepted i f  they 

have been arrived at through the cooperative effort of a ll concerned.

Morphet, Johns, and Reller^^^ claimed that, due to the de

velopment of large, complex educational organizations, direct partic i

pation is not possible for a ll members in a ll types of policy deci

sions, though a ll members can participate through their representa

tives.
171Johnson stated that a ll who are directly affected by 

policy or who are concerned with carrying out policy should have the 

opportunity of participating in the formulation and review of those 

policies. This participation may be direct, by staff discussion and

^^^George R. Sullivan, "Written Board Policies: From Dream 
to Reality," American School Board Journal 149 (August 1964): p. 15-16.

^^^Hooker, "Policy Development: An Overview," p. 5.

^^^Wilson, Educational Administration, p. 472.

^^^Morphet, Johns, and Relier, Educational Organization and 
Administration, p. 112.

171Russell E. Johnson, "Developing Certified Personnel Poli
cies," American School Board Journal 139 (November 1959): p. 15.
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reaction to policies during their formation, or indirect, through 

selected representatives.

I t  is now generally recognized that anyone concerned with a 

policy, an objective, or even a regulation should have an opportunity

to participate in some way in its  development—through a representa-
172 173tive or directly. The American School Board Journal said to in

volve those persons affected by policies and rules during the decision

making process.

Johnson^^  ̂ held that the superintendent, as the trained ad

ministrative leader, should be responsible for coordinating and super

vising the formulation of policies which concern certificated person

nel. Mueller advised, "After input from the board, s ta ff, students, 

and community, the administration should draft a policy and the super

intendent should present i t  to the board with his/her recommenda

tion."^^^

Nelson stated:

Both the board and the administration have definite roles to play 
in the development or updating of policies. The superintendent 
must accept the leadership in making sure the objectives are ac
complished, being accountable for the accuracy of the final 
draft, and guiding the board in the need for new policies or re
visions of the old ones. The board must accept the responsibil
ity  of providing time and money to develop the policies, assess 
and accept a ll codified documents, act on the superintendent's

17?Morphet, Johns, and Relier, Educational Organization and
Administration, p. 58 

p. 13.
^^^Betchkal, editor, "Boardmanship: Dissected in Miami,"

^^^Johnson, "Developing Certified Personnel Policies," P. 15. 

^^^Mueller, "Developing Meaningful Policy," p. CR 18.
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recommendations, and determine the dissemination of the developed 
policies.

The administration's role in the project should be to:

a. Achieve a ll project objectives established by the board;
b. be accountable to the board for the accuracy of the work;
c. provide as much advice and legwork as the board requires 

in its  deliberation of new policies and policy revisions.
178Ashby cautioned that boards are well advised to delegate 

to the superintendent and his staff the organization and preparation

of written policies to be studied, discussed, and fin a lly  adopted by
179the board. Wilson agreed the board's executive officer should be

assigned the task for policy writing.
180Johnson fe lt  that one of the functions of the superinten

dent should be leadership for policy formulation. Although he may 

delegate some of the responsibility for details to appropriate members 

of his s ta ff, the final responsibility for the success of the dele

gated action must be his.
181To begin, said Sullivan, the superintendent should select 

one administrator in the d istric t to organize the material and prepare 

a draft.

^^^Boggs, présider, "Development of School Board Policies," 
Arvid Nelson, panelist, p. 26.

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 35.

Ashby, Effective School Board Member, p. 30.

^^^Wilson, School Board Policies, p. 24.

Johnson, "Developing Certified Personnel Policies," p. 15.

^^^Sullivan, "Written Board Policies," p. 15.
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182Phay and Winslow believed that under the supervision of 

the school superintendent, a competent person, preferably someone in 

the central office, can identify the areas in which new policies are 

needed and organize the existing board policy. The job requires a 

special type of person, though i t  requires no special training. The 

person selected must be a careful, meticulous worker who enjoys de

tailed work. An ideal candidate would write well (without use of edu

cational jargon) and have had editing experience.

H ill suggested a project director have the following quali

fications:

An understanding of board-admini stration roles; an appreciation 
of the logic of a ll the categories in the policy-classification 
system you selected; the ab ility  to write clearly and concise
ly ; and sufficient tenure in the d istric t to be familiar with 
its  past policies and practices, its traditions, problems, and
aspirations.183

184Burbank concluded that the key to success in this project 

is the availab ility  of a good writer who understands school practices 

and school philosophy, who is familiar with the records of the dis

t r ic t ,  and who senses the sp irit of the organization.

The American School Board J o u r n a l stated the project 

director should be an experienced member of the staff who is familiar

Robert Phay and Edward Winslow, "School Board Manual of 
Policy and Law: A Procedure of Codifying Local Board Policies and 
Regulations and Collecting School Law," Indiana School Board Associa
tion Journal 22 (March/April 1976): p. 29.

^®^Hill, "How to Develop Written School Board Policies,"
pp. 20- 21 .

^®^Burbank, "How to Write A Policy Handbook," p. 54.

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 35.
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with the d is tric t's  aspirations, traditions, practices, policies, 

and problems. He should be able to write concise, clear prose, be

cause he probably w ill be called on for technical editing and to draft 

recommended policy revisions.

The National School Boards Association^®^ recommended the 

superintendent designate an experienced administrator as the person 

responsible for coding and classifying existing rules and policies. He 

should have a good grasp of the logic of categories and the ab ility  to 

write concise, clear expository prose.
187Another component deemed essential by Nelson was that be

fore written policies are adopted by the hoard of education, they 

should be reviewed by the school attorney.

Process for Developing Policies 

Many writers expressed their belief about the process and 

components in the development of policies.

Knezevich listed problems which should be solved:

1. Review the minute book.
2. Study what other boards have done.
3. Consult studies and writings concerned with policy develop

ment.
4. Check established practices. ,gg
5. Solicit suggestions from the school staff.

In the process of developing policies, Sullivan outlined

these duties:

®̂®NSBA, School Board Policy Development for the '70s, p. 7. 

^®^Nelson, présider, "School Board Policies," p. 19. 

^®®Knezevich, Administration of Public Education, p. 219.
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1. Assign responsibility - Select one administrator in d istric t 
to organize and prepare a draft of material.

2. Prepare outline of major policy areas and select subtopics 
under each.

3. Establish card f i le  using outline—one policy for each card.
4. Write policies on cards.
5. Prepare 'homework' for board members - Duplicate policies for

one section of handbook, set a date for a 'special board
meeting,' send ' homework' to board members by mail one week
prior to meeting.

6 . Conduct a special board meeting.
7. Begin publishing material in loose-leaf form,

Harmon proposed the following process:

1. Select project director.
2. Develop guidelines for developing policies.
3. Identifying existing policies, rules, and regulations.
4. Organize the f irs t  draft.
5. Present f irs t  draft to individual, groups and representatives 

of groups that would be directly affected by the policy, 
superintendent and board.

6 . Writing and reviewing the second draft.
7. Legal review by board attorney.
8 . Board approval.
9. Printing and distribution.

10. Maintenance of manuals.

Strohm said to:

1. List problems which should be covered.
2. Review the minutes book of the board.
3. Study what other boards have done.
4. Consult studies and writings of other boards.
5. Check on established practices in other systems.
6 . Solicit suggestions from the school staff.
7. Solicit suggestions from community groups.
8 . Assemble the above information and then develop one's own

policies.

^^^Sullivan, "Written Board Policies," pp. 15-16.

^̂ ^Harmon, "How to Succeed in School Administration Without
Really Trying," pp. 102-106, 170-179

^^^Carl E. Strohm, "School 
American School Board Journal 149 (October 1964): p. 23-24.

^^^Carl E. Strohm, "School Board Policies on Purchasing,"
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Wilson determined that one person, preferably the superin

tendent, should:

1. Determine board members' basic philosophic beliefs about
educational matters and school management (through discus
sion or survey questionnaire)___

2. Translate beliefs into formal policy statements.
3. Analyze and discuss statements to refine into acceptable 

wording.
4. Adopt policies o ffic ia lly .

Nicita offered the following ideas for policy development:

1. Consultants appointed to assist in project.
2. Superintendent function as project director.
3. Administrators appointed to write f irs t  drafts of policies.
4. Review of source documents by consulting team.
5. Administrators and consulting team meet to organize policy

manual and rewrite f irs t  draft when needed.
6 . Presented to superintendent.
7. Presented to board.
8 . Printing and dissemination,
9. Maintenance of policy manuals.

Davis presented this procedure for policy development:

1. Study board minutes.
2. Study state laws and state board of education regulations.
3. U tilize  community, staff and professional consultants.
4. Study professional literature.
5. Study other written policy manuals.
6 . Create a favorable atmosphere for policy making.
7. Prepare clear-cut statements of policy.
8 . Seek reactions to proposed policy statements.
9. Superintendent's recommendation for board adoption.

10. Make available to those concerned. ,g.
11. Review and evaluate policies regularly.

Dickinson, in a publication of the National School Boards 

Association, listed these steps for policy development:

^^^Wilson, School Board Policies, p. 33.

^^^Nicita, "Complete Policy Revision in Twelve Months," 
pp. 19 and 25.

^^^William Arthur Davis, "A Study of Written Policies of 
Louisiana School Boards" (Unpublished Ed.D. dissertation, George Pea
body College for Teachers, Tennessee, 1965), p. 93.
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1. Select policy codification system.
2. Select project director.
3. Select assistant project director.
4. Secure office space and supplies.
5. Identify source documents.
6 . Read a ll source documents and assign preliminary codes.
7. Arrange identified policies.
8 . Technical editing and final codification.
9. Establish central policy reference file s .

10. Typing.
11. Review, research and recommendation by project director and 

department heads.
12. Superintendent's review.
13. Presentation to board for adoption.
14. Dissemination.
15. Maintenance.

Mueller, H ill ,  and the American School Board J o u r n a l of

fered similar lis ts  of procedures for policy development.

Gamble stated these components and their functions as a model 

for school board policy development:

The Board of Education -  1) approval for the d istric t to partic i
pate in the project to develop written school board policies,
2 ) approval of the selection of an external agency to serve as 
the coordinator and policy draft w riter, and 3) approval of the 
school d istric t to become a participating member in the National 
School Boards Associations Educational Policies Service—

The Superintendent - 1) selection of the policy draft writer,
2 ) selection of the member of the research, review, and evalua
tion committees, and 3) evaluation of the proposed policy state
ments —

The Policy Draft Writer - 1) the primary research consultants,
2 ) the primary technical writer and editor of the proposed 
policy statements, 3) the coordinator and director of the re
search, review, and evaluation committees, and 4) liaison be
tween a ll model components except those functions between the 
board and superintendent.. . .

^^^Dickinson, "Process of Developing Written School Board 
Policies," p. 13-20.

^^^Mueller, presenter, "Developing Meaningful Policy," CRIB; 
H ill ,  "How to Develop Written School Board Policies," p. 22; Betchkal, 
editor, "How to Make Policies That Save You Money and Misery," p. 36.
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The Research, Review, and Evaluation Committees - 1) secondary 
research consultants, 2 ) technical advisors to the policy 
draft writers, and 3) evaluators of the proposed policy state
ments . . . .

The Source of Information - 1) literature , 2) society, and
3) evaluation feedback__

The Codification System - 1) serves as a holding system for
data.197

Faile named these components and their functions as a process

for school board policy development:

The Board of Education - 1) to make a decision to begin the pro
cess of developing written policies, 2 ) to subscribe to member
ship in the Educational Policies Services of the National School 
Boards Association, 3) to delegate to the superintendent the 
authority and responsibility for the organization and coordina
tion of the policy development process, and 4) to adopt policies 
for the school system.. . .

Superintendent - 1) providing the necessary leadership to follow 
the policy development process through the various stages,
2 ) providing valuable professional input into the policy de
velopment process, 3) appointing a policy draft writer, 4) ap
pointing the policy research and evaluation committees, 5) organ
izing and coordinating the personnel and necessary resources 
during the policy development process, and 6 ) evaluating a ll pro
posed policy statements prior to their submission to the board 
of education.. . .

Policy Draft Writer -  1) acting as major researchers during the 
policy development process, 2 ) compiling existing policies for 
the board, 3) writing a ll proposed policy statements, and 4) pro
viding coordination between appropriate components —

Attorney of the Board - 1) a sub-component of the board-----

Policy Research and Evaluation Committee -  1) secondary research 
activ ities , and 2 ) evaluation of proposed policy statements —

Data Base - 1) board minutes and other documents of the board,
2) administrative memoranda, 3) teacher handbooks, and 4) person
nel of the school system, and o t h e r . 9̂8

^^^Gamble, "An Operational Model," pp. 42-76.
1 QÛ

Faile, "Development and Application of Design for Facili
tating the Writing of School Board Policies," pp. 50-57.
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Major Areas to be Included in the Policy Manual 

Every written policy code should be sympathetic to its par

ticular board, as well as contain board organization and procedures; 

business matters; administrative organization, indicating lines of re

sponsibility and authority; a variety of matters relating to personnel, 

instruction and curriculum matters dealing with school activities and

auxiliary services; and policies relating to the physical plant and 
igg

its  operation."

In a study, Dr. Alpheus L. White, a specialist in local 

school government, determined the following should be covered in writ

ten policies: "Bylaws, personnel, management, pupils, educational pro

gram, curriculum, auxiliary services, business, public relations, and

relationships with other agencies.
?01Harmon offered this model outline for a policy manual:

1. Purposes and Objective of the . . . Schools

2. The Board of Education

3. The Administrative Services

4. The Office of Curriculum and Instruction

5. Educational Program

6 . The Teaching Service

7. Pupil Personnel Administration

8 . School Management

p. 87.

1 QQ
Johnson and Hartman, School Board and Public Relations,

^̂ *̂ Alpheus L. White, "What Goes Into Typical Policy Manuals?"
School Management 4:1 (January 1960): p. 74-75.

^^^Harmon, "How to Succeed in School Administration Without 
Really Trying," pp. 103-105.
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9. Auxiliary Services

10. Certificated Personnel Administration

11. Non-Certificated Personnel Administration

12. School Facilities

13. Business Administration.

Other guides for the manual were offered by Crump and Alcorn:

1) Organization of the board of education
2) educational philosophy
3) school organization and personnel
4) instruction
5) school-community relations 202
6 ) business and operational procedures.

Phay and Winslow offered this classification system for board 

policy and school law:

1. School D istrict Organization
2. School Board Operations
3. Community Relations
4. School Administration
5. Pupils
6 . Instructional Program
7. Employees
8 . Business and Fiscal Management
9. Educational Agencies

10. New Construction.^"^

Knezevich analyzed that policy statements should contain

these aspects:

1. Legal status, functions, organization, and ethical conduct of
the board of education.

2. Selection, retention, and duties of the chief executive o ff i
cer or superintendent of schools.

3. Relations among personnel in the school system.

POP
G. L. Crump and Roy A. Alcorn, ^'Written Board Policy— 

Guidelines for Better Administration," American School Board Journal 152 
(April 1966): p. 9.

^^^Phay and Winslow, "School Board Manual of Policy and Law,"
p. 29.
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4. Scope and quality of the instructional program and school 
service within the system.

5. Function and operation of the school food services.
6 . Procedures and other aspects of budgeting, accounting, 

auditing, and management of school property.
7. Operation of the pupil transportation system.
8 . Selection, retention, and other matters related to the pro

fessional personnel.
9. Identification, admission, promotion, discipline, e tc ., of 

pupils. 204
10. Public relations.

Wilson claimed that policies should be concerned with the:

Board's role in school operations 
Purposes of the curriculum
Roles of the superintendent, principals, teachers (not defi
nitions to the total educational effort)
Type of teacher desired for employment and retention (may 
have been covered in previous policy statement on the role 
of teachers)
Purpose, protection, and use of physical fa c ilitie s
The business and financial function
Communications—internal and external
Pupil behavior in terms of desired outcomes
Food services
Pupil transportation
Desired pupil achievements
Evaluation of school system and its  components
Internal decision-making.205

On policy matters, Nicita formed eight sections: Adminis

tration, Business and Noninstructional Operations, Instruction, Per

sonnel, Students, Community Relations, Internal Board Policies, and

By-laws of the Board.
207Magoulas listed these areas:

1. School Board.

2. Administrative Organization.

^^^Knezevich, Administration of Public Education, p. 215. 

^^^Wilson, School Board Policies, p. 27-28.

^^^Nicita, "Complete Policy Revision in Twelve Months," p. 19. 

^^^Magoulas, "Content of Board Policy Handbook," p. 17.
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3. Instructional Personnel.

4. Non-instructional Personnel.

5. Instructional Program.

6 . Pupil Personnel Administration.

7. Auxiliary Services.

8 . Financial and Business Management.

9. School-Community Relations.

10. Rules and Regulations.

According to Tuttle, however, there are certain areas of 

policy making which should be considered:

1. General policies.
2. Personnel policies.
3. Policies on the educational, program.
4. Legal requirements.
5. Other areas.^08

Ashby wrote that policies provide a basis for operation, 

covering the vast variety of tasks which a board must assume. The 

following l is t  is suggestive but not a ll inclusive:

1. General organization and operation of the board.
2. Delegation of duties with a clear distinction between policy 

making and administration.
3. Providing for a suitable educational program, hopefully one 

which clearly exceeds the minimum requirements of the state.
4. Provisions relating to financing.
5. Provisions relating to staffing, including salary guides,

working conditions, fringe benefits, employment procedures.
6 . Provisions relating to board-staff relationships.
7. Provisions relating to the provision of adequate housing,

maintenance, and instructional materials.
8 . Provisions for budgeting—an educational plan, a financing 

plan, and a spending plan.
9. Provisions relating to public relations and program inter

pretation. 209

pno
Tuttle, School Board Leadership in America, p. 40. 

^^^Ashby, Effective School Board Member, p. 70.
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Eggert outlined these policies as important to boards of

education:

General Administrative Policies
I .  Noninstructional Personnel

I I .  Transportation
I I I .  Finance
IV. Miscellaneous 

Instructional Personnel
V. Teachers

VI. Pupil Personnel 
Special Serviceŝ ^O

D istricts, big or small, stated Brodinsky, need a wide range

of policies. Specifically mentioned were:

Instruction; personnel (teaching and nonteaching); student rela
tions; general administration, including relations between board 
and superintendent; fiscal and business management; development 
of physical plant and fa c ilitie s ; community relations; and poli
cies and procedures for organizing and operating the board i t 
se lf, its  committees, and its  meetings.

An artic le  in the American School Board Journal noted eleven

areas that should cover every aspect of school system operations:

1. Personnel.
2. Students.
3. Instruction.
4. Community.
5. Facilities planning.
6 . Support services.
7. Fiscal affairs.
8 . School board prerogatives.
9. School administration.

10. Educational philosophy. «i?
11. Relationship to other organizations.

W illis recommended ten subdivisions: "educational philoso

phy; school organization; board of education; administration; business

^^^Eggert, "School Boards Need Written Policy," p. 29.
P11

Brodinsky, How A School Board Operates, p. 30. 

^^^Betchkal, editor, "How to Make Your Policies Work for
You," p. 37-38.
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and operational procedures; certificated personnel; noncertificated
213personnel ; students; instruction; school-community relations."

Sullivan outlined seven major policy areas:

I .  Relationship of School Board to State and Local Government.
I I .  Bylaws of the Board of Education.

I I I .  Administration.
IV. Personnel.
V. Pupil Personnel.

VI. Funds and Budget.
V II. Transportation.214

Jordan and Walton listed these headings for policy:

Board of school trustees
Administration
Teachers
Students
Noninstructional personnel 
Instruction
School-community relations 215 
Finance and business management

Seawell noted 14 common major areas of content that should be

included in a comprehensive, written policy manual :

(1) Philosophy of the school system.
(2) By-laws of the school board.
(3) Executive service (qualifications, appointment, function,

and duties of the superintendent of schools and assistants).
(4) Supervisory and consultative services.
(5) Administrative services.
(6 ) Personnel policies.
(7) The teaching personnel.
(8 ) The nonteaching personnel.
(9) Pupil personnel.

(10) Organization of the schools.
(11) School building services.
(12) Business services.

^^^Harris, editor, "An Interview with Robert W illis and W. A. 
Shannon," p. 73.

^^^Sullivan, "Written Board Policies," p. 15.

^^^Jordan and Walton, "A New Approach to Developing School 
Board Policies," p. 9.
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(13) Auxiliary services (transportation, teaching materials, 
depositories, e tc .). pig

(14) Patrons and community relations.

Dickinson emphasized the need to acknowledge state and fed

eral laws and regulations when he said:

State laws and federal guidelines often detail the how, whom, 
where and when as well as the what and the why. Yet such edicts 
are 'mandated policies,' and they should be acknowledged as 
such in local board policy m a n u a l  s . 217

Hooker agreed with this stating, "School trustees must make
218every effort to maintain school policies which reflect current law."

Sources of Information 
219Dr. Jim Harmon suggested that as an in it ia l step in the

identification phase of the codification process, the minutes of the
220board of education should be read. Eggert insisted on a review of

earlier board minutes to draw out basic policy now practiced. Willis

argued, "The f irs t  thing would be to have someone review the minutes
221of the board for as many years back as seems material."

^^^Seawell, "Use of Written Board Policies," p. 29. 

^^^Dickinson, "Process of Developing Written School Board
Policies," p. 17.

^^^Hooker, "Policy Development: An Overview," p. 9.

^^^Jim Harmon, "Use Formet to Codify Policies," American 
School Board Journal 153 (December 1966): p. 59.

^^^Eggert, "School Boards Need Written Policy," p. 29.

^^^Harris, editor, "An Interview with Robert Will is and W. A. 
Shannon," p. 45.
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22?A similar attitude was promoted by Hooker, who wrote that 

school board policies exist in the minutes of board meetings where 

there is an absence of an organized, maintained policy manual. As a 

consequence, the f irs t  effort must be a complete analysis of board

actions prior to the publication date of the board policy book.
223Dickinson fe lt  that searching a ll important school dis

t r ic t  documents for information relative to administrative procedure 

or policy, and identifying both implied and explicit rules and poli

cies, were two important ground rules for establishing written policy 

guidelines.
224The American School Board Journal printed that before con

sidering a policy overhaul, i t  is important for school boards or their
225employees to check board minutes for implicit policies. Hamlin 

pointed out that in the minutes of the meetings of most boards of edu

cation there are scattered policy items.
nor

Smith and Smittle estimated many things which are or 

should be policy w ill be revealed in a review of the board's actions 

taken over a period of years. Doubtless some of the policies are 

buried in obscure file s , correspondence, contracts, minutes, records

222Hooker, "Policy Development: An Overview," p. 6 .
223Dickinson, "Process of Developing Written School Board 

Policies," p. 20.

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 35.

^^^Hamlin, Public and Its Education, p. 84-85.

^^^Smith and Smittle, Board of Education and Educational 
Policy Development, p. 8-9.
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and rulings pertaining to school board decisions, or hidden among

notes, making the search slightly d iffic u lt, according to the American
227School Board Journal.

Phay and Winslow divulged the idea that policies w ill be 

found primarily in the board minutes, but some policies will be found 

in administrative regulations, school handbooks and manuals, and un

written school practices. One must begin by examining the board min

utes and move backward from the most recent, and identify the policy 

decisions found in them. The following was also suggested as sources 

of information:

!.. State constitutional provisions.
2. Applicable federal statutes (Occupational Safety and Health

Act, Civil Rights Act of 1964, ESEA, NDEA, e tc .).
3. Federal regulations and guidelines (EEOC guidelines; HEW

guidelines; wages and hours section of the Fair Labor Stand
ards Act, e tc .).

4. Important statutory sections.
5. Special legislative acts.
6 . State Board of Education policies.
7. Department of Public Instruction regulations.
8 . Regulations or statutes administered by other state agen

cies—such as the statutes on the investment of surplus funds 
from the Local Government Commission.

9. Court decisions in which the d istric t was a party or that 
directly affect the unit, gpg

10. Attorney General' s opinions.
pOQ

Sullivan aspired to write policies on cards, referring to 

"minutes" books and policy handbooks from other schools.

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 37.

^̂ ®Phay and Winslow, "School Board Manual of Policy and Law,"
p. 2 8 -3 0 .

^^^Sullivan, "Written Board Policies," p. 15.
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230In Reeve's opinion, to determine what should be included 

in the regulations and rules of a school system, one should f irs t  study 

the minutes of the board for a number of years in the past and compile 

a ll adopted rulings and policies s t i l l  in force. Also, general poli

cies should be formulated from the board's past decisions on particu

lar cases, and these should be combed for desirability.

Suggestions from board members, employees, and other inter

ested persons are another source of material for regulations and rules. 

Ideas for regulations and rules can also be appropriated from codes

used in other school systems.
231Michael Stramag1ia enforced the proposition that hoard 

policy is not just what the local school d istrict develops. Policy 

also consists of the appertinant state's Office of Education regula

tions and rules, as well as federal regulations and rules, statutory 

law, and rules interpretations. All these are a point from which 

local boards must begin. Stramaglia further pushed to get a ll data 

already printed, then go through board minutes, board policy manuals, 

administrative memoranda, contracts with staff, employee handbooks, 

and a ll other school publications which might contain policies or 

fragments of policies.
pop

Brodinsky noted that the courts, federal law, federal 

guidelines, and the state government are an unending source of policy

pon
Reeves, School Boards: Their Status, Functions, and Acti

v ities ," p. 176-177.

^^^Boggs, "Development of School Board Policies," Michael J. 
Stramaglia, Panelist, p. 26-27.

^^^Brodinsky, How A School Board Operates, p. 31. 33. 34.
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for the local d is tric t. He also stated policies may be part of min

utes going back several years. He further believed policies may be 

scattered in negotiated contracts with teachers, faculty handbooks, 

releases issued to the press, and in regulations and rules issued by

the administration.
233Wilson suggested use of a comprehensive survey instrument

which aims to determine the views of board members on a ll matters for

which policies w ill be developed. Each member is asked to respond to

each item outside the board meeting so he may think through his own

attitudes in an unhurried fashion. The responses are tabulated, a

summarizing report of the replies to each item is given to the board,

and discussions begin.

Spanier advised a search of:

Minutes of a ll public meetings.
Minutes of a ll Board work sessions.
All passed resolutions.
All old and present policies as written.
The Teacher's Manual.
The Student Handbook.
The written Administrative Rules of D istrict operation.
The report of any Citizen's Advisory Committees (similar to 
a 'white paper' on school operation, with detailed recom
mendations, written entirely by D istrict citizens).
Any and a ll other documents on f i le  that are open to public 
use, including state required policies, and other mandated, 
suggested, and recommended policies.

poc
Nicita recommended searching documents such as collective 

bargaining arrangements, existing board policies and five years of 

past board meeting minutes.

^^^Wilson. School Board Policies, p. 33.

Gerald Spanier, "The Policy Project," The New Jersey 
School Leader 4 (March/April 1976): p. 16.

^^^Nicita, "Complete Policy Revision in Twelve Months," p. 19.
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The AASA and NSBA promoted pulling together materials and 

records which w ill help the board of education learn where i t  stands 

and where i t  must begin work. Their outline said to: "List problems 

which should be covered. Review the minute book. Study what other 

boards have done. Consult studies and writings of others. Check on
poc

established practices. Solic it suggestions from the school staff."

Tuttle observed:

Often, surprisingly, most boards find a body of policy already 
established as a result of commulative action on specific cases, 
and embodied in the minutes of past board meetings. In addi
tion to its own minutes, a school board seeking to prepare a 
set of written policies may sometimes secure helpful suggestions 
from a study of written policies of other boards of education, 
from a review of publications and reference literature from its  
State Department of Education and state school boards associa- 
tion.237"

A study conducted in Virginia by Seawell revealed the follow

ing methods used by boards of education in determining the content of 

policy manuals:

1) Searched the o ffic ia l, recorded minutes of the board and
excerpted a ll specifically-stated policies of the board

2) Searched the o ffic ia l, recorded minutes of the board and
developed statements of policies implied by consistent 
action on similar problems

3) Studied the constitution of Virginia, the Acts of the Gen
eral Assembly, and regulations of the State Board of Edu
cation and included such provisions relating to school 
operation as were necessary in the local written state
ment of policies

4) Studied manuals of written school board policies of other
school operations as were necessary in the local written 
statement of policies

^̂ ÂASA and NSBA, Written Policies for School Boards, p. 11-13.
007

Tuttle, School Board Leadership in America, p. 38.
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5) Surveying local school personnel, board members, and patrons 
for suggested areas that should be included in the local 
written policies

6 ) Conducted community surveys to determine what the local 
communities expected from the schools as bases for deter
mining policy

7) Conducted community surveys to determine the practical phil
osophy, mores, and customs of the school community as back
ground for development of policy

8 ) Studied professional literature and used areas more commonly 
treated as bases for choosing areas to be included in the 
local, written policy statements.238

239Stapley found that the book of minutes of each school 

board contains many statements of policy, although they may not be as

sembled, well expressed, or consistent. These records reveal the 

operating philosophy of the board. The in itia l step, then is to gather, 

classify, and analyze the established policy as set forth in the min

utes.

Frequently the administrative codes developed by the staff 

are completely unknown to the board. Over the years the school accumu

lated a formidable set of directives for its  operation. These direc

tives are preserved in binders in the central office. These, too, 

should be examined in the process of developing a statement of policy 

for board adoption.

The American School Board Journal concluded that the basic 

sources in which explicit and implicit policies are likely  to be found 

are:

a. The current board policy manual ( i f  one exists in the dis
t r ic t ) ;

b. The current book of administrative rules and procedures;

^^^Seawell, "Use of Written Board Policies," p. 20-21.
poq

stapley. School Board Studies, p. 55.
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c. Board minutes since  (your board should decide how far
back to go; the last two years should be sufficient unless 
there is a benchmark date such as a d is tric t reorganization 
or consolidation);

d. Current compensation guide and contract with both profes
sional and non-professional employees of the school d istric t;

e. Currently active administrative memorandums ;
f .  Current annual budget document (especially i f  i t  is a pro

gram budget incorporating the d is tric t's  goals and objec
tives);

g. Teacher and student handbook(s);
h. Board-approved staff committee reports and similar documents;
i .  Board-approved citizens advisory and consultant reports ;
j .  Board-approved cooperative agreements with other d istricts ,

federal projects, and foundations...; 
k. Board-approved building program and educational specifica

tions;
1. Copies of superintendent's and staff contract forms...;
m. Purchasing guides, requisition forms and purchase orders;
m. The d istric t's  emergency operating procedures;
0 . School Calendar;
p. Use-of-school-facility forms ;
q. Organization charts:
r . Job descriptions.

Distribution of Policy Manuals 

In distributing copies of the final written policies,
241Radke fe lt  the practice would vary depending upon the size of the 

school d is tric t. In a small town, the problem of distribution is con

siderably different than in a large metropolitan area. She suggested 

in small d istric ts , with a smaller manual, copies may be offered to 

anyone who wanted i t .  Large districts may want to have copies in each 

school building, a copy in the public library, and an abridged copy of

^^^Betchkal, editor, "How to Make Policies That Save You 
Money and Misery," p. 37.

pA1
Jerome W. Harris, editor, "How to Minimize Board-Superin- 

tendent Conflict, An Interview with Helen Radke," School Management 4 
(July 1960): p. 77.
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policy provided for a ll employees. In addition, she suggested giving 

copies to service clubs and PTA presidents.
242In order to avoid problems, said Johnson and Hartman,

school employees should have copies of the rules. Certainly, as
243pointed out by W illis and Shannon, every school teacher and every 

employee of the school system should receive a copy. They also stated 

the PTAs and newspapers should have copies.
244Further, the American School Board Journal showed that

copies of the complete policy manual should remain in the possession of

administrators, building principals, employee union representatives,

school board members, school and public libraries and the local media. 
245Hughes said a ll employed personnel should have access to policies in 

easily read handbooks.
OACi

The National School Boards Association wrote that i t  should 

be a general rule to make i t  easy for anyone in the community—parents, 

students, teachers, the press, critics , public o ffic ia ls—to have ac

cess to administrative rules and board policies.

242Johnson and Hartman, School Board and Public Relations,
p. 51.

^^^Harris, editor, "An Interview with Robert W illis and W. A. 
Shannon," p. 74-75.

^^^Betchkal, editor, "How to Make Your Policies Work For 
You," p. 39.

P. Hughes, "Revising Board Policies," American School 
Board Journal 144 (June 1962): p. 16-17.

^̂ ^NSBA, School Board Policy Development for the '70s, p. 12.
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247Sullivan would distribute the total handbook for place

ment in teachers' rooms, administrative offices, and in the headquar

ters for transportation, cafeteria, and custodial personnel.
248Brodinsky advised offic ia l texts of policies be placed in 

loose-leaf policy manuals kept in each school building and in the cen

tral office.
249Johnson noted that policies should be made available to

250
all who are concerned. Matthews fe lt  each school board should have 

written bylaws published in a special publication and available to the 

public, school employees, and school board.

The AASA and NSBA noted:

People who have business of any kind with the school board—teach
ers, pupils, parents, citizens of the community—need to know on 
what basis the board is acting, what its policies are with regard 
to matters that involve them.’ ^̂

252Wilson stated that not only should every employee of the 

d is tric t—certificated and noncertificated—have a copy available, but 

copies should also be made available to each local power force of the 

dis tric t. He recommended the policies, in their entirety, be published 

in the local newspapers at the time of the original adoptions, and 

again prior to each school board membership election.

p. 43 .

^^^Sullivan, "Written Board Policies," p. 16.
2dftBrodinsky, How A School Board Operates, p. 33.

^^^Johnson, "Developing Certified Personnel Policies," p. 17. 

^ *̂^Matthews, "Differentiate Between 'Rules' and 'Policies'

^̂ ÂASA and NSBA, Written Policies for School Boards, p. 19. 

^^^Wilson, School Board Policies, p. 32.
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oco
Phay and Winslow stated the board attorney and the super

intendent w ill each need a complete set of policies. A third set 

could be placed somewhere accessible to the public such as in the 

school library. Principals and board members should have sets that 

include administrative regulations and board policies.

Firth summated:

I t  is considered desirable for various school personnel to be 
provided with handbooks which sum up information of special in
terest to each group, that is , a handbook for teachers in a 
certain school, one for custodians, another for clerical help, 
and so on. Certain policies of the board and regulations and 
operational procedures adopted by the superintendent are of im
mediate and personal concern to teachers and undoubtedly should 
have a place in their h a n d b o o k . 254

Maintenance of Policy Manuals

According to Shannon, "After they have been manually incor

porated, effective written school board policies should have adequate
p e c

provision for review and amendment." Plus, he fe lt  i t  is also good 

practice to require a formal review of board policies by the school 

board once each year.
pec

Crump and Alcorn advised the board to set aside at least 

one fu ll meeting a year for the review and revision of policy state

ments .

p. 32.
^^^Phay and Winslow, "School Board Manual of Policy and Law,"

^^^Firth, "Use Board Handbook for Policy and Rules," p. 46.

^^^Shannon, "Effectiveness of Written School Board Poli
cies," p. 5.

^̂ ^Crump and Alcorn, "Written Board Policy—Guidelines for 
Better Administration," p. 51.
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Brodinsky promoted that development and maintenance of w rit

ten policies are correspondent. He wrote, "School board policy develop

ment is a process, not a project. I t  is a continuum of actions, opera-
257tions, and decisions that never ends "

258The Minnesota School Board Journal ordained the manuals

be returned to the central office for thorough updating by the policy
259coordinator once a year. Phay and Winslow cautioned that i t  is es

sential to keep the policies up to date and to add new administrative 

and statutory law. A s ta ff person from the central office, probably 

the compiler of the manual, should be responsible for reviewing each 

new set of board minutes to extract new policy decisions and add them

to the proper place in the manuals.
250Knezevich pointed out that occasionally the new board mem

ber or superintendent w ill unwittingly ignore or violate an adopted 

policy. This could touch off a conflict whose ultimate resolution

would be harmful to the d is tric t as a whole. The probability of such
251

errors can be reduced with an annual review of policies. Harmon 

claimed that regulations, rules and policies of a board of education 

should be reviewed yearly by board and staff members.

257Brodinsky, How A School Board Operates, p. 34.
258Minnesota School Boards Association, "How to Make Your

Policies Do What You Want," p. 19 

p. 32.
^^^Phay and Winslow, "School Board Manual of Policy and Law,"

^^^Knezevich, Administration of Public Education, p. 228-229. 

^^^Harmon, "Use Format to Codify Policies," p. 59.
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2fi2Toward upkeep, Radke stated a ll policies are, or should 

be, subject to regular revision and review. "Even though policies may 

be incorporated and written," W illis noted, "they are always subject to 

change and to review. In fact, they should be given periodic reviews 

by the board.

Similarly, Harmon wrote:

Policy must be reviewed annually by the board and staff members 
and revised to whatever extent necessary. One person—typically 
the clerk of the board—must be assigned the task of maintaining 
a master copy of the manual that w ill be kept up to date at a ll 
times. Each year, additions and changes recorded on this copy 
must be o ffic ia lly  approved by the b o a r d . 264

The review of literature indicates the process and the com

ponents which should be included in developing school board policies. 

Chapter I I I  is an explanation of An Operational Model for the De

velopment of School Board Policies, which is based on processes and 

components identified in this chapter.

2fi2 Harris, editor, "How to Minimize Board-Superintendent 
Conflict, An Interview with Helen Radke," p. 38.

‘'“'^Harris, editor, "An Interview with Robert E. W illis and 
W. A. Shannon," p. 44.

2fid
Harmon, "How to Succeed in School Administration Without 

Really Trying," p. 179.



CHAPTER I I I

AN OPERATIONAL MODEL FOR THE DEVELOPMENT 

OF WRITTEN SCHOOL BOARD POLICIES 

This chapter is devoted to the formulation of a model for 

developing written school board policies. The model is organized 

around the essential components identified in the literature survey 

and reported in Chapter 11.

Components and Sub-Components 

The seven components identified for incorporation in the 

model are the: (1) board of education, (2) superintendent, (3) policy 

draft writer, (4) superintendent's s ta ff, (5) data base, (6 ) codifica

tion system, and (7) distribution system.

Six sub-components were identified. These are: (1) employee 

groups, (2) board attorney, (3) readability committee, (4) community 

groups, (5) committees A-L, and (6 ) reading and review committee.

The components and their relationships are discussed and the 

complete model is graphically displayed at the end of this chapter.

Board of Education

The board of education, legally the controlling body for a 

school d is tric t in Oklahoma, has the following functions: (1) to make

82



the commitment to develop a set of board policies, (2 ) to adopt a 

codification system for the d is tric t, (3) to delegate to the superin

tendent the responsibility and authority to develop proposed policies 

for the board of education, (4) to employ a policy draft writer,

(5) to give direction on what to include in policy statements, and

(6 ) to adopt policies for the school d istric t.

Superintendent

The superintendent, as chief executive officer of the board 

of education, has a key role in the process of developing board poli

cies. The superintendent's functions are to: (1) recommend the ap

pointment of a policy draft writer for employment, (2 ) provide neces

sary resources in the policy development process, (3) appoint d istric t 

personnel to assist in the development of proposed policies, (4) pro

vide overall coordination in the policy development process, (5) act 

as the liaison between the board of education and the other components 

in the model, and (6 ) evaluate a ll proposed policy statements and rec

ommend adoption by the board.

Policy Draft Writer

The policy draft writer, employed by the board, and working 

directly for the superintendent, has five distinct functions. These 

include: (1 ) primary researcher for proposed board policy statements,

(2) technical writer and editor, (3) liaison between a ll components 

in the model except the superintendent and board, and the supinten- 

dent and his s ta ff, (4) coordinator between a ll components in the model

83
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except the superintendent and board, and the superintendent and his 

sta ff, and (5) proper codification and distribution of a ll policies 

adopted by the board.

Superintendent's Staff

The superintendent's s ta ff, reporting directly to the super

intendent, functions in the model as major advisors to the policy 

draft writer and the superintendent as to the relevance and correct

ness of proposed policies. The staff also has the responsibility for 

ensuring proposed policies are consistent among major organizational 

divisions in the d istric t.

Data Base

The data base is an important component since i t  serves as a 

basis for information to be included in proposed policy statements.

The various sub-components included in the data base are: (1) federal 

statutes, (2) state statutes, (3) federal regulations, (4) state regu

lations, (5) federal court orders, (6 ) federal court decisions,

(7) state court decisions, (8 ) state attorney general opinions,

(9) school board minutes, (10) d is tric t department handbooks, (11) dis

tr ic t  memoranda, (12) community mores, needs, and pressures, (13) edu

cational administration litera ture , (14) other professional literature , 

(15) EPS/NSBA materials, (16) collective bargaining agreements, and 

(17) other school d istricts ' board policy manuals.

Codification System

The codification system operates as a storage and retrieval 

component in the model.
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Distribution System

The distribution system provides for dissemination of board 

policy manuals to the board of education, superintendent, superinten

dent's s ta ff, board attorney, employees, community groups, students, 

patrons, and interested parties.

Employee Groups

Employee groups, as a sub-component to the policy draft 

writer, serve as a reviewing committee for proposed policies. They 

also serve as a source of information for proposed policies.

■Board Attorney

The board attorney, as a sub-component of the board, serves 

in an advisory capacity to the board and the superintendent on matters 

requiring legal interpretation.

Readability Committee

The readability committee, as a sub-component of the policy 

draft writer, has the responsibility of recommending proper reading 

levels for proposed policy statements and reviewing selected policies 

to ensure reading levels of the policies do not exceed the recommended 

leve l.

Community Groups

Community groups, as a sub-component of the policy draft 

writer, function in an advisory capacity to ensure community mores 

and needs are properly represented in proposed policy statements.
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Resource Committees A-L

The committee organization is based on the EPS/NSBA policy 

system and includes a coiranittee for each policy category. The commit

tees are as follows: (A) Foundations and Basic Commitments, (B) School 

Board Governance and Operations, (C) General School Administration,

(D) Fiscal Management, (E) Support Services, (F) Facilities Develop

ment, (G) Personnel, (H) Negotiations, ( I )  Instruction, (J) Students, 

(K) School-Community Relations, and (L) Education Agency Relations. 

Each committee is responsible for providing the policy draft writer 

with appropriate data for inclusion in proposed policies, reviewing, 

and recommending changes in proposed policy statements.

Reading and Review Committee

The reading and review committee, selected by the superin

tendent from the major organizational divisions in the d is tric t, func

tions as a sub-component and advisor to the policy draft writer. The 

major functions of the reading and review committee include: (1) re

viewing a ll proposed policies for completeness and accuracy, (2) rec

ommending additions to proposed policies, and (3) recommending dele

tions to existing policies.

Component Relationship 

Figure 1 depicts six of the major components and six sub

components and their relationships. The policy draft writer component 

also serves as the point for codification and distribution. As shown 

in Figure 1, the broken lines indicate a flow of communication between 

components, whereas, the dotted lines indicate authority between
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components. The lines of authority in the process of developing poli

cies generally follow the same lines of authority as in the organiza

tional structure.

Figure 2 depicts the seventh major component, the distribu

tion system.

Policy Development Process

The process for the development of policies is graphically 

depicted in Figure 3. All components identified earlier in this chap

ter are discussed and graphically displayed.

The policy draft writer, after accessing the data base and 

communicating with the appropriate resource committees, employee 

groups and community groups, formulates a proposed policy. This is 

depicted as Process 1.0. This process also includes a review by the 

readability committee and the reading and review committee.

Decision 1.0 indicates the concepts included in the proposed 

policy have been reviewed by the appropriate committees and a decision 

is made to refine the policy statement. Preparation 1.0 indicates the 

process of refining the proposed policy statement. Document 1.0 is 

the proposed policy statement.

The proposed policy statement is forwarded to the superin

tendent's staff for review and evaluation. This review is depicted 

as Process 2.0. The superintendent's staff reviews the proposed 

policy statement and either approves the statement and forwards the 

statement to the superintendent or requests the policy draft writer to 

do additional research and/or writing on the proposed policy. This
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is depicted as Decision 2.0. I f  the policy is acceptable to the 

superintendent's s ta ff, i t  is forwarded to the superintendent.

I f  the policy is rejected, the proposed policy statement is 

returned to the policy draft writer, depicted as Recycle 1.1. The 

policy draft writer will take recommendations made by the superinten

dent's staff and w ill again involve the appropriate committees. This 

is depicted as Process 1.1. Preparation 1.1 represents the process of 

preparation of a refined proposed policy statement, and Document 1.1 

represents the refined document which is again submitted to the super

intendent's s ta ff. This recycling process continues until the super

intendent's staff is satisfied with the contents of the proposed policy 

statement.

Process 3.0 represents the superintendent's review and eval

uation of the proposed policy. Decision 3.0 depicts the superinten

dent's decision to accept or reject the proposed policy statement. I f  

the proposed policy statement is acceptable to the superintendent, i t  

is forwarded to the board of education. I f  the proposed policy state

ment is rejected by the superintendent, i t  is returned to the policy 

draft writer, depicted as Recycle 1.2. A rejection of the proposed 

policy statement dictates the policy draft writer again seek advice 

from the appropriate committees, represented by Process 1.2. Prepara

tion 1.2 represents the process of developing a refined proposed 

policy statement. Document 1.2 represents the refined proposed policy 

statement which is again submitted to the superintendent for his re

view and evaluation. This recycling process continues until the super

intendent is satisfied with the proposed policy statement and i t  is



92

forwarded to the board of education. The broken line in Figure 3, be

tween the superintendent and the board attorney, shows the superinten

dent may request a review of proposed policy statements for consis

tency with state and federal statutes and regulations.

Process 4.0 represents the board's review and evaluation of 

the proposed policy statement. Decision 4.0 depicts the board's de

cision to accept or reject the proposed policy statement. I f  the pro

posed policy statement is acceptable to the board, i t  is adopted and 

becomes a board policy, depicted as Document 1.4. I f  the proposed 

policy is not acceptable, i t  is returned to the policy draft writer, 

as depicted by Recycle 1.3. A rejection of the proposed policy state

ment by the board requires the policy draft writer to seek advice from 

the appropriate committees. This is depicted as Process 1.3. Prepa

ration 1.3 represents the process of developing a refined proposed 

policy statement which is submitted to the superintendent for his 

review and evaluation. The superintendent makes a decision to accept 

or reject the proposed policy statement, represented by Decision 3.0.

I f  the superintendent accepts the proposed policy statement, i t  is 

again forwarded to the board for its  consideration. This cycle con

tinues until the board is satisfied with the proposed policy statement 

and is adopted and becomes a board policy, as depicted by Document 1.4.

The broken line between the board and the board attorney in

dicates the board may request proposed policy statements be reviewed 

for consistency with state and federal statutes and regulations.

The board policy is returned to the policy draft writer for 

codification and distribution. This is depicted as Process 5.0. After
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the policy is codified, i t  is prepared for distribution (Preparation 

2.0) and the final document (Document 2.0) is ready for distribution. 

The distribution, depicted by the dash-dot line in Figure 2, is made 

to employee groups, the board of education, superintendent, super

intendent's s ta ff, community groups, and board attorney.

The dash-dot line in Figure 4 from Document 2.0 to the data 

base shows a policy becomes a sub-component of the data base when i t  

is adopted by the board.

Figure 4 graphically displays the complete model for the de

velopment of written school board policies.

This chapter explains the essential components, their rela

tionships, and the process for developing written school board poli

cies. Chapter IV is an explanation of the use of the model to de

velop a set of written school board policies for a large school dis

t r ic t .
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CHAPTER IV

USE OF THE MODEL FOR THE DEVELOPMENT OF A SET OF WRITTEN 

SCHOOL BOARD POLICIES FOR A SELECTED SCHOOL DISTRICT 

This chapter is devoted to an explanation of the process 

used to develop a comprehensive set of written school board policies 

for the Oklahoma City, Oklahoma, school system.

Each component in the model, as developed in Chapter I I I ,  is 

discussed in reference to its function. The components are the:

(1) board of education, (2) superintendent, (3) policy draft writer, 

(4) superintendent's s ta ff, (5) data base, (6) codification system, 

and (7) distribution system. Sub-components in the model include:

(1) employee groups, (2) board attorney, (3) readability committee,

(4) community groups, (5) committees A-L, and (6) reading and review 

committee.

Board of Education 

The board of education was responsible for deciding to de

velop a policy manual, adopting a codification system, employing a 

policy draft writer, and adopting, rejecting, or suggesting revisions 

in proposed policies. The board was also responsible for giving over

a ll guidance in what to include in policy statements.

The board made four decisions related to the development of

a policy manual in the summer of 1977. These decisions were to:

95
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(1) develop a policy manual, (2) adopt a codification system,

(3) adopt a policy on what should be included in a policy statement, 

and (4) employ a policy draft writer. The board also delegated the 

overall responsibility for developing proposed policy statements to 

the superintendent.

Appendix A contains a Table of Contents of policies adopted 

by the board of education.

Codification System

The board adopted the EPS/NSBA codification system and ap

proved expenditure of funds to become a member of the NSBA Educational 

Policy System.

Policy Statements

The board adopted the following policy statement:

The Board accepts the definition of policy set forth by the 
National School Boards Association:

Policies are principles adopted by the Board to chart 
a course of action. They te ll what is wanted; they 
may include why and how much. Policies should be 
broad enough to indicate a line of action to be fo l
lowed by the administration in meeting a number of 
problems; narrow enough to give clear guidance. Poli
cies are guides for action by the administration, who 
then sets the regulations to provide specific direc
tions to school d istric t personnel.

I t  is the Board's intention that its  policies serve as 
sources of information and guidance for a ll people who are 
interested in, or connected with, the Oklahoma City School 
D is tric t.1

^Adopted 8/26/77 by the Oklahoma City Board of Education.
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This policy statement gave direction to the superintendent 

and the policy draft writer as to the amount of detail that should be 

included in proposed policy statements.

Policy Draft Writer

Upon reconmendation of the superintendent, the employment of 

a policy draft writer was approved by the board.

Policy Manual

After each proposed policy was processed through the model, 

as discussed in Chapter I I I ,  a policy manual was developed and adopted 

by the board on December 19, 1979.

Board Attorney

The board requested, on occasion, the assistance of the 

board attorney on policy issues.

Superintendent

The superintendent performed six functions in the process of 

developing policy statements for the board. These functions were to: 

(1) recommend the employment of a policy draft w riter, (2) provide re

sources for the policy development process, (3) appoint d istric t per

sonnel to assist in the development of proposed policies, (4) provide 

overall coordination in the policy development process, (5) act as a 

liaison between the components of the model and the board, and

(6) evaluate a ll proposed policy statements and recommend adoption by 

the board.



98

Policy Draft Writer

The superintendent, in cooperation with the University of 

Oklahoma, recommended this writer to the board for employment as the 

policy draft writer.

Resources for the Project

The superintendent provided office space, secretarial sup

port, and other necessary supplies and equipment for the project. 

Additionally, monetary resources were provided for the policy draft 

writer to attend a seminar on policy development conducted by the Na

tional School Boards Association.

Appointment of D istrict Personnel to Assist in the Project

The superintendent informed school personnel of the project 

and notified each department to provide personnel to assist in provid

ing information for proposed policies and reviewing draft policies.

The superintendent also selected the reading and review committee.

Evaluation of Proposed Policies

The superintendent reviewed each proposed policy statement. 

The proposed policy statements were either accepted or rejected by the 

superintendent. Proposed policy statements that were rejected by the 

superintendent were returned to the policy draft writer for refine

ment. Those proposed policy statements accepted by the superintendent 

were forwarded, with a recommendation for adoption, to the board. As 

shown in Figure 3, the superintendent consulted with the board attor

ney when there was a question about the legality of a proposed policy 

statement.
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Policy Draft Writer 

The policy draft writer functioned as the liaison and coor

dinator between all the components in the model except between the 

superintendent and his staff and the superintendent and the board.

The policy draft writer also had the following specific functions:

(1) primary researcher for a ll proposed policy statements, (2) tech

nical writer and editor for proposed policies, and (3) codification 

and distribution of adopted policies.

The policy draft writer applied the model developed and dis

cussed in Chapter I I I  in carrying out his responsibility in the policy 

development process.

Primary Researcher

The policy draft writer had the responsibility for review

ing a ll pertinent literature related to the development of proposed 

policy statements. This review consisted of a study of the sub-com

ponents in the data base.

School Board Minutes. The policy draft writer reviewed a ll 

minutes of the board since 1967. Copies of a ll decisions were filed . 

These board decisions served as a basis for inclusion as proposed 

policy statements.

D istrict Department Handbooks. Department handbooks were 

reviewed and a ll directives included in the handbooks were copied 

and file d .

D istrict Memoranda. All available d is tric t memoranda were 

reviewed. Memoranda that were directive in nature were copied and 

filed .
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ESP/NSBA Materials. Policy statements from school districts  

throughout the nation were included in these materials. Those state

ments which seemed appropriate, as indicated for inclusion as proposed 

policies from the review of board minutes, department handbook, and 

distric t memoranda, were copied and filed . The administrator's refer

ence manual was also utilized for codifying the various adopted poli

cies.

Other D istricts' Policy Manuals. The policy draft writer 

contacted other school districts of similar size and requested and re

ceived a copy of their policy manuals. These manuals were reviewed 

and selected policy statements were copied and filed .

Educational and Other Professional Literature. Educational 

and other professional literature were reviewed by the policy draft 

writer before and during the preparation of proposed policy state

ments. This proved to be helpful in determining personnel to be in

cluded in the policy development process and what should be included 

in the policy manual.

Federal Court Decisions, Federal Statutes, State Statutes, 

Federal Regulations. State Regulations, Federal Court Orders, State 

Court Decisions, and State Attorney General Opinions. The policy 

draft writer reviewed state and federal statutes and regulations, 

state and federal court decisions, a federal court order, and state 

attorney general opinions. These proved to be useful as a guide for 

inclusion of proposed policy statements, and compliance with statutes, 

regulations, court orders, court decisions, and opinions. Selected 

documents were copied and filed .
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Community Groups. The policy draft writer met with parent/ 

teacher groups, and these groups were given the opportunity to recom

mend policy statements and changes in proposed policies. The policy 

writer also met with neighborhood associations to discuss proposed 

policy statements. Comments from these groups were documented and 

filed .

Collective Bargaining Agreements. The policy draft writer 

reviewed collective bargaining agreements between the board and the 

teachers' union, the collective bargaining agreement between the board 

and support personnel union, and the informal collective bargaining 

agreement between the board and building administrators. Specific 

areas were copied and filed  for reference.

Primary Technical Writer and Editor

After a review of the information obtained from the data 

base, the policy draft writer prepared proposed policy statements.

The concepts included in the proposed policy statements were based 

on information obtained from the data base.

The proposed statements were submitted to employee groups, 

resource committees, community groups and the readability committee 

for their review and recommendation. The proposed policy statements 

were refined, based on recommendation by employee groups, resource 

committees, community groups and the readability committee.

The refined proposed policy was forwarded to the reading and 

review committee. The reading and review committee reviewed the pro

posed policy statement for completeness and accuracy. The proposed 

policy statements were returned to the policy draft writer with
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recommendations for corrections, adding additional proposed policy 

statements, or deleting some proposed policy statements.

After considering recommendations by the reading and review 

committee, the proposed policy statements were further refined and for

warded to the superintendent's s taff. The superintendent's staff re

viewed the policy statements for accuracy and consistency among major 

divisions and either forwarded them to the superintendent with their 

approval or returned them to the policy draft writer for revision.

The superintendent evaluated a ll proposed policy statements 

approved by the superintendent's s taff. The superintendent either for

warded the proposed policy statements to the hoard for a recommendation 

of adoption or returned them to the policy draft writer for revisions.

The board reviewed each proposed policy statement and either 

adopted i t  as a policy or returned i t  to the policy draft writer for 

revisions.

Policies adopted by the board were returned to the policy 

draft writer for codification and distribution.

Data Base

The policy draft writer reviewed board minutes, federal 

statutes and regulations, state statutes and regulations, federal and 

state court decisions, federal court orders, state attorney general 

opinions, d is tric t department handbooks, d is tric t memoranda, community 

mores, educational administration manuals and other professional 

literature , ESP/NSBA materials, collective bargaining agreements, and 

other school d istricts ' board policy manuals.
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The data base served as the basic source of information for 

concepts that were included in the proposed policy statements.

Codification System 

The codification system served as a storage and retrieval 

system for information for developing proposed policy statements, pro

posed policy statements, and board adopted policies. The board 

adopted the codification system developed by the EPS/NSBA. The system 

consists of twelve areas which are: (1) Foundations and Basic Commit

ments, (2) School Board Governance and Operations, (3) General School 

Administration, (4) Fiscal Management, (5) Support Services, (6) Fa

c ilit ie s  Development, (7) Personnel, (8) Negotiations, (9) Instruc

tion, (10) Students, (11) School-Community Relations, and (12) Educa

tion Agency Relations.

Information was obtained from the data base, coded, and 

filed  under one of the twelve areas. The information was then re

trieved and used to develop proposed policy statements.

When the board adopted the policies, they were coded and 

filed  under the appropriate area.

A complete explanation of the codification system is in

cluded in Appendix B.

Distribution System 

After the policies were adopted by the board and returned 

to the policy draft w riter, they were codified and prepared for dis

tribution. The distribution, as suggested by the literature review, 

was extensive. A distribution system was developed that ensured each
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employee, student, patron, and interested party would have access to 

board policy.

A distribution l i s t  of policy manuals is included in Appen

dix C.

Superintendent's Staff 

The superintendent's staff reviewed each proposed policy 

statement for accuracy, relevance, and consistency among the major 

organizational divisions in the district. The staff served as an im

portant component in the development of proposed policy statements.

Employee Groups 

The literature states, as revealed in Chapter I I ,  that per

sons affected by policy statements should be involved in development 

of statements that affect them. Although all resource committees 

(A-L) had representation by the employee groups, a complete set of the 

proposed policy statements was given to the employee groups for their 

evaluation. Feedback from these groups was considered before presen

tation of proposed policies to the superintendent's staff and super

intendent.

Board Attorney 

The school board attorney was responsible for reviewing 

policies referred by the superintendent or the board of education.

The attorney was asked to review some of the proposed policy state

ments for consistency with state and federal statutes and rules and 

regulations. Suggested changes in proposed policy statements were 

forwarded to the policy draft writer.
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Readabi1i ty Committee 

A readability committee, composed of reading specialists, 

was appointed to review proposed policy statements and advise the 

policy draft writer on methods to analyze proposed policy statements 

for reading level. The readability committee established a reading 

level of grade six for proposed policy statements. After a set of 

policies was adopted by the board, this committee was dissolved.

Resource Committees A-L 

The resource committees were responsible for providing the 

policy draft writer with data for inclusion in proposed policy state

ments. They also reviewed, evaluated, and made recommendations for 

changes in proposed policy statements developed by the policy draft 

writer. After a set of policies was adopted by the board, this com

mittees was dissolved.

Reading and Review Committee 

A reading and review committee, appointed by the superinten

dent and representing the major organizational divisions in the dis

t r ic t ,  reviewed each proposed policy for accuracy. The committee ad

vised the policy draft writer to delete several proposed policy state

ments and combine a few of the proposed policy statements. Their 

recommendations were considered by the policy draft writer. After a 

set of policies was adopted by the board, this committee was dis

solved.
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Community Groups 

Community groups served as a source of information to the 

policy draft writer for the development of proposed policy state

ments that were consistent with community mores and needs. The policy 

draft writer distributed all proposed policy statements to community 

groups for their review and comment. Recommendations from these 

groups were included in proposed policy statements.

This chapter was devoted to an explanation of the use of the 

model to develop a set of written school board policies for a major 

school district.  Chapter V is devoted to a summary of the use of the 

model, conclusions and recommendations for further study.



CHAPTER V

SUMMARY, CONCLUSION AND RECOMMENDATIONS 

Summary

The purpose of this study was to devise a model for the de

velopment of written school board policies and to test the model by 

creating a school board policy manual for a major public school system.

The l iterature review presented in Chapter TI was organized 

around ten major areas: (1) Legal Status of School Districts and 

Boards of Education, (2) Rights and Responsibilities of Boards of 

Education, (3) The Need for Written Board Policies, (4) Characteris

tics of Policies, (5) Participants in the Policy Development Process, 

(6) Process for Developing Policies, (7) Major Areas to be Included 

in the Policy Manual, (8) Sources of Information, (9) Distribution 

of Policy Manuals, and (10) Maintenance of Policy Manuals.

From a review of li terature i t  was determined seven com

ponents and six sub-components should be included in the model for the 

development of written school board policies. The seven components 

identified are the: (1) board of education, (2) superintendent,

(3) policy draft writer, (4) superintendent's staff, (5) data base,

(6) codification system, and (7) distribution system. The six sub

components are: (1) employee groups, (2) board attorney, (3) read

abil ity committee, (4) community groups, (5) committees A-L, and

107
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(5) reading and review committee. The functions and relationships 

of the components were discussed and graphically illustrated in Chap

ter I I I .

The model was tested by implementing the model in the Okla

homa City, Oklahoma, school system, and a comprehensive set of school 

board policies was developed. The procedure used to develop the poli

cies was discussed in Chapter IV.

Conclusion

An operational model for the development of school board 

policies was developed based on a review of li terature. The model 

was tested by using the model to develop a comprehensive set of writ

ten school board policies for a major school district.  As a result, 

over 300 school board policies were adopted, codified, and imple

mented in the school district.  This is conclusive evidence that The 

Operational Model for the Development of School Board Policies, as 

developed in Chapter I I I ,  can be used by large school districts to 

develop school board policies.

Recommendations

Based on knowledge gained as a result of this study, the 

following recommendations are made for additional studies:

1. A study should be conducted in school districts of 

similar and different sizes to validate the effective

ness of this model.

2. A study should be conducted in cooperation with the 

state department of education to determine i f  the
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codification and retrieval system is feasible for or

ganizing state laws, rules, and regulations.

3. A study should be conducted to determine the extent of

board policy development by school districts in the 

state of Oklahoma.

4. A study should be conducted to develop a procedure for 

maintenance of school board policy manuals.

5. A study should be conducted to determine the extent

employee groups should be involved in the formulation 

of school board policies.

6. A study should be conducted to determine the extent 

community groups should be involved in the formulation 

of the school board policies.



APPENDIX A

TABLE OF CONTENTS OF WRITTEN SCHOOL BOARD POLICIES 

FOR THE OKLAHOMA CITY, OKLAHOMA, SCHOOL BOARD

Appendix A contains the Table of Contents of written school 

board policies, developed in this study, for the Oklahoma City Board 

of Education, Oklahoma City, Oklahoma. All policies were codified ac

cording to the codification system deveToped by the National School 

Boards Association.

Although the number of policies developed for the Board of 

Education exceed 300, the author admonishes readers to recognize 

that the policy manual is a dynamic document and is never complete.

The manual must continually be revised, depending on changes occurring 

in the local district.
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SECTION. A: FOUNDATIONS AND BASIC COMMITMENTS

Page

AA
AA-El

AB

ABA

ABB

ABC

AC

AC-Rl

AD

AE

AF

AFA

AFB

AFC/AFD

AFE/AFF

AFG

AG

AGA

School D i s t r i c t  Legal Status
Boundary of the Oklahoma City  School 

D i s t r i c t

The People and Their  School D i s t r i c t

Community Involvement in Decision Making 
(Also KC)

S ta f f  Involvement in Decision Making (Also 
GBB)

Student Involvement in Decision Making 
(Also JFB)

Equal O pportun i ty /Aff i rm at ive  Action (Also 
GBA, JB)

Equal O pportun i ty /Aff i rm at ive  Action -  
Administrat ive  Regulation

Educational Philosophy

School D i s t r i c t  Goals and Objectives

Commitment to In s t ru c t io n a l  Management

Evaluation of School Board Operation 
Procedures (Also BK)

Evaluation of Superintendent (Also CBG)

Evaluation of Employees (Also GCN/GDN)

Evaluation of Programs and Services (Also 
IM and EJ)

Use of Independent Evaluators

Accomplishment Reporting to the Public

Recognitions fo r  Accomplishment
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SECTION B: SCHOOL BOARD GOVERNANCE AND OPERATIONS

Page

BA Board Operational Goals

BB School Board Legal Status

BBA School Board Powers and Duties

BBAA Board Member Authority

BBB School Board Elections

BBBA Board Member Q u a l i f ica t io ns

BBBB Board Member Oath of Off ice

BBE Unexpired Term F u l f i l lm e n t

BBF School Board Ethics

BBFA Board Member C onf l ic t  of In te re s t

BCA Board Organizational Meeting

BCB Board Off icers

BCCA Clerk

BCCB Treasurer

BCCC Auditor

BCD Board - Superintendent Relat ionship

BCE Board Committees

BCG School Attorney

BCH Consultants to the Board

BD Board Meetings
BD-El Board Meeting Procedures

1 o f 3
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BDA

BOB

BDBA

BDBB

BDC

BDCA

BDDA

BDDC

BDDD

BDDE

BDDEB

BDDED

BDDF

BDDG

BDDH

BDDI

BDDK

BDE
BDE-Rl

BDE-R2

BDE-R3

BE

Regularly Scheduled Meetings 

Special Board Meetings 

Emergency Board Meetings 

Continued or Reconvened Meetings 

Executive Sessions 

Conference Sessions 

N o t i f ic a t io n  of Board Meetings 

Agenda Preparation and Dissemination 

Quorum

Rules or Order

Suspensions of Rules of Order 

Reopening an Issue 

Voting Method 

Minutes

Public P a r t ic ip a t io n  at Board Meetings 
(Also KD)

Media Services at Board Meetings (Also 
KBCC)

Reporting Board Meeting Business

Special Procedures for  Conducting Hearing 
Special Procedures for  Conducting Hearing 

(Procedures fo r  Informal Resolution of 
Complaints)

Special Procedures for  Conducting Hearing 
(Procedures fo r  Conducting Level One 
Meeting)

Special Procedures for  Conducting Hearing 
(Procedures for  Conducting Level Two 
Hearing)

School Board Work Sessions

2 o f 3
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BF Policy Development

BFAA D ef in i t io n  of Policy

BFC Pol icy Adoption

BFCA Board Review of Administrat ive Regulations
(Also CHB)

BFD Policy Dissemination
BFD-Rl Policy Dissemination - Administrat ive

Regulation

BFE Administrat ion in Policy Absence (Also CHD)

BFF Suspension of Pol ic ies

BFG Policy Review and Evaluation

BFGA Policy Manual Accuracy Check
BFGA-Rl Policy Manual Accuracy Check -

Administrat ive Regulation

BG Board-Staff  Ci

BHA Board Member i

BHB Board Member

BHBA School Board 
Workshops

BHC Board Off ice

BHD Board Member

BHE Board Member

BI School Board

BJ School Board

BJA Liaison with

BK Evaluation of
Proccedures (Also AFA)

3 o f 3
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SECTION C: GENERAL SCHOOL ADMINISTRATION

Page

CA Administrat ion Goals

CB School Superintendent

CBA Q u al i f ica t io ns  of Superintendent

CBC Superintendent's Contract

CBD Superintendent's Compensation and Benefits

CBE Superintendent's Development Opportunities

CBF Superintendent's Consulting A c t i v i t i e s

CBG Evaluation of Superintendent (Also AFB)

CCA Organization Chart
CCA-Rl Administrat ive Organization -

Administrat ive Regulation 
CCA-R2 Administrat ive Organization - Personnel

Services Division  
CCA-R3 Administrat ive Organization - Supervision

of Custodial S ta f f  
CCA-El Organization Chart - School Operations

Division
CCA-E2 Organization Chart - Planning, Research,

and Evaluation  
CCA-E3 Organization Chart -  Public Information
CCA-E4 Organization Chart -  Personnel Services

Div is ion
CCA-E5 Organization Chart - Educational Services

Divis ion
CCA-E6 Organization Chart -  Special Services

Department
CCA-E7 Organization Chart - Department of External

Funding
CCA-E8 Organization Chart -  Curriculum Services
CCA-E9 Organization Chart -  School Volunteer

Services Department 
CCA-EIO Organization Chart -  Business Services

Divis ion
CCA-Ell Organization Chart - Computer Services

1 o f 2
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CCA-E12 Organization Chart -  Graphic Services
Department

CCA-E13 Organization Chart -  School Plant Services
CCA-E14 Organization Chart -  Accounting Services
CCA-E15 Organization Chart -  Purchasing Department
CCA-E16 Organization Chart -  Department of Pupil

Transportation  
CCA-E17 Organization Chart -  Supply D is t r ibu t ion
CCA-E18 Organization Chart -  Central Food Services

CCB Line and S ta f f  Relations

CD Management Team

CF School Building Administrat ion
CF-R2 School Building Administration (Custodial

Overtime)
CF-R3 School Building Administration (School

Coordinating Council)
CF-R4 School Building Administration (Maintenance

Emergencies)
CF-El Organization of School Coordinating Councils
CF-E2 Mai ntenance Emergen i ces Per sonnel

CFA School Disruptions

CH Policy Implementation

CHA Development of Administrat ive Regulations

CHB Board Review of Administrat ive Regulations
(Also BFCA)

CMC Administrat ive Regulations Dissemination

CHCA Approval of Handbook and Direct ives

CHD Administration in Policy Absence (Also BFE)

CI Temporary Administrative Arrangements

CJ Administrat ive In tern Program

CL Administrat ive Reports

2 o f 2
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SECTION D: FISCAL MANAGEMENT

Page

DA Fiscal Management Goals

DB Annual Operating Budget
DB-Rl Annual Operating Budget (Planning the

Budget)

DBH Adoption of Budget

OBJ Budget Implementation

DBL School Building Budgets

DD State and Federal Aid E l i g i b i l i t y
Determination

DFA Revenues From Investments

DFC Grants and Gi f ts  From Pr ivate  Sources

DFD Rentals and Service Charges

DFH/DM Student A c t i v i t i e s  Funds Management (Also
IGDG)

DFH/DM-Rl Student A c t i v i t i e s  Funds Management -
( Index)

DFH/DM-R2 Student A c t i v i t i e s  Funds Management
(C o l lec t ion  and Remittance of Sales Tax)

DG Depository of Funds
DG-Rl Depository of Funds (External Funding)

DI Fiscal Accounting and Reporting

DIA Accounting System

DID Inventories

DIE Audits

DJA Purchasing Authority
DJA-Rl Purchasing Author i ty  (Tests and Books)
DJA-R2 Purchasing Author i ty  (Equipment and

Furnishings)

1 o f 2
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DJA-R3 Purchasing Authority  (New and/or Expanded
Programs)

DJA-R4 Purchasing Authority  (Purchasing Schedule)
DJA-R5 Purchasing Authority  (Purchasing Schedule)
DJA-R6 Purchasing Authority  (Purchasing Request)
DJA-El Price and A v a i l a b i l i t y  Form

DJAA Purchasing (Lease vs. Buy)

DJD Local Purchasing

DJE Cooperative Purchasing

DJGA Sales Calls

DK Payment Procedures

DL Payroll
DL-Rl Payroll  (Payro l l  Deductions)
DL-R2 Payroll  (New Employees and Promotions)
DL-R3 Payroll  (Pay Plan)

DLC Expense Reimbursements
DLC-Rl Expense Reimbursements (Travel Requests,

Expenses, and Reporting)
DLC-El Expense Reimbursements (Request for  Travel)
DLC-E2 Expense Reimbursements (Claim for

Reimbursement of Travel Expenses)
DLC-E3 Expense Reimbursements (Employee Travel

Summary Report)

DN Disposition of Surpolus or Obsolete
Supplies and Equipment

DNA Disposal of D i s t r i c t  Property

DNAA Disposal of D i s t r i c t  Property
(Lease-Purchase Agrément)
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SECTION E: SUPPORT SERVICES

Page

EA

EB
EB-Rl

EBA
EBA-Rl

EBA-E2

EBBA

EBBB
EBBB-Rl

EBBB-El

EBCA
EBCA-Rl

EBCA-R2
EBCA-R3
EBCA-El

EBCB

EBCC

EBCD
EBCD-Rl
EBCD-R2

EC/ECB
EC/ECB-Rl

EC/ECB-R2

EC/ECB-R3

EC/ECB-R4

Support Services Goals

Safety
Safety Administrat ive Regulation

Building and Grounds Inspection 
Building and Grounds Inspection (Inspection  

by Custodial Consultants) EBA-El 
Grounds and Building Inspection 
C r i t ic a l  Incident Report

Medical Emergencies ( F i r s t  Aid) (Also JHCE)

Accident and Occupational I l ln e s s  
Accident and Occupational I l ln e s s  (Reporting  

Procedure)
Accident and Occupational I l ln e s s  (Orders 

for  Medical Treatment Form)

Disaster Plans
Disaster Plans (Severe Weather Security

(Impending Severe Weather) 
(Catastrophes)
Report

D r i l l s )  
Disaster Plans 
Disaster Plans 
Security  D r i l l

Fi re  D r i l l s

Bomb Threats

Emergency Closings
Emergency Closings (Bad Weather Plan)
Emergency Closings (Duty Assignment and 

Attendance Records)

Building and Grounds Management
Building,  Grounds, and Equipment Management 

(Procedure fo r  Requesting Maintenance 
Service)

Building and Graounds Management (Custodial  
Supplies)

Building and Grounds Maintenance (A ir
Conditioning In s t ru c t io n a l  and A u x i l ia ry  
Spaces)

Building and Grounds Management (Grounds 
Care)
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EC/ECB-El Work Request Form (Maintenance Department)
EC/ECB-E2 P r i o r i t i z a t i o n  of Work Orders

EGA Building and Grounds Security
ECA-Rl Reporting Burglary or Break-In Loss
ECA-R2 Building and Grounds Security  (Key Control)
ECA-El Report of Loss
ECA-E2 Crime Incident Report

ECAA Use of Firearms by Campus Police O f f icers
ECAA-Rl Campus Off icers  - Administrat ive Regulation

ECAB Vandalism

ECO Motor Vehicle Use on School Grounds
ECD-Rl Student Motor Vehicles

ED Property Management

EDA Receiving and Warehousing
EDA-Rl Receiving and Warehousing (Custodial

Supplies)
EDA-R2 Receiving and Warehousing (Custodial

Equipment)

EDC Use of School Owned Property

EEACC Student Conduct on School Buses (Also JFCC)
EEACC-Rl Bus Behavior

EEAD Special Use of School Buses

EEAE Student Transportat ion in Pr ivate  Vehicles
EEAE-Rl Student Transportat ion in Pr ivate  Vehicles ■

Administrat ive Regulation

EEB Business and Personnel Transportat ion
Services

EEB-Rl Use of D i s t r i c t  Automobiles
EEB-R2 Business and Personnel Transportation

Services (Safe Driving Standards)
EEB-R3 Business and Personnel Transportat ion

Services (Vehicular Accident Reporting)  
EEB-El Vehicular Operator Regulations
EEB-E2 Vehicle Accident Report

EF Food Service
EF-Rl Youth Advisory Council (VAC)
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EF-R2 Food SsrvicG (Food Ssiss on School S i tss )
EF-R3 Food Service (C a fe te r ia  Charge Procedures)
EF-R4 Food Service (Sale of Ice in School

Cafeter ias)
EF-El Food Prices

EFA School C afe te r ia  Food Purchasing

EFAA Use of Surplus Commodities

EFC Food Vending Machines
EFC-Rl Food Vending Machines (Competit ive Food

Sales)

EGAB Mail and Del ivery Services

EH Data Management

El Board Member Insurance (Also BHE)

EJ Evaluation of Programs and Services (Also
AFE/AFF, ÎM)
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SECTION F: FACILITIES DEVELOPMENT

Page

FA F a c i l i t i e s  Development Goals

FC F a c i l i t i e s  C a p i ta l iza t io n  Program

FD Use of D is t r i c t  Funds for  Bond and Mil lage
Campaigns (Also KBE)

FEA Eduational Specif ications

FEB Selection of Architect

FEBB Selection of Engineer

FEE Site  Acquisition Procedure

FEF Construction Contracts Bidding and Awards

FEG Supervision of Construction

FF Naming New F a c i l i t i e s

FG Board Inspection and Acceptance of New
F a c i l i t i e s

FL Retirement of F a c i l i t i e s

FM Leasing of Surplus D is t r i c t  Property
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SECTION G: PERSONNEL

Page

GA Personnel Pol ic ies  Goals

GBA Equal Opportunity /Aff i rmat ive  Action (Also
JB, AC)

GBA-R2 Equal Opportunity /Aff i rmat ive  Action -
(Handicapped)

GBB S ta f f  Involvement in Decision Making (Also
ABB)

GBB-Rl S ta f f  Involvement in Decision Making
(Faculty  Advisory Committees)

GBCA S ta f f  Confl ic ts  of In te res t

GBCB S ta f f  Conduct
GBCB-Rl S ta f f  Conduct (Sexual Harassment)

GBD Board-Staff  Communications (Also BG)
GBD-Rl Board-Staff  Communications - Administrative

Regulation

GBEA S ta f f  Protect ion
GBEA-Rl Employee Protection (S t a f f  Assaul t /Battery

Procedure)

GBG S ta f f  P a r t ic ip a t io n  in P o l i t i c a l  A c t i v i t i e s

GBGA Circu la t ion  of Pe t i t ions  on School Grounds
GBGA-Rl C ircu la t ion  of Pe t i t ions  on School Grounds

( S ta f f  P a r t ic ip a t io n  In P o l i c i t a l  
A c t i v i t i e s )

GBI Gif ts
GBI-Rl G i f ts  - Administrat ive Regulation

GBK Smoking on School Premises by S ta f f  Members

GBL Personnel Records

GBM S ta f f  Complaints
GBM-Rl S ta f f  Complaints (Complaint Procedure)
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GBM-El
GBM-E2
GBM-E3
GBM-E4
GBM-E5
GBM-E6

GCA/GDA
GCA/GDA-Rl

GCA/GDA-R2

GCB/GD8
GCB/GDB-Rl

GCBA/GDBA
6CBA/GDBA-R1

GCBA/GDBA-R2

GCBA/GBBA-R3

GCBB

GCBBA

6CBBA-R1

GCBBB
GCBBB-Rl

GCBC/GDBC
GCBC/6DBC-R1

GCBD/GDBD
GCBD/GDBD-Rl

GCBD/GDBD-R2

GCBD/GDBD-R3
GCBD/GDBD-R4

Statement of Complaint Level I 
Disposit ion of Complaint Level I 
Statement of Complaint Level I I  
Disposit ion of Complaint Level I I  
Statement of Complaint Level I I I  
Disposit ion of Complaint Level I I I

S ta f f  Job C la s s i f ic a t io n s  
S ta f f  Job C la s s i f ic a t io n s  

Regulation 
S ta f f  Job C la s s i f ic a t io n s  

Groups)

- Administrat ive  

(Employee Job

S ta f f  Contracts and Compensation Plans 
S ta f f  Contracts and Compensation Plans - 

Administrat ive Regulation

S ta f f  Salary Schedule
S ta f f  Salary Schedule (Administrators and 

Professional-Technical Support S ta f f )  
Administrat ive Regulation 

S ta f f  Salary Schedule (Documentation 
I  n c om p l et  e )

S ta f f  Salary Schedule (Appeals of Schedule 
Placement)

Professional S ta f f  Supplementary Pay Plan

S ta f f  Supplementary 
Responsib i l i ty  

S ta f f  Supplementary 
Responsib i l i ty  -  
Regulation

Pay for  Additional

Pay fo r  Additional  
Administrative

Remuneration for  School A c t i v i t i e s  
Remuneration for  School A c t i v i t i e s  

(Remuneration from Other Sources)

S ta f f  Fringe Benefits  
S ta f f  Fringe Benefits (Health and L i fe  

Insurance Benefi ts)

S ta f f  Leave and Absences 
S ta f f  Leave and Absences 

Leave Reporting)
S ta f f  Leave and Absences 

Sick Leave)
S ta f f  Leave and Absences 
S ta f f  Leave and Absences 

or Emergency Leave)

(Employee Sick

( V e r i f i c a t io n  of

(Request fo r  Leave) 
(Personal Business
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6CBD/GDBD-R5
GCBD/GDBD-R5

GCBD/GDBD-R7
GCBD/GDBD-RB
GCBD/GDBD-R9

GCBD/GDBD-RIO
GCBD/GDBD-Rll
GCBD/GDBD-R12

GCBDG
GCBDG-Rl

GCBE/GDBE
GCBE/GDBE-Rl

GCBEEE

GCCA/GDCA
GCCA/GDCA-Rl

GCCA/GDCA-R2

GCCA/GDCA-R3

GCD/GDD
GCD/GDD-Rl
GCD/GDD-R2

GCD/GDD-R3
GCD/GDD-R4
GCD/GDD-R5
GCD/GDD-R6
GCD/GDD-El
GCD/GDD-E2

GCE/GDE
GCE/GDE-Rl

GCE/GDE-R2

GCF/GDF

GCG/GDG
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S ta f f  Leave and Absences 
and Absences 

ty  Leave) 
and Absences 
and Absences 

Sta f f  Leave and Absences 
Leave)

S ta f f  Leave 
S ta f f  Leave 
S ta f f  Leave

S ta f f  Leave 
D isabi1i 

S ta f f  Leave 
Sta f f  Leave

and Absences 
and Absences 
and Absences

(Bereavement Leave) 
(Temporary

(Legal Leave) 
( M i l i t a r y  Leave) 
(Professional

(Personal Leave) 
(Medical Leave) 
(Study Leave)

In ju ry  to S ta f f
In jury  to S ta f f  -  Administrat ive Regulation
Vacation - Twelve-Month Employees 
Vacation - Twelve-Month Employees -  

Administrat ive Regulation

Sta f f  Holidays

Posting of S ta f f  Vacancies 
Posting of S ta f f  Vacancies -  Administrat ive  

Regulation  
Vacancies In the D i s t r i c t  (Defining the 

Posit ion)
Posting of S ta f f  Vacancies - Administrative  

Regulation

S ta f f  Hiring
S ta f f  Hir ing - Administrat ive Regulation 
S ta f f  Hir ing (Posit ion A l locat ion  

Transactions)
S ta f f  Hir ing (Categories of Employment) 
S ta f f  Hir ing -  Administrat ive Regulation  
S ta f f  Hir ing - Administrat ive Regulation  
Sta f f  Hir ing (Custodial S ta f f )
Personnel Request
Posit ion A l locat ion  Transaction Form

Part-Time and Substi tute  S ta f f  
Part-Time and Subst i tute  S ta f f  

Administrat ive Regulation  
S ta f f  Hir ing (Custodial Subst i tu te )

S ta f f  Or ientat ion

S ta f f  Probation and Tenure

Employment 
Employment -
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GCI/GDI
GCI/GDI-Rl

GCI/GDI-R2

GCI/GDI-R3

GCI/GDI-R4

GCI/GDI-R5
GCI/GDI-R6

GCI/GDI-R7

GCI/GDI-R8

GCL/GDL-R2

GCL/GDL-El

GCL/GDL-E2
GCL/GDL-E3

GCL/GDL-E4
GCL/GDL-E5
GCL/GDL-E6

GCLB/GDLB

GCN
GCN/GDN-Rl

GCN/GDN-R2

GCN/GDN-R3

GCN-R4

GCN-R5

GCN-R6

GCN-R7

GCN-R8

and Transfers  
Reassignments) 
and Transfers

S ta f f  Assignments and Transfers  
S ta f f  Assignments and Transfers  

Employees)
S ta f f  Assignments 

(Administrator  
S ta f f  Assignments 

the Same Family)
S ta f f  Assignments and Transfers  

Employees)
S ta f f  Assignments and Transfers  
S ta f f  Assignments and Transfers  

of Custodians)
S ta f f  Assignments and Transfers  

and Transfer of Custodial Per 
S ta f f  Assignments and Transfers  

Action Guidelines)

(Current

(Members of

(Displaced

(Teachers)
(A l locat ion

(Exchange 
sonnel) 
(A f f i rm at ive

Human Resources Development (S ta f f  
Development Operations)

Indiv idua l  Request fo r  S ta f f  Development 
Training

Report on S t a f f  Development Points 
S t a f f  Development -  Status of Proposal f o r  

S ta f f  Development 
Basic Data Sheet 
Ind iv idua l  Program Plan 
Progress Report

Human Resources Development (Educational 
Benefi ts)

Evaluation of 
Evaluation of 

D is c ip l in in  
Evaluation of 

Regulation 
Evaluation of 

Custodians) 
Evaluation of 

Program) 
Evaluation of 

Performance 
Employee Evalu 

Evaluation 
Employee Evalu 

Evaluation)  
Employee Evalu 

Evaluation)

Employees- Replaces GCN/GDN 
Employees (Procedures for  
g Employees)
Employees -  Administrat ive

Employees (Evaluation of

Employees (Teacher Evaluation

Employees (Assistant  Pr inc ipa l  
Evaluation Program) 

ation (P r inc ip a l  Performance 
Program)
ation (Central Off ice  S ta f f  

ation (C la s s i f ie d  Personnel
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GCN-El

GCN-E2
GCN-E3

GCN-E4

GCN-E5

GCN-E6

GCN-E7

GCN-E8

GCN-E9

GCN-EIO

GCN-Ell

GCN-El2

GCN-E13

GCN-E14

GCN-E15

GCN-E16

GCN-E17

GCN-E18

GCN-E19

GCN-E20

GCN-E21

GCOBA
GCOBA-Rl

Teacher Evaluation (Observation and Rating 
Form)

Teacher Evaluation (Plan fo r  Improvement) 
Teacher Evaluation (Summary Evaluation Form 

Classroom Teachers)
Assistant Pr incipal Performance Evaluation  

Program (Standards of Performance Rating 
Form)

Assistant Pr inc ipal  Performance Evaluation 
Program (Goals and Objectives)

Assistant Pr inc ipal  Performance Evaluation  
Program (Monitoring Cycle Rating Form) 

Assistant Pr inc ipal  Performance Evaluation  
Program (Conference Report)

Assistant Pr incipal Evaluation Program 
(Summative Evaluation Form)

Principal Performance Evaluation Program 
(Standards of Performance Rating Form) 

Principal Performance Evaluation Program 
(Goals and Objectives)

Principal Performance Evaluation Program 
(Conference Report)

Pr incipal Performance Evaluation Program 
(Conference Report)

Principal Performance Evaluation Program 
(Summative Evaluation Form)

Central Off ice  S ta f f  Evaluation (Standards 
of Competent Performance)

Central Off ice  S ta f f  Evaluation (Job 
Description Requirements Rating Form) 

Central Off ice  S ta f f  Evaluation (Specif ic  
Objectives Evaluation Form)

Central Off ice  S ta f f  Evaluation
Summary)

Central Off ice  S ta f f  Evaluation  
Self  Assessment)

C lassi f ied  Personnel Evaluation  
of Performance)

C lassi f ied  Personnel Evaluation  
Evaluation Form)

C lassi f ied  Personnel Evaluation  
Improvement)

Ownership of Employee Produced 
Ownership of Employee Produced 

Administrative Regulation

(Evaluation  

(Employee' s 

(Standards 

(Summary 

(Plan for

Mater ia ls  
M ater ia ls  -
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GCP/GDP
GCP/GDP-Rl

GCP/GDP-R2

GCP/GDP-R3

GCP/GDP-El

GCPA/GDPA
GCPA/GDPA-Rl

GCPA/GDPA-R2

GCPB/GDPB
GCPB/GDPB-Rl

GCPC/GDPC

GCQA/GDQA

GCQAB

GCQD/GDQD

GDCQ

S ta f f  Suspension and Termination 
S ta f f  Suspension and Termination (E x i t  

Interviews)

S ta f f  Suspension and Termination (Suspension 
and Dismissal of Employees)

S ta f f  Suspension, and Termination - 
Administrat ive Regulation 

S ig n i f ican t  Event Report

Reduction in S ta f f  Work Force 
Reduction in S ta f f  Work Force ( D i s t r i c t -  

wide Reduction)
Reduction in S ta f f  Work Force (A f f i rm a t iv e  

Action Guidelines)

Resignations of S ta f f  Members 
Resignations of S ta f f  Members - 

Administrat ive Regulation

Retirement of S ta f f  Members

Mini Grants

Tutoring fo r  Pay

Employee Organizations

Polygraph Examinations
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SECTION H: NEGOTIATIONS

Page

HA Negotiations Goals

HB Negotiations Legal Status

HC I n i t i a t i o n  of Negotiation Process

HD School Board Negotiating Powers and Duties

HE Board Negotiating Agents

HG Method of Determining Employee Negotiating
Organizations

HM Announcement of Final Negotiated Agreement
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SECTION I :  INSTRUCTION

Page

lA In s truc t io na l  Goals

IC/ICA School Year/School Calendar

ID School Day
ID-Rl School Day (School S ta r t ing  Time and Time of

Student A r r iv a l )

IE Organization Instruc t ion

IF Curriculum Development

IFD Curriculum Adoption

IFE Curriculum Guides and Course Outlines

IGA Basic In s t ru c t io n a l  Program

IGAB Human Relat ions

IGAC Teaching About Rel igion

IGAD Vocational Education
IGAD-Rl Vocational Education (Adding, Expanding or

Closing Programs)

IGAE Health Education

IGAF Physical Education

IGAH Family L i fe  Education

IGBA Programs fo r  Handicapped Students
IGBA-Rl Programs fo r  Handicapped Students (R e fe r r a l ,

Assessment and Placement Procedures) 
IGBA-R2 Programs fo r  Handicapped Students (Review

Conference)
IGBA-R3 Programs fo r  Handicapped Students ((Due

Process Hearing)
IGBA-R4 Programs for  Handicapped Students (Temporary

Assignment to a Special Education 
Program)
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IGBA-El Request for  Referral and Referral Conference
Log

IGBA-E2 Health Data
IGBA-E3 Educational History
IGBA-E4 Classroom Teacher's Observations
IGBA-E5A Adaptive Behavior Rating Scale A
IGBA-E5B Adaptive Behavior Rating Scale B
IGBA-E5C Adaptive Behavior Rating Scale C
IGBA-E6A Report of Individual Evaluation
IGBA-E6B Report of Indiv idual Evaluation
IGBA-E7 Assessment and Recommendation of School

Psychologist
IGBA-E8 Log of Placement Conference, Parent Request

(School Placement)
IGBA-E9 Re-Testing
IGBA-EIO Evaluation of Reports from Outside Agencies
IGBA-Ell Building Team Annual Réévaluation
IGBA-E12 Réévaluation of School Psychologist's

Statement and E l i g i b i l i t y  
IGBA-E13 Supplemental Information for  Learning

D is a b i l i t i e s  Consideration 
IGBA-E14 Learning D is a b i l i t i e s  Guideline for  the

State of Oklahoma 
IGBA-E15 Psychometrist ' s Classroom Observation of a

Student for  Learning D is a b i l i t i e s  or 
Self -Contained Educable Handicapped 

IGBA-E16 School Psychologist's Classroom Observation
of a Student fo r  Emotional Adjustment 

IGBA-E17 Request for  F a c i l i t a t io n  of S ta f f ing  fo r
Emotional Adjustment Placement 

IGBA-E18 Referral  Conference Waiver
IGBA-E19 Placement Conference Waiver
IGBA-E20 Special In struc t iona l  Programs and

Accommodations Description of Tests 
IGBA-E21 Parents' Rights and Due Process Children's

Rights
IGBA-E22 Parents' Rights and Due Process
IGBA-E23 Open Hearing Request Form
IGBA-E24 Special Education Due Process Information

Section
IGBA-E25 Suggested Agencies fo r  Independent Evaluation
IGBA-E26 Legal Services
IGBA-E27 Cancellation of Due Process Hearing
IGBA-E28 Rights and Respons ib i l i t ies  of the Part ies

and Procedures for  Due Process Hearings 
IGBA-E29 Pre-Screening Guidelines fo r  Emotionally

Disturbed Class 
IGBA-E30 Temporary Assignment in Special Education
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IGBA-E31 Ind iv idua l ized  Education Program Test(s)  and
Achievement Form 

IGBA-E32 N o t i f ic a t io n  of Change in Special Education
Status

IGBC Programs for  Disadvantaged Students

IGBG Homebound In struct ion

IGBH A l te rn a t iv e  School Programs
IGBH-Rl A l te rn a t ive  School Programs

(Carpentry/Reconstruction Program 
Operations)

IGCA Summer Schools

IGCB High School Enrichment Program

IGCD Advanced College Placement (Also LEB)

IGD Cocurricular Programs
IGD-Rl Cocurricular Programs (Clubs and

Organizations)
IGD-R2 Cocurricular Programs (Dues-Clubs Secondary

Schools)
IGD-R3 Cocurricular Programs (Requirements for

P a r t ic ip a t io n )

IGDB Student Publications
IGDB-Rl Student Publications - Administrat ive

Regulation

IGDBA School Publications
IGDBA-Rl School Publications - Administrative

Regulation

IGDF Student Fund Raising A ct iv i té s
IGDF-Rl Student Fund Raising A c t i v i t i e s  (Fund Drives)

IGDG Student A c t i v i t i e s  Funds Management (Also
DFH/DM)

IGDJ In terscho las t ic  A th le t ics
IGDJ-Rl In terscho las t ic  A th le t ics  (Establish ing

Home-Base School)

IGE Adult Education
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IHB Class Size

IHC Scheduling fo r  In s tru c tio n

I I  In s tru c t io n a l Resources

IIAA Textbook Selection

IIAC Library  M ateria ls  Selection and Adoption
IIA C -E l School L ibrary  B i l l  of Rights

IIACA Challenged L ibrary  M ateria ls  (Also KLB)

HAD Special M ateria ls  (Also KFA)

IIBDA Professional L ib rar ies

IICA F ie ld  Trips and Excursions
IICA-R l F ie ld  Trips and Excursions (O u t -o f -D is t r ic t

Trips)

IICB Community Resource Persons
IIC B -R l Community Resource Persons (Central O ffice

Volunteer Program)

IICC Volunteer Services

IJ Guidance Program

IKB Homework
IKB-Rl Homework -  Adm inistrative  Regulation

IKE Promot
IKE-Rl Promot

on and Retention of Students 
on - Retention (Elementary Schools) 
on -  Retention (5th  - 6th -  7th Grades 
on -  Retention 8th Grade 

IKE-R4 Promotion -  Retention High School

IKE-R2 Promot
IKE-R3 Promot

IKEB Acceleration

IKF Graduation Requirements

IKFB Graduation Exercises

IL Testing Program

ILA Test Selection and Adoption
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ILC Use and Dissemination of Test Results

IM Evaluation of Programs and Services (Also
AFE/AFF and EJ)

IM-Rl Evaluation of Programs and Services -
A dm in istrative  Regulation

INDA P a t r io t ic  Exercises

INDB Flag Displays

ING Animals in the School
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SECTION J: STUDENTS

Page

JA

JB

JC
JC-Rl

JC-R2

JC-R3
JC-El
JC-E2
JC-E3

JCA
JCA-Rl
JCA-R2
JCA-R3
JCA-R4

JCA-R5

JCA-El
JCA-E2
JCA-E3
JCA-E4

JEA/JEB
JEA/JEB-Rl
JEA/JEB-R2
JEA/JEB-El

JEC
JEC-Rl

JEC-El
JECB
JECBA

Student P o lic ies  Goals

Equal O p portun ity /A ff im ative  Action 
GBA, AC)

(Also

Student School Assignment 
Student School Assignment 

Baby S i t te r s )
Student School Assignment 

Student)
Student School Assignment 
Child Care Information Form 
Nursery Schools 
School Assignment

(Nurseries and 

(Self-Supporting

Student
Student
Student
Student
Student

Transfer
Transfer
Transfer
Transfer
Transfer

( In t r a d i  s t r i c t )  
( I n t e r d i s t r i c t  Transfers)  
(Nursery School)
(G ifte d  and Talented  

Program)
Student Transfer (Procedure fo r  Special 

Assignment Transfer to Emerson) 
A pplication  fo r  Transfer  
A pplication  fo r  Transfer Receiving School 
A f f id a v i t  of Support
A f f id a v i t  to Establish  Residence With Person 

Other Than Parent fo r  School Attendance 
Purposes

Attendance
Attendance - A dm in istrative  Regulation  
Attendance - A dm in istrative  Regulation  
Secondary Absentee/Tardy Report 

Elementary Absentee/Tardy Report

School Admissions
Admission of 

and Alien  
Admission of 
Admission of 
Admission of

Students (Placement of Refugee 
Students)
Students
Nonresident Students 
Exchange Students

1 of  3
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JEDB
JEDB-Rl

JEF

JFB

JFBA

JFC

JFCA

JFCAA

JFCB
JFCB-Rl

JFCC
JFCC-Rl

JFCE

JFCF

JFCG

JFCI
JFCI-Rl

JFE/JFF

JFG
JFG-Rl

JFGB

JFH
JFH-Rl

JFHA

Student Release from School 
Student Release from School -  Adm inistrative  

Regulation

Excuses fo r  Nonattendance of Classes

Student Involvement in Decision Making (Also 
ABC)

Student Government

Student Conduct

Student Dress Code

Formal A t t i r e  fo r Students

Care of School Property by Students 
Care of School Property by Students (High 

School)

Student Conduct on School Buses (Also EEACC) 
Student Conduct on School Buses (Bus 

Behavior)

Secret Societies

Hazing

Smoking by Students

Student Drug and Alcohol Abuse 
Student Drug Abuse -  Adm inistrative  

Regulation

Pregnant and/or Married Students

Search of Students and/or Lockers 
Search of Students and/or Lockers - 

A dm inistrative Regulation

Law Enforcement Contact with Pupils

Student Complaints
Student Complaints Appeals Procedures 

Right to P e t it io n

2 of 3
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JHA Student Insurance
JHA=R1 Student Insurance -  A dm inistrative

Regulation

JGB Detention of Students

JHCA Health Examination

JHCB Administering Medicines to Students

JHCE Medical Emergencies ( F i r s t  Aid)

JHF/JHFA Student Safety

JJ Student Volunteers fo r  School and Public
Service

JO Student Records
JO-Rl Student Records (Updating C onfidentia l

Records)
J0-R2 Student Records ( In t ra d i s t r i c t  Transfer of

Student Records)
J0-R3 Student Records ( I n t e r d i s t r i c t  Transfer of

Student Records)
J0-R5 Student Records (Parental Request to Amend

or Destroy C onfidentia l Records)
J0-R6 Student Records (School Records)
JO-El Health Card
J0-E2 C o n f id e n t ia l i ty  Procedures
J0-E3 Parent-Guardian-Student Request to Amend or

Destroy Records 
J0-E4 Dependent Defined
J0-E5 Confidentia l Records
J0-E6 Immunization Records
J0-E7 Consent fo r  Release of Student Information

JOA A v a i la b i l i t y  of Student Names

JP School Photographs
JP-Rl School Photographs (Elementary and Middle

Schools)
JP-R2 School Photographs (High Schools)
JP-El Quotation fo r  School Photographs
JP-E2 School Photographs (L e t te r  to

Parents/Students)
JP-E3 School Photographs(Report Form)

3 o f  3
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SECTION K: SCHOOL-COMMUNITY RELATIONS

Page

KA School-Community Relations

KB Communication

KBA Public Information

KBC Media Relations

KBCC News Media Services at Board Meetings (Also
BDDI)

KBE Use of D is t r ic t  Funds fo r  Bond and M illage
Campaigns (Also FD)

KBF Use of Students in Public Information
Program

KC Community TnvoTvement in Decision Making
(Also ABA)

KD Public P a r t ic ip a t io n  at Board Meetings (Also
BDDH)

KFA Special M ateria ls  (Also HAD)

KG Community Use of School F a c i l i t ie s
KG-Rl Use of School F a c i l i t ie s
KG-R2 Use of F a c i l i t ie s
KG-El Application and Permission fo r  Use of School

F a c i l i t ie s

KH G if ts  of Goods and Services

KI Public S o l ic i ta t io n s  in the Schools

KJ Advertising in Schools

KK V is ito rs  to the Schools
KK-Rl V is ito rs  to the Schools ( In te rv iew in g

Students)

KL Public Concerns
KL-Rl Complaints from the Public Concerning School

Administrators

KLB Challenged L ibrary  M ateria l (Also IIACA)
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SECTION L: EDUCATION AGENCY RELATIONS

Page

LA Cooperation with Other Education Agencies

LB Relations with Other Schools and School
D is t r ic ts

LC Relations with Education Research and
Service Centers 

LC-Rl Relations with Education Research and
Service Centers -  A dm inistrative  
Regulation

LE Relations with Colleges and U n iv e rs it ie s

LEA Student Teaching

LEB Advanced College Placement (Also IGCG)

LH Federal Education Agency Relations

LI Relations with Educational A ccred ita tion
Agencies



APPENDIX B 

EXPLANATION OF THE CODIFICATION SYSTEM

Appendix B is an explanation of the codification system 

used for codifying the written school board policies developed in this 

study. The codification system was developed by The Educational Poli

cies Service of the National School Boards Association.

The codification system is divided into twelve major sec

tions. The system uses alphabetical coding beginning with the letter  

"A" and continuing through letter "L". Each major section starts with 

a new le tter . The twelve major sections are as follows:

Foundations and Basic Commitments
School Board Governance and Operations
General School Administration
Fiscal Management
Support Services
Facilities Development
Personnel
Negotiations
Instruction
Students
School-Community Relations 
Education Agency Relations

Each major section has subsections or "descriptors." The 

code letters of the major section appear as the f irs t  le tter  in the 

coding of the policy and appear in alphabetical order. An example of 

how this system functions is as follows:

140
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AA School District Legal Status
AB The People and Their School District
AC Equal Opportunity/Affirmative Action
AD Educational Philosophy
BA Board Operational Goals
BB School Board Legal Status
BC Organization of the Board
BD School Board Meetings

The descriptors may be expanded to include "subcategories"

to broaden the terms. The second and succeeding letters represent

subcategories within the major sections. Following is an example of

how a descriptor may be expanded into subcategories:

BD School Board Meetings
BDA Regularly Scheduled Meetings
BDB Special Board Meetings
BDC Executive Sessions
BDD Board Meeting Procedures
BDDA Notification of Board Meetings
BDDB Agenda Format
BDDC Agenda Preparation and Dissemination

Each page contains only one policy statement for ease of re

placement i f  the policy is reviewed and new policy statements are to 

be inserted in the manual.

Each policy is coded according to this system and also con

tains: the date adopted, revision date, cross reference to other poli

cies, legal reference, and "Oklahoma City School District."



APPENDIX C 

DISTRIBUTION LIST OF POLICY MANUALS

The distribution of policy manuals requires that every per

son affected should have access to the policy manual. This distribu

tion system developed by the author of this study allows access by 

board members, administrators, certified employees, classified em

ployees, students, parent groups, and the community.
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POLICY DISSEMINATION

The superintendent is d irected to estab lish  and maintain  

an orderly  plan fo r  preserving and making accessible the 

p o lic ie s  adopted by the Board and the adm in is tra tive  

re g u la t io n s .

A c c e s s ib i l i ty  is to extend to a l l  employees of the school 

system, to members of the Board, students, and to persons 

in the community insofar as conveniently possib le .

A ll po licy  manuals d is tr ib u te d  to anyone sha ll remain the 

property of the Board and shall be considered as "on loan" 

to anyone, or any o rgan ization , in whose possession they 

might be at any time. They are subject to re c a l l  annually  

by the superintendent fo r  purposes of updating. Copies 

w i l l  be made a v a i la b le ,  at cost, to persons in terested  in 

securing a po licy  manual.

Adopted: December 17, 1979
Oklahoma C ity  School D is t r ic t
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BOARD POLICY AND REGULATIONS DISTRIBUTION LIST

Name Manual No. Department

Jack Isch I  & 2 P o lic ies  & Regulations
Darrel Sheoard 3 Board Clerk
Donald L. Wright 16 Superintendent
Rosa Lambeth 319 Supt. Secretary
Hugh Ginn 5 Exec. Adm. Asst.
Don Ladd 6 Treasurer
B i l l  Bleakley 7 Attorney

Jean Brody 8 Board Member
Betty H i l l 10 Board Member
La Rue Donwerth 12 Board Member
Paul Heath 13 Board Member
Susan Hermes 15 Board Member
Dr. Clyde Muse 123 Board Member
Hugh Long 108 Board Member

Dr. Wallace Smith 17 Bus. Services
Darrel Shepard 18 Bus. Management
Howard White 19 Food Service
Charles Allen 20 Purchasing
Ann Hseih 21 Accounting
Douglas Markham 22 Transportation & Garage
Pat Emery 23 Supply
Robert H o ll is 24 Computer Services
B i l l  Page 25 Graphics
Gene Hicks 26 P r in t  Shop
Maxine Factory 27 Safety
O liv e r  S tr ip l in g 28 Plant Services
Raymond Randle 29 Custodial Services
Dick Samples 30 Engineering
Darrel T i l l e r 31 Campus Police
Jim Savage 33 Employee Relations
Mike Barlow 275 S ta f f  Development
Kaye Teal! 35 Personnel Services



D is t r i b u t io n  L i s t
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Carl Ruble 36 Employment Services
Linda Brown 37 C lass if ied  Personnel
Betty Mason 38 H.S. & Adult Ed
Gary Cruzen 39 H.S. & Adult Ed
Odessa Wycoff 40 Vocational
Bob Reese 41 Vocational
Vern Moore 42 Middle & F i f th  Yr.
B i l l  Horn 43 Middle & F i f th  Yr.
Dr. Betty Williams 44 Elem. Operations
Sylvia Lonian 45 Elem. Operations
Dr. Jesse Lind ley 46 Conference Room
Don Price 47 External Funding
Maree Tarver 48 External Funding
Gene Steiger 49 Special Projects
Bob Brown 51 T i t le  I
Fannie Bailey 52 T i t le  I
Lessie LeSure 53 Special Projects
Hope Alvarez 54 T i t le  V I I
Sandra V a lle jo 55 CETA
Dr. A lice Houston 56 Curriculum
Cam Byrd 58 Curriculum
David Earle 59 Curriculum
Ann Morris 60 Curriculum
Thelma H. Jones 61 Curriculum
H. Qvardstrom 62 Curriculum
Janet M id fe lt 63 Curriculum
Jim Johnson 66 Special Services
Mary Bloomer 67 Special Education
Wyolene Brown 68 O ffice  of Assessment
Juanita Rischard 69 Health O ffice
V i l l a  Rae Carter 70 Guidance O ffice
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Carol Berry 71 Special Services
David Nunn 72 Pupil Assignment
Vicki Fickland 73 Volunteer O ffice
Phil George 74 Public Information
Pat Watson 75 Research & Planning
Dick Holodick 76 Marvin York Vo Tech 22
V a le r ia  Turnell 105 Media Center
Dave Renfro (1)050 (2) 106 Bargaining Team
Linda Johnson 110 E.E.O S p e c ia lis t
A lice  S. Anderson 112 D ir . Personnel Services
Mary Jo Shipley 114 Bus. Services
Carole W i l l is 115 I n d i an Educ at i on
Jim Kautz 116 L . I .U .  Rep.
Karen Ponder 117 U.T.P.
Dave Renfro 118 A .F.T .
Andy Dement 119 S k i l l  Center Vo Tech 22
Wayne Earnest 120 Bus. Manager Vo Tech 22
Dr. Lind ley 122 Educational Services
Jose T a fo l la 272 Maintenance
Deborah Ealy 271 SAGE- Adult Train ing C tr.
Sam Bogle 276 Maintenance Procurement
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CENTERS:

Carver Principal  
Medi a

142
143

C hild ren 's  Hospital Principal 136

Dunbar Center Principal
Media

147
148

Washington Princ ipa l 145

HIGH SCHOOLS:

Capitol H i l l P rincipal
Media

149,
150

78, 88 , 125

Cleveland Innovative Principal
Media

151,
152

111

Classen Principal
Media

153,
154

92, 93

Douglass Princ ipa l  
Medi a

155,
156

81, 94, 124

Grant Principal
Media

157,
158

86 , 95, 96

Marshall P rinc ipal 
Medi a

159,
160

83, 89, 98

Northeast Principal
Media

161,
162

79, 100

Northwest Princ ipa l
Media

163,
164

87, 97, 99

Southeast Principal  
Medi a

165,
166

77. 84, 85

Star Spencer Principal
Media

167,
168

80, 82, 91

Emerson Principal
Media

137
138

Marvin York Principal 139

Foster Estes Principal 146
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MIDDLE SCHOOLS:

Capitol H i l l P rinc ipa l
M e d ia (V o l. I )

169
170 
(Vol

( V o l . I I )  43, 
. I I I )  170

Eisenhower Princ ipa l
Media

171
172

Harding Princ ipa l
Media

173,
174

181 -

Hoover Principal
Media

175
176

Jackson Princ ipa l  
Medi a

177
178

Jefferson Princ ipa l 179 Assistant
Media 180 P rin . 057

Moon Princ ipa l
Media

113
182

Rogers Princ ipa l
Media

183
184

Roosevelt Princ ipa l
Media

185
186

Ta ft Principal
Media

187
188

Webster P rinc ipa l
Media

189
190
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FIFTH YEAR CENTERS;

149

Creston H i l ls Princ ipa l 191
Medi a 192

Dewey Principal 193
Media 194

Edwards Principal 195
Medi a 196

Garden Oaks Princ ipa l 197
Medi a 198

Green Pastures Princ ipa l 199
Medi a 200

M.L. King Princ ipa l 201
Medi a 202

Lincoln Pincipal 203
Medi a 204

Longfellow Princ ipa l 205
Medi a 206

North Highland Principal 207
Medi a 208

Page-Woodson Princ ipa l 209
Media 210

Parker Princ ipa l 211
Media 212

Polk Princ ipa l 213
Media 214

Truman Principal 215
Media 216
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ELEMENTARY SCHOOLS:

Adams P rincipal 217
Medi a 218

Arcadia Principal 219
Media 220

Arthur Princ ipal 221
Media 222

Bodine P rincipal 223
Medi a 224

B ritton Principal 225
Media 226

Buchanan Princ ipa l 227
Medi a 228

Burbank Princ ipa l 229
Media 230

Columbus Principal 231
Media 232

Coolidge Princ ipa l 233
Medi a 234

Davis Princ ipal 235
Media 236

Edgemere Principal 237
Medi a 238

Eugene F ie ld Principal 239
Medi a 240

Fillm ore Princ ipa l 241
Media 242

Gatewood Principal 243
Media 244

Harrison Princ ipa l 245
Medi a 246

Hawthorne Princ ipa l 247
Medi a 248

Hayes Princ ipa l 249
Medi a 250

Heronvi11e Princ ipa l 251
Media 252

Horace Mann Pri ncipal 255
Medi a 256
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ELEMENTARY SCHOOLS: (Continued)

Johnson Princ ipa l 257
Medi a 258

Kaiser Princ ipa l 259
Medi a 260

Lafayette Princ ipa l 261
Medi a 262

Lee Principal 253
Medi a 264

Linwood Princ ipa l 335
Media 336

Madi son Princ ipa l 339
Media 340

Mark Twain Princ ipa l 337
Medi a 338

Monroe P rinc ipa l 273
Media 274

Oakri dge Princ ipa l 277
Media 278

Partnalee P rinc ipa l 279
Media 280

Pierce P rinc ipa l 281
Media 282

P r a ir ie  Queen Princ ipa l 283
Media 284

Putnam Heights Princ ipa l 285
Medi a 286

Quail Creek P rinc ipa l 287
Media 288

Rancho Princ ipa l 289
Media 290

Ridgeview Princ ipa l 291
Media 292

R iverside Princ ipa l 293
Media 294

Rockwood Princ ipa l 295
Media 296
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ELEMENTARY SCHOOLS: (Continued)

Sequoyah Princ ipa l 299
Media 300

S hid ler Princ ipa l 301
Medi a 302

Shields Heights Principal 303
Media 304

Southern H i l ls Princ ipa l 305
Medi a 306

Spencer Princ ipa l 307
Media 308

Stand Watie Princ ipa l 309
Media 310

-Stone gate Princ ipa l 311
Media 312

Star Princ ipa l 313
Media 314

Tel s tar Principal 317
Media 318

Van Buren Principal 319
Media 320

W. Nichols H i l ls Princ ipa l 321
Media 322

Western V il la g e Princ ipa l 323
Media 324

Westwood Princ ipa l 325
Media 326

Wheeler Princ ipa l 327
Media 328

W illa rd Princ ipa l 329
Media 330

Willow Brook Princ ipa l 331
Media 332

Wilson Princ ipa l 333
Media 334
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