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ADULT BASIC EDUCATION
ROCHANBEAU SCHOOL

illaTE PLAINS, N.Y.

ADULT BASIC EDUCATION

STAFF - HANDBOOK

INTRODUCTION

This handbook, although primarily beneficial to new staff

nenbers, should be of help and guidance for the total staff. It

includes most procedures, rules, and benefits that are universal in

tho school system or unique to Adult Education. It will be revised

as revisions are needed and are issued.

A. Substitutes

In order to facilitate the smooth running of the

classroom see p. 37-40, 44 46

D. Operating Teacher Staff

This book should serve as a reference source for new

and old infornation

C. Clerical Staff

For additional information, see p. 100, 126
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Continuous Revision
of

Handbook

1. Additions

Future additions shall be typed and distributed to you for

placement into your handbooks. As an ad4V,ion to an existing

polioy, the new sheet shall be plaoed beneath the existing policy

and posted alphabetically.

Example: An additional teuoherel organization has been

recommended for listing. It is to bo placed in area designated

"Professional Organizations" on page 10. The new addition shall be

numbered page loAand to follow in numerioal order.

2. Revisions

Revised polioies shall tako precedent over former existing

polioiea. The outdated policy ote.tem.Int shall be discarded and

replaced h the revised policy. The revised ?olioy shall be identified

by the same page number. job numharg etc.

III
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1VITE PLLX: ADULT EDUCATION CENTER
ADULY IOUCATION

September 2, 1970

1. To all members of the ABE Staff.

The oombined efforts of many ,people have contributed to the out
sttnding eduoational program that now exists. It is a result of six
years of efforts to evolve a high intensity instructional program for
adult illiterates. The :state and Aderal Bureaus Lich analyze the
quality of all prognmas have with. inoreaeing frequency indioated that
they are unite pleased with the results of this yrogram. Their sat
isfiotion has been demonstr6ted by the continuous inorease in funds which
we have beon receiving over the past 6 years.

The six year record is impressive whoa the totals are inspected.
Total enrolled BiraoAs 4,335 with a 16% dropout record. The average
reading gain for 10 weeks of instructioa is 7 montlm, t.71(1 the averaged
arithmetic) gain for the same period is 3 months. The npmber of adults
who aohieved goals for which they were not educationally qualified for
when they first enrolled is im..ressive as listed below.

A. Earned 6th grade equivalenoy 250
B. Earned 8th grade equivalency 353
C. Enrollde ;Agh School Classes 100
D. Graduated freak Vocational roaram 93
E. Eligible to enroll in MT Program 44
F. Enrolled in rrivate Vocational Program 29

G. avloyed as a direct result of upgrading , 87

956

The ADE Program has grown from two day classes and five evening
classes in 1964; to twentthree day olasses and fourteen evening olasses
at the present tine. The ourrent student enrollment is 537. The
program oerates day olaeses 5 days p:Jr week and eveniug classes three
evenings per week yeas, round. As contrasted to t3.e Public Day school
program with 133 school day per year; the ABS Program cverates 238 school
days.

2. I know that the Director of Adult Education joins no in heartily
=amending t)4e efforts of all who have em. bled so many adults attain
the goals for which they have strived so diligently.

Elliot Lethbridge

Assistant Director of
Adult Education for
Adult Basic Education.



WHITE PLAINS ADULT EDUCATICO C1 TEA
ADULT BASIC EMUCATICU

August 14, 1970

It is a result of six years of efforts to evolve a high integrity
instruotional program for adult illiterates. The State and Federal
Bureaus which analyze the quality of all programs have with inoreasing
freguenoy indicated that they are quite pleased with the results of this
program. Their satisfaotion has been demonstrated by the oontinious
inorease in funds whioh we have been reoeiving over the past 6 years.

The six year reoord is impressive when the totals are inspeoted.
Total enrolled students 4,885 with a 16% dropout record. The average
reading gain for 10 weeks of inatruotion is 7 months, and the averaged
arithmetic gain for the same period is 8 months. The number of adults
who aohieved goals for which they were not eduoationally qualified for
when Cley first enrolled is impressive as listed below.

A. Earned 6th grade equivalenoy 250
B. Earned 8th grade equivalenoy 353
C. Enrolled H igh School Classes 100
D. Graduated from Vocational Program 93
E. Eligible to enroll in MDT Program 44
F. Enrolled in Private Vomtional Program 29
0. Employed as a direct result of upgrading 87

956

The ABE Program has grown from trio day olasses and five evening classes
in 1964; to twentythree day ()lasses ane, fourteen evening olasses at the
present tire. The current student enrollment is 537. The progrma operates
day classes 5 days per week and evening classes three evenings per week
year round. As contrasted to the public Day school program with 133 school
days per year; the ABE Program operates 238 sohool days

lA



OVERVIEW

ADUIN B&bIC NDUCI4I0

LAW-46.44714?

The struggle against illiteraoy is as old as civilization's beginning.

Today, the wealthiest country in history, and the most advanoed teohnologically

finds itself involved in a massive attack on adult illiteracy. As a nation,

we have been moved by the sudden awareness that 25 million of our adult

citizens are functionally illiterate unable to read or write above the eighth

grade level. American thinking has been reshaped into a growing concern about

the widespread existence of poverty in the midst of our affluent sooiety.

Inoreasingly, our focus is upon the costly social ills which poverty breeds.

We are reoognizing that poverty, ignoranoe$ and lank of economic independence

constitute the greatest threats to the continued growth and strength of the

nation. The olear relationship between poverty, welfare costs, unemployment,

and low educational attainment could no longer be ignored.

A quantitative aspeot of illiteracy as it relates to our own community

served to underscore the magnitude of the dilemma. The United Ltntes Census

of Population for 1960 oited that in Westchester County there were 46,957

individuals twenty -five years of age and over, who had completed six years

or less of formal education. Listed for the City of Uhite Plains were 3,216

adults in the same category. It was clear that no community could afford

this sheer waste of human potential.

There is a positive relationship between illiteraoy and low inoome.

With certain exceptions, this ia true of the 320 students currently in the

Adult Basic Education Program. Of these students, approximately 126 are

2



reoipients of public welfare. Many students have had unsatisfactory

experiences in dealing with sooial institutions/ The schools they attended

as children were in large measure inadequate. The long lines they join

to get medical and dental caret or to obtain surplus food have served to

reinforoe their ovfn frustration and sense of inadequaoy. Long-range

planning is outside of their experienoe as they tend to live from day-to-

day The daily living requirements are the problems of survival in an

environment where housing, neighborhood atmosphere and safety are less

than these adults would wish for themselves and their families. The very

real force of illiteraoy thrusts them into a seldom broken vole of

grinding poverty.

Bemuse of his sooial eoonomio deprivation' the disadvantaged adult

has been rejeoted from the main stream of Amerioan life. For decades

he ha3 not contributed to the oommunity because he believed he could

not, and worse' because he was not asked to. With a real sense of

finality' he forsees no wey out of a setting where there is little hope.

His self-confidenoe destroyed, frustration and sullen anger govern the

adult who sees himself in the mirror of sooiety as a rejeoted non-

contributing individual.

As there is a relationship to illiteraoy and low sooio-eoonomio

status' there is a similar relationship between the elimination of

illiteracy and entrance into the affluent society. enrollment in an

Adult Basic Eduoation Class constitutes a giant first step toward the

restoration of the under achieving adult's own image of himself. As he

attends class with other adults who read as ineffioiently as himself'

he will slowly perceive that this experience is an opportunity to

rejoin society. This step can contrtbate toward bil0 own confidence as

3
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he finds himsolf acquirinc thu skills in reading that he loi,g felt au

would die without atteiniiA6, Successful experiences are built into the

Adult Basio Education ::rogrm as demonstrated by tht. o-rer 2,600 adults

who have partioipated daring the past five yecxe.

3A



When B. E't

Ernest B. White, the late Direotor of the White Plain Adult Eduoation

Program, took the first steps. He sought and reoeived the approval of the

Superintendent of Aohools and the support of the Board of Education to

explore sources of available funds. The State Education Department through

its office of Basio Continuing Education provided guidance on available

prooedures for funding and operating an educational program for adult

illiterates. The Adult Education Program created a close working relation-

ship with the looal offioe of the Westohester County Department of Family

and Child Welfare. This department identified, counseled and the referred

under - educated welfare olients to the Adult Eduoation GUidanoe Staff. On

July 6, 1964, a pilot eight week educational project was started with

four day ()lasses for under - educated adults. On the basis of demonstrated

attendanoe and the gain in reading rate and arithmetic skills measured

on achievement tests, it was roonoluded that Basic Education for Adults

was both feasible and of value.

As the number of classes inoreased, the growing need for supervision

of this phase of the Adult Education Program was met by the appointment

of Elliot Lethbridge as Assistant Director for Adult Basic Education

effective July, 1965. The program has expanded its eduoational service

to its present level of nineteen classes for Adult Basic Education. They

consist of sixteen clay classes, two Learning Laboratories, and seven

evening glasses whioh meet at the Adult Education Center, and three

evening classes at the Westohester County Penitentiary. One class in

High School Equivalency preparation is operated evenings as a special

Pilot Project at the Penitentiary.

4
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How: -

With the premise that education was the obvious answer to illiteracy, it

was concluded that the intensity and scope of the solution would require large

expenditures in time, talent and money. This conolusion preoipitated discussions

and planning among the educational and community leaders. An awareness grew

that the full resources of government at all levels - local, state and federal -

would have to be mastered in order to initiate and support an effective attack

upon adult illiteracy.

Early in 1964 the Congress of the United States Legislated a massive

attack on poverty. Binds to expand Adult Basic Education Programs were made

available to local communities under the Economic Opportunity Act Title It-B.

Application were filed to secure funds which would pay the total cost of all

the expenses required to operate day and eveninr classes at the White Plains

Adult Education Center.

Present -

In the past five years this program has issued 448 sixth grade certificates

and 217 eighth grade certificates. Of these graduates, 87 have qualified for

job training in )DT, and 84 others have recieved their High School Diploma.

Test results show that day students who attend class twenty hours of in-

struction each week progress in reading at the rate of 5.1 per two hundred hours

of instruction in 8i weeks. Test results for evening classes, meeting nine hours .

per week for two hundred hours or 18 weeks show average student gain in reading

of 4 months. This gain is meaningful when compared to the one year that the

average sixth grade student in a day schools progress during approximately

three hundred hours of reading instruction per year, the adult in this setting

learns at a rate about two and a half times as fast.
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LINE
ORGANIZATION OF WHITE PLAINS

ADULT BASIC EDUCATION
PROGRAM

1. birsIglikbasittiga
The Board of Education acts as a legislative body in the determination

of general policies for the control, Cooperation, and maintenance of the public

schools. The execution of these policies is the responsibility of the

Superintendent of Schools. Complete and final control, within the limits of

New York State Laws, of all matters pertaining to the public educational

system of the City of White Plains is vested in the Board of Education.

2. AperinteRdent gt &WALL.

The Superintendent of Schools is the chief advisory and executive

officer of the Board of Education. He exercises general supervision over all

the public schools of the City and over all personnel of the school system.

3. Plittstuglidafirdimillatv
The Director of Adult Education is responsible for the Administration

and supervision of the Adult Eduoatton School.

4. Witedat Director -WA Biala Educatiork.

The Assistant Director - Adult Basic Education exercises administrative

and supervisory !Unctions within, the basic education k:ahool. He is responsible

for the control and for all records and reports of the school.

5. Supervisory Karl.

ISie Supervisory Staff - Adult Basic Education is responsible for

direct supervision of staff in their area of speoialisation.



6. 2212bSER.

Teachers serve under the overall authority of the Superintendent,

Director and the direct supervision of the Assistant Director of Adult Education.

Specific assignments are determined by the Assistant Director. All teachers

and resource personnel are subject to the authority of the Assistant Director

Adult Basic Education.

7. aWitAllthig SEASOU.

Secretarial and clerical personnel are responsible to the particular

staff member to who they are assigned.



PROFESSIONAL ORGANIZATIONS

1. White Plains Teacher's Association.

The object of the White Plains Teacher's Association is to cooperate

with other educational organizational to promote educational opportunity for

the pupils in the White Plains Public Schools, and to promote the educational

and general welfare of the teachers of White Plains.

2. Westchester County Teacher's Association.

The object of this Association is to afford the members of the teaching

profession in Westchester County an opportunity of expressing a united voice in

County and state politics and a concerted effort in improving salaries and

fringe benefits. Its office is at 11 Court Street, White Plains,

3. The New York State Teacher's Assoiliation.

The New York State Teacherts Association develops and maintains a

professional outlook and is concerned about the financial support for the

schools in New York.

4. National pupation Association.

The National Education Association represents educators in all 50

states, territories, and government installations. A major responsibility is

working with legislators on a federal level in support of education on a

national level. In addition to its aggressive political role, major benefits

are available to its members.
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STAFF BENEFITS

1. The White Plains Teacher's Federal Credit Union.

A. Membership: Membership will be limited to A.B.E teachers and

office workers employed by the Board of Education in White Plains, members of

their immediate families, and any organization of such persons.

B. Shares: A minimum of $5.00 for the first share plus a .25 entrance

fee is necessary to become a member. Single accounts may reach $10,000.00

while joint accounts may reach a maximum of $20,000.00.

C. Dividends: Are paid on shares on deposit as of December 31 of any

year. Money deposited by the fifth day of any month earns interest for the

entire month and 50 dividend has been paid for each of the last three years.

The treasurer is bonded. The books are audited quarterly by the supervisory

committee and examined annually by a Federal Examiner.

D. Loans: The rate of interest on loans is 3/4 of 1% per month on the

unpaid balance. The rate is 1% per month on the unpaid balance for other types

of loans. At no expense to the borrower, death to age 70 and disability to age

60 insurance covering the amount of the outstanding loan is in force on all loans.

E. Loan Applicatiens: The Credit Committee acts on all loan applications

Up to $750.00 may be borrowed on a personal signature. Over $750.00 requires

a co-signer unless the money is to be used to purchase a car. Average car

loan is now $3500.00. Since 1938 more than $3,000,000,00 has loaned without a

single cent lost.

F. Payroll, DeAgettm Is available for anyone who wishes to either

repay a loan or start systematic savings.

2. Life insurance.

A $500.00 'Item" life insurance has been created automatically through

memberailp in tho Wit° Mina Tepcherle Asaaaiation.

11



STAFF :10+ ITS c °nit.

3. Itml Fund.

The White Plains Teacher's Association has created a fund to reimburse

a member in good standing for legal expenses incurred in the performance of his

duty or legal counsel necessary for group action.

4. Social Security.

Every staff member should obtain complete information About rotiromont

regulations so that he is certain of receiving maximum benfits.

5. Medical Insurance.

There are three medical insurance plans that are offered: Extended

Blue Cross and Blue Shield, G.H.I., or R.I.P.. In addition, each plan offers a

major medical policy. Information regarding individual plan benefits and fees

may be obtained from a descriptive bulletin available for each employee.

6. Retirement Benefits.

Retirement membership card may be secured from the secretary.

Contributions are made entirely by the Board of Education. Membership in

Sooial Security is necessary.

12



"ABRIDGED"

CONTRAOT AGREEMENT

Between The

White Plains Board of Education

and the

White Plains Teaohers' Assooiation

Artiole I

Recognition

limismsTIVIVTM.c!'"M-1

The White Plains Teachers' Association (hereinafter oallod the "Association")

is recognized as the exolusive negotiating representative of all classroom

teachers, trade teachers and guidance personnel who are employed in the adult

education program of the City School District of the City of White Plains

(hereinafter called the "District"). All such persons are referred tS as

"adult education staff" in this agreement.

13



Artiole III

1r;nvance Procedure

A. Definitions

1. A "grievance" is a claimed violation, misinterpretation or

mieapplioation of an expressed provision of this Agreement.

2. An "aggrieved person" is the person or persons making the claim.

3. "Teacher" as uried in this Article shall also refer to adult

education staff.

B. Purpose

1. Uhen a complaint exists, the person or persons involved will take

informal aotion to resolve the issue before instituting level one

of the grievance procedure.

2. The individual teacher has the right to disouss the grievance with

his immediate supervisor and having the grievance adjusted without

intervention of the Assooiation. However, in any ueo whore the

aggrieved person raises the grfevanoo with som,,ono other than his

immediate supervisor or where the issue raises by the grievance

affects a group or olass of teaohers, tho aggrieved party shall

notify tho Association of the grievance and tho Association shall

be given the opportunity to bo present at such adjustment and to

state its views.

3. Nothing heroin contained shall bo oonstrued as depriving a

teacher of his rights under emotion 683 of tho General Municipal

Law,

0. Procedure Time Limits

1. Grievances should be processed as rapidly as possible. Time limits

14



specified may, houovort be extended by mutual agreement.

2. Parties may reduce time limits so that grievance may bo exhausted

prior to the end of the school year.

3. A griovanoo will bo deemed to have been waived unless presented

within fortyfive (45) school days after the event or events on

which tho grievance is based are known or should roasonably have

have been known by the aggrieved person.

4. The filing or pendency of any grievance under tho provisions of

this article shall in no way oporate to impedot delay, or interforo

with the right of the Board to take tho aotion nomp)ninnd of,

subjeot to the final dooision of the grievanco.

D. Proonduro Stages

1. Levol Ono

(a) If the comillaint is not resolved informally prior to Level

Ono procodurot the awrioved person may filo a written

griovanco with his immodiato superior on a form availablo in

aohool,

(b) ilithin fivo (5) sohool days after tho presentation of the

uritton griovanco, tho immediato suporior, or suoh person as

designatod by him, will meet with tho aggriovod porson in an

effort to resolve the griovanco. Tho "aarioved" shall be

present and may bo roprosontod by an Assoointion Lipson

itopresontntivo or 1:10U0 other porson ass provided in Sootion

E2 of this Artiolo. A deoision shall bo rendered on the

wftiovanno within five (5) school days nftor ouch meeting.

15
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2. Lovol Two

(a) If the aggrieved is not satisfied with the disposition of his

grievant:p at Level One, or if a decision has not boon rondored

within fivo (5) school days after tho mooting at Lovol One,

ho May file the griovanco in working with the Suporintondont

of Schools, with a copj to the President of the Assooiation

or his designee, within five (5) school days after the

_____ ___ decision at Lovol Ono, or fiftoon (15) school days after the

written griovanoo was prosonted, whiohovor is sooner.

(b) Within fivo (5) school days after l000ipt of the written

grievance by the Superintendent, ho or his designee will moot

with tho aggrieved person in an offort to resolve it. A

dooision shall bo rondorod within ton (10) school drys aftor

ho first moots on tho griovanoo.

3. Lovol Three

(a) If aggriovod is displor.sod with tho disposition, or no dooision

has boon rondorod within ton (10) drys following mooting with

the Suporintondont or his designee, ho may filo a written

griovanoo with tho President of the Aosooiation with a copy to

the Suporintondont written fivo (5) school deys aftor

Suporintondont's dooision or fifteen (15) days after first mot

with the Suporintondont, whiohovor is sooner.

(b) Within five (5) school days aftor receiving the written

grievance, the Assooiation may refer it to tho Board, with a

copy to the Suporintondont. Within ton (10) school days, tho

16



Board shall moot w th tho aggrioved porson. Tho Board shall

rondor its decision within ton (10) days after its first mooting

with tho griavant.

4. Lovol Four

(a) If tho aggrieved is not satisfied with tho disposition of

his griovanco at Lovol Throo, or if no decision has boon

rondorod within ton (10) school days after ho first mot with

the Board, ho may, within five (5) school days after a

dooision by the Board, or fifteen (15) school dap., after ho

first mot with tho Board, uhiohovor is soonor, filo the

griovanoo with the President of the Association with a copy

to the Superintendent of Schools requesting the Association

to submit his grievanoo to arbitration. If the Association

dotorminos that tho griovnnoo is meritorious, it may request

arbitration within ton (10) school days after rocoipt of

request tho aggriovod by notifying the Board and the

Suporintondent.

(b) ',ithin ton (10) days of submission to arbitration, the Board

and tho Association may agroo upon a mutually n000ptnblo

arbitrator, or, thon designate tho Amorican Arbitration

Assoointion to designate a panol of arbitrators to faoilitato

the solootion of an arbitrator.

(o) Tho arbitrator holding olosod mootings shall issue a written

award not later than thirty (30) days from the oloso of the

hearings. The decision of tho arbitrator will bo advisory to



*11. ..wavonwir~oserors.momenNENIMPONOVII*09411M1

the partios.

E. Rights of Toaohors to Roprosentation

1. No teacher shall suffor roprisals or professional disadvantago

by reasons of participating in tho process of any griovanco.

2. An aggriovcd porson or porsone of his choosing shall bo present

at all stave; of grievance procodure. Tho 1kaIooiation shall

have tho right to bo prosont and state its views through all

pr000duroa.

18



ARTICLE IV

Toaohor-Administration Laison

'A. 1. Assooiation mombors in tho Rochamboau Adult Center shall soloot a

Laison Ropresentativol who, along with such committeo of throe (3) to

five (5) members as he may solecti shall moot with tho Administrator

at least once every two (2) weeks during tao school yoar to roviow and

discuss local school problems and practioes. Meetings may bo post-

poned by mutual consent. (Theso toachers will bo momburs of this

committoe for a poriod of ono yoar, otaggorod torus. Individuals may

bo ro-olootod. ABE policy)

ARTICLE XIII

Positions in Summor and Evoning School

A. All oponings for swrnor end ovoning school positions shall bo

Vublioizod in oaoh school building. Toachors who havo applied for ouch

positions shall bo notified of tho cation takon rogarding thoir appli-

ctions as oarly as possiblo.

B. Tho following oritoriat in ordor of importancof will bo used in

tho solootion of summor and ovoning school porsonnol:

10 Toaohors in tho Whit° Plains Sohool System

2. Prior oxporionoo in oummor or ovoning school

3. Cortifioation in proforonoo to non-oortifioation

4. Tonuro toaohors in proforonoo to non-tonuro teachers

19



ARTICLE XIV

Teacher Evaluation

C. Teachers will have the right, upon request, to review the contents of
their personnel file and to make copies of documents in it. A
teacher may have an Association representative accompany him during such review.

ARTICLE XXII

Protection

A. Teachers will immediately report
immediate supervisor, in working.
B. The Board shall save harmless and
loss in accordance with Section 3023

all cases of assault to their

protect all teachers from financial
of the Education Law.

ARTICLE XXIV
Adult Education Staff - Funded Pro ram

A. ?This article shall apply only to programs funded by Federal and
State Governments, and industries and administered by the White Plains School
District. Funded Teachers working evenings will receive pay increase with no
fiinge benefits In the date of recycle for those budgets.

- B. Effective as to Daytime Funded Staff and as of the start of Manpower
Development Training Program number 6:

1. Within State and Federal regulations and politics and Industry
Funded Programs every effort will be made to provide continous employment, for

20



staff uhoso work is satisfactory within the budget lifo of tho specific

programs oxcopt whoro enrollment falls ti a point whoro tho program is closed.

2, A file of all Adult Education staff will be prepared and nu

by tho Adult Education Administration in ordor of their dates of employment in

their area of specialization, the longest employed placod first. In case of

funding out backs in programs, lay -offs will bo governed by sonority within the

special area whenevor praotioal.

3. Each newly hirod Adult Education staff porson will bo plaood on

probation for a minimun of 30 months or 2520 hours which ovor comes first during

which timo ho will rocoivo snporvision and training r.nd evaluation of teacher

offeotivoness. At tho satisfactory oomplotion of the prohpAionavy period he

will be addod to tho bottom of tho soniority list in which ho haw aocumulatod

tho nocossnry prob-tionary time. This probAionary poriod will bo rotroaotivo

to Soptombor, 1964.

Are in which soniority oan bo cornodo

ABE -- Basio Eduontion, Widanoo

HIT -- Basio Eduoation, Auto Hoohanics, Auto Body
PHO, Elootronice, Typing, Hodioal, Foods,
Poraonnol Sorvioos.

If now arons of spooialization aro orontod, thoy will bo added to

this lint,

4. Staff who aro on a soniority list shall not bo diemissod oxcopt

for roduotion of work or for oauso.

5. Any Adult Education staff not cn tho soniority list may bo

dismisood or rchirod at tho disorction of tho Dirootor of Adult Education.

6. A loavo of abaci= of up to ono year for mc.tornity or for

study at no pay may bo takon with no advanoo in stnnding on tho seniority list.

21
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7. An instruotor must comploto the contractod time of instruction

with his current class before becoming oligiblo for assignment to anothor olaes.

Upon complotion of tho currently assignod class, toaohors on tho seniority list

will bo givon first priority, to new classes in their area of seniority.

C. Funded Daytime staff will r000ivo six (6) paid holidays - Columbus

Day, Veterans Day, Christmas Day, Martin Luther King, Prosidonts Day and July 4.

D. Funded Daytime Toaohors shall be oligible for siok bonofita computed

as follows: one day sick loavo at it pay for oaoh thirty (30) days worked,

non-oumulativo.

T. Dcy and EVoning Funded Programs shall considur as days of instruotion

thoso days the Superintendent olosod schooli foromorgonoics, snow days or

mourning, etc.. Tho regular solary for that doy will bo paid.

P. Funded Daytime staff aro expected and shall bo on duty for tho

entire duration of tho daily rssignmont. Personal and oduoational oommittmonts

will bo mado outsido the drily timo period. Lny derivation from this must be

by approval of the Director of Ldult Education.

O. Teachers in funded programs will agree to teach for the life of their

class. Only loaves approved by tho Director of lkdult Education will guarantee

roturn t_o original assignment.

H. Fandod Daytime staff will receive one (1) day's leave for personal

businoas each year, nonmoumulativo, at full pay.

I. Funded Doytimo staff will r000ivo $8.75 per hour when rooyolod funding

occurs.

A
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ARTICLE XXV

ADULT EMUCATIOU STAFF -- yluianctILL PROGRLM

A. 1. Evory offort will be made to dovolop suffioiont enrollment to

oporato liatod olassos. 14 minimum of fifteen (15) registrations for

all °lassos oxoopt High School orodit courses where a minimum of oight

(8) will bo roquirod to start class sessions.
. ,

2. ThO instructor bo notified in advance of hits oomin8 to school

if registrations aro not suffioiont to start the class; othorwise ho

will bo paod for that night.

3. A minimm ovavogn Gltonannoo of ton (10) studonts will bo roquirod

for a class to bo continued, oxoopt for High School oredit coursos

whoro a minimum attendanoo of five (5) will bo roquirod. Evory effort

will bo made by administration and tonchors to moot theso requirements.

B. 1. Successful teachers in tho Adult Education program will bo invitod

to return for oaoh suoocoding year to tho position hold and will bo

invited to tonoh nou courses. Now (lours° positions not filled by Continuing

Adult Education toaohors will bo advortisod to White Plains teachers

and priority will bo givon to qualified Whito Plains tonchor candidates.

2. Ehorgonoy oponings will bc, fillod from tho availablo oandidates.

C. Adult Education classes will bo schedulcd so that olast,:os will run

the planned numbor of sessions oxoopt when a scsoion falls on n holiday.

D. Substitutes will bo solootod from oxinsting Adult Education toachQrs

whonovor practioal.

E. Instructors will bo paid whon classes aro cancelled duo to inolemont

wonthor or unsohodulod olosing by tho Suporintondont of Schools.

F. Pay rato for teachers in Traditional Program will bo $8.75 per hour

beginning Jult 1, 1970.
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ARTICLE XXXI

Duration

This cgroomont shall torminato only as to Adult Eduoation staff

at tho and of any sohool yoar in which tho Apeooiation ocasou to bo tho

oxolusivo nogotiativo roprosontativo of such Adult Eduoation staff.

24



TEACHER ABSENCE

Toaohors are allowed sick leave (nonaccumulativo). If you nocd to

bo absent for any reason oall boforo A.M.1. ~NY Maw. m
Teachers should also o:111 the secretary, WH 8-3440, before 3 P.11. on

tho day they are out to indicato whothor they plan on roturning tho

following day. This enables her to inform tho oubstitutes if her sorvicos

will be needed again.

STAFF HEETINOS

Toachors are oxpootod to attond all staff oeotings. For this purpose

Uodnoodny nftomoon has boon oxprossly sot aside. Faculty mootings are

called by the dirootor or at the suggestion of his suporvisory staff.

SNOW DAYS

Along with the announcemont over tho radio stations, thoro is a

telephone frnm.out whoroby curtain staff members are designated to call

othora to inform thous of the late opening or the closing of sohool

becauso of woathor conditions.

City Policy oonoorning sohool opening on storm days and staff

attendance is as follows:

When goneral weather conditions make the opening of school at the usual time

hazardous the opening will be delayed in accordance with the policy out

lined bolow:

1. When the weather oonditions warrant it tho Superintendent of

Sohools will delay the opening of school until 10:00 A.H. This will bo

announced over stations WFAS and WOR. All poreonnol are expected to report

to work.
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2. Toaohors and sohool scorotaries aro to arrive as soon as possible,

but not lator than 9;30 4.11.

3. Students aro oxpcoted to report to school.

4. School custodians are oxpootod to bo at school nt their regular

time or earlier for snow removal duties.

5. School olosing will bo at the regular timo.

If a storm is so b:.d that tho Suporintondont of Schools dcoidos to

oloso school ontiroly this information also will oomo ovor WFLS. In this

ovont, teaohors and students aro not required to go to sohool. Administors,

suporvisors, soorotcrios and custodial workers arc oxpootod to roport to

their posts as soon as possiblo to do so. If after mrktng every possiblo

offort they cannot roport for work, the following procedure is to bo followed:

a. 0,11 the person dosignatod by the administrator and report inability

to got to work.

b. Submit in writing to the administrator a dotailed explanation of

reasons for failuro to report to work.

This written exp'anatien will bo evaluated tc determent) whothor a

deduction of a day's pay, or a deduction from siok loavo will be made.

Prior to tho next payroll period notification will be providod au to whether

the flodnctiou will norms fmm oolnry or nick maws,
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Piro Drill and Air Raid Drill Rocaukowa

Firo Drill and Air Raid Drill Rogulations aro posted on tho door of

oaoh clasoroom. Bo suro otudonto aro familiar with tho prcccduro tho

first day of school. Assign ono studont to load tho olass and ono studont to

oloso tho door when overono hrs loft the classroom.

Tho signal for a Firo Drill is ono long continuous gong. Signal for

an Air Raid is 2-2-2-2.

Bo suro to tako rogistor with you. When thoro is a fire drill or an

air raid drill, instruct tho students that they must not talk or run.

Explain to otudonts that oconoionally tho exit usod by the olauo is

blockod. If this is true,' tho loador proceeds to the nonrost exit.

Stnto Law requires us to have 12 Firo Drills.

POLICY REGARDING FIELD TRIPS

Tho Profosoional Staff Handbook, 1965 and tho Written Codification

of tho yolioisol. Rulos and Regulations for tho Public pohoolo of hito

Plainsi_1222, both contain tho stntomont: "Approval of principal:

Any teaohor taking a group of pupils on a fiold trip off school grounds

must socuro tho approval of the principal in advanco. Whore this trip

requires transportation in any vohiolo, yritton pormission of tho

parent or legal guardian must be obtained in advance."

27



LEGAL LIABILITY,

The most rocont ruling on toacher and sohocl liability regarding

fiold trips was summarizod in a lottor from Janos R. Sandnor, Assooiato

Counsel for the Now York State Teachors Assooiation, dated Hay 16, 1968.

Ho indicated that teachors arc portootod by tho Board of Education

undor Sootion 3023 of tho Education Law from any financial loss arising

out of °lain:3 of allogod nogligonco on the part of tho toachor whilo

coniuoting a fioldtrip. This protootion providos that tho Board of

Education will

"...protoot all teachors, praotioo or oadot tonohors, and mombors
of supervisory and adninistrativo staff or onployoos from financial
loss arising out of any olaim, demand,,suit or judgment by reason of
Olagod nor;ligonco or othor aot resulting in acoidontal bodily injury
to any person, or accidental danago to property of any porson with
in or without tho school building, providod such tonchor, praotico
or cadet tetohor, or member of the suporvisory or administrativo
staff or cmployoo at tho tiro of tho nooidont or injury was noting
in tho discharge of his duties within tho scope of his employment
and /or undor tho dirootion of said board of education, trustoo,
trustcos or board of 000porativo oduoation sorvicos..."

Field Trip Proouduro

Fiold trips aro of groat value to students. Suggostod procedures

and regulations nro listed bolow:

1. Solcot trips related to tho teaching program, with regard to intorust,
ability and maturity rango of tho students.

2; Disound and clear tho trip with your supervisor. L fiold trip
request form should be submitted in triplicato ono month in advanco.

3. Contact tho plaoo to bo visited. Arrangomonts should inoludo:
a. Setting tho timo and date of arrival.
b. Dotormining kinds of oxporienco most useful to tho class.
c. Finding out about lunch facilities.
d. Locato rost rooms and first aid facilities.
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4. Confirm rill plans and arrangomonts by lottor.

5. Make arrangements for thoso studonts who are unable to pay.

6. Work out any n000ssary arrangements with othor toaohors affooted
by tho trip.

7. If possible oarry a small firet aid kit :nd havo a list of students
with addrossoa and phono numbors,

8. Heoauso of liability, always travel by bus.

9. Hark all lunohos and matorials with studentls name.

A su000ssful trip will load to a variety of aotivitios inoluding

oral reporting, disouppiens, rosoaroh projects, lottor writing,

enmpositions, map making, pinturo displays, rna othor trips.

29



School

Destination

WRITE PUBLIC SCHOOLS
White Plains, Now York

FIELD TRIP PENTIIT

Grade Level'__

Date of Birth

Kind of Transportation Time of Departure Time of Return_

Number of Pupils. Number of Toaohore Numbor of other adults

Purpose of Trip

Activities planned to
prepare, pupils for trip

...

wwwwlow +w.m..4ro. mm.m.

noli. rows...........1.1 amorm..1-
=011. =111.1

Aotiviiios planned as
follow-up to trip

11.....
If paymont for trip is not to come from
school budget, please specify source of funds

Requested by Date of request.

Staff member in ohargo

Approved by Principal Date approved

eporaymIlmm.d.

011
11....,..

Approved by Asst. Supt. Deto approved

Note: This form should be mr.do in triplicate and should roaoh the Assistant
Superintendent for Instruction and Curriculum throe weeks in advance of

the planned trip. Two approved copies will be returned to the Principal.

If a bus is requested, on approved copy should be attachod to the requisition

and sent to the office of the Assistant Superintendent of Administration.

In case of pcstponomont or cancellation, please inform tho Principal who

will, in turn, inform the Assistruit Superintendent for Administration.
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HALL BULLETIN BOARDS

Each month a difforont teacher is assignod to decorate the bulletin board

nearest to room 201 4 202 choosing a topio of his (her) choice. Student

partioipation should bo encouraged.

CUSTODIAL SERVICES

Rooms aro oared for by a custodian, Special jobs should bo noted on papor

and placed in Instruotional Supervisor's box. Under no circumstances are toaohors

to make diroot requests to custodian. In oaso of defootivo lights soo your

supervisor.

KEYS

Kays to cabinets and files in your rooms or outsido your room are to be loft

in your box at the and of the each day. At tho and of each semester, keys are to

bo placed if, an onvolopo with room numbor noted and placed in instructional

Suporvisor's box.

AUDIO - VISUAL MATERIALS

Toachors dooiring A.V. iustruotional materials should submit tboir requests

to their supervisor two days in rdvanoo. Arrangements will then bo made for the

teacher to pick up the oquipment. Tho sign-up shoot is in tho Instruotional

Supervisor's offico. Films must be used 'and returned promptly. (Lab materials

aro not to be intorproted as A.V. matorials.)

DAILY BULLETINS

Teachers are to chock tho bulletin board daily above the sign-in desk, for

changes from 7.ogular schedule and other announcements.

TEOHEA BOXES

Boxes are bolow teacher's namo and should bo checked three (3) times per

sipon ontoring snhool, Yunnh Milo, and before leaving.
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LOST 1I1D FCUND

Lll artiolos found should be turned into tho offico.

PARKING

Parking in tho toaohor's lot is by assignmont only. Ueo tho studont's

parking lot. Ploaso do not park in front of Rochambeau duo to the two hour

parking limitation and tho offioionoy of tho Whito Plains Polioo Dopartmont.

Pleaso use tho studont's parking lot.

LESSON PLANS

Teachers aro oxpoctod to maintain a plan book at least ono (1) day in advanno.

In caso of absonoo, tho subatituto will bo guided by the concepts and oxporionooS

as highlighted by the tc,oher. Plan books are to be loft, at the closo of each

day, on the sholf bolo: tho signin shoot. Thoy aro not tg bo pinood in tho

toachor's box. Plan bboks may bo roviei:od by tho dirootor or supervisor at any

time.

HOURS OF ATTLNDLNCE

Toachors aro oxpectod to bo in their classrooms prior tc the time tho class

is scheduled to st-rt. This additional timo may bo used for preparation, corrooting

papors, or work with individual students.

ATTEMNCE CRD

Fill in student's name using Last nnmo in first position. Bo sere to put

teachor, grado and tolephone nembor on oard. Dates'aro taken frt:m tho register.

Card should have registor symbol to donot illnoss, tardiness, oto. If ronson for

absonco is known aftor thrco days, put mason on back of c'7.rd. Deep cards dated,

accurato, and current. Thpno enrfin aro put in the youngster's cumulativo folder in

Juno.
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REOISURS

Thoro is alua:s a snmplo rogistor in tho !lain Office uhioh a tonohor should

use as a roforonoo uhon in doubt.

Wo differ on a foie itoms:

1. Un4or Hisoollanocus Column tiro put students homo phono and
emergency phone.

2. Wo put all Roligious Roleaso Time in rod ink.

3. When tho olass goon on a fiold trip put "Ed" and nn* in each child's
box. At the bottom of tho pago Indio: to whoro the arms went.

4. Rogietors arc lvmdod into the office inked in on the Londry
follnuing the olono of the 5 sleek period.
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Homo Room Toaohor Attondanoo Rogistor hapsnsibilitios

I. Attondanoo Cards

A. Initial

1. Writo an B in tho box on tho first day you soe the studont.

I2. For lato ontrnnts, draw a lino from start of oard to B.

B. Daily

11

1. R000rd absonoo with a slash

2. Bo oortain lato arriving studonto aro not markod absent.

B. yookly

1. R000rd tho data at tho start of onoh took

2. R000rd numorioal attondanco total by wook

3. Indionto in slash marks roason for absonoo if known

4. For trnnsfor of student, writo to and tonchoris nano

11

5. For transfer of studont, writo from and toaohorts namo

6. For grnduato, writo grnduatod and oirolo dato

11

7. Plaoo an X in any wookday whon thoro is no sohool.

8. Indiocto on uppor right cornor T or T TH for atudonts who attend
only on thoso days.

I)
II.Uso of Studont Lotion R000rd for Fiold Follow-11p of Student

A. Initial Stopu,

1

1. Assumo that sovoral fruitloss phono o:als by tho towel= havo boon made

2. In ovury instnnoo whore tho attondance onrd shots four oonseoutivo
absonoes and whoro no notnticn apponrs on tho rovorso side indicating

1 1

roason for absonco, tho SLR onrd is to bo usod by romcving this card fr

I I
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the homeroom filo clid requesting Supportive Sorvicos.

3. Write in ink in tho space for the 4th session the symbols S.S. on

Attendance card

4. rlace S.A.R. in the Guidance mail box

B. Final Stull

1. Rend the S.L.R. card when it is pineed in your mail box

2. Record en the attendance card the data which Guidance is to you

concerning a student for whom you have requested a home visit.

*exception 4 Students designated T or T & TH

*exception Students who have written in

the slrsh marks a reason for absence.
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Esau c t Forms

MATERIALS TAKEN FRO 1 THE BOCK ROM

NL1.IE

TITLES LEVEL OR=
1.

2.

3.

4.
5.

11/NUEST Felt INSTRUCTICIL L 11: TERIALS

TEACHERS ROCH 11.".TE

HATEIIILLS

NA HE

1.

2.

3.

4.

5.
6.

7.
8.

9.
10.

QUANTITY
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BEGINNING AND ENDING THE SCHOOL DAY

It is important to start each day the right way. This can be

done with a little forethought. Certain procedures are mandatory,

such as taking attendance.

Planning daily activities should be both a long and short range

project. The former should be done in these ways:

1. Consult with your supervisor

2. Know your teachers' editions, manuals, and basic pupil materials

3. Review the local curriculum and audio-visual guides.

4. Check your Plan book and Office bulletin

Short range planning should be .done in these ways:,

1. Write sufficiently detailed plans in advance for each day of

of the week in mip" plan book

2. Note your specific goals for groups and individuals in

yourplan book

3. Use your time allotment guide for a well-balanced program

4. Whenever possible, involve your pupils in setting up.the

daily schedule

At the end of the day, evaluate your achievements with

your students
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CHECK LIST FOR KEW TEACHERS

I. Get.to know the Students

A. Read your pupils' guidance folders for an introduction to some

of their differences.

B. Talk with teachers your students have had. In many cases the

guidance counselor and the supervisor will have useful

information for you.

II. Get-Materials Ready

A. Review basic texts, teacher's manuals, audio-visual information,

local and state curriculum guides, and this handbook.

B. Obtain materials for distribution on first day of school and as

needed during the school year: i.e. pencils, chalk, erasers,

notebooks, etc.

C. Keep a record of all textbooks in your classroom: texts

assigned to pupils and those kept on the shelves. Basic readers

are not kept in the desks or taken hors.

D. Ask your supervisor for materials you and the class will need,

such as a record book, plan book, desk calendar, staples,

Scotch Tape, clips and other supplies.

E. Reserve the films, records, movies, science equipment bid other

supplies you will need for various units as early as possible.

Schools have famstrip, micro, overhead, movie and opaque

projectors; television receivers, record players, tape recorders,

individual earphones and filmstrip viewers, solocasters, and

controlled readere. Your supervisor will be glad to assist you with

any of the:se.
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CHECK LIST FOR NEW TEACHERS (cont'd)

III. Organize Your Room

A. Partially set up centers of interest such as library, science

news, mahematics, games, project, listening, painting, etc.

for pupils to develop further.

B. Bulletin boards catch pupils' attention if you use colorful

mountings and titles suitable for your grade level.

C. Decide on storage areas for papers, hooks, completed work, work

to be returned, etc.

C. Set up a Amctional seating arrangement.

1. Adjust placement of desks to changing purposes.

2. Keep factors such as lighting, ventilation, view of

blackboards, passage through the room for students and

teacher, and space for centers of interest and reading groups

clearly in mind.

IV. Plannitut and EvaluatingAteidotk

A. Overplan, rather than underplan. Planning will be more specific

as you get to know your students. Make complete plans for each week,

and long-range outline plans for months, semesters, and the year.

B. Plan for the class, groups, and individuals, and worthwhile

related activities for pupils when they finsih their work. (See

section on "Ideas for Independent Study Projects.")

C. Vary the pacing, length of periods, and types of activities.

D. Put a daily schedule on the chalkboard for each session. Much of the

schedule will be planned with the class at the end of the day

when accomplishments are evaluated.

E. Plan for systematic review of all subjects throughout the yet:.

F. Select supplementary readers on or below grade level until you imcw

your pupils' reading levels. Reading groupe are formed
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CHECK LIST FOR NEW TEACHERS (cont'd.)

during the first three weeks; your judgment, informal testing,

and past records of work and tests will help you in grouping.

Check with yourSupervisor on any other instructional problems.

H. Your plan book should be ready for a substitute. If you never

need one, you are ahead:

I. Keep information about texts, library books, instructional

supplies, equipment, and furniture you would like to requistion

in your plan book.

V. Start Basic Routines_tae First Day of School

A. Have work suggestions on the chalkboards for students when they enter

B. Have each day's agenda on the board and plan some of the work for the

following day with the pupils.

C. Introduce yourself; save name tags on the desks; appoint buddies to

help students new to the Ewhool; and learn the students! name as

soon as possible

D. Appoint temporary committees to attend to routine jobs for the class.

However, each student should learn to keep his own desk in a neat

and orderly way.

B. Decide how the students will distribute materials, head their

papers, and collect finished work

P. Check with your supervisor concerning opening exercises

VI. Bo Fins end Kind

A. Use a quiet but forceful tone

B. Discuss cooperation, consideration, courtesy, good work habits, and the

individual's responsibility for the group behavior. Develop a few

basic rules for the class with the students
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First Aid Procedures
tfOr Information Only)

In case a student is injured, he must be brought to the ABE Office

for First Aid, if it is )ossible to move him. If the teacher, or whoever

reports the accident, feels the student should not be moce( the nurse

goes to the scene. First Aid only is given and members of family or family

physician are called and they are called and they are responsible for any

further treatment which may be needed. When indicated a student my be

taken to the emergency room of the White Plains Hospital or St. Agnes

Hospital. The assistant director or someone he designates should accompany

the nurse. The following treatments are guidelines. Teachers are to use

these only if it is an emergency and/or the nurse, secretary or assistant

director are not available.

First Aid Treatpents:

ABRASIONS, HINOR CUTS AND SCRATCHES: Cleanse well with green soap and

water. Dry. Apply steril dressing.

ACCIDENTS: All accidents that involve eye injury, head injury, severe

laceration, obvious fracture and bleeding must be accompanied to

the health room by an adult. The student should not come alone. In

case of a suspected back injury or any other condition that points to

a severe injury, the stuA00 shq0AJIALtoo paved, matil a doctor or nurse

arrives.

ALLERGIC REACTIONS: See insect bit

BRUISES: Apply cold water or ice

BLISTERS AND BURNS: Cleanse wound. Apply Butesin Picrate and cover with

steal Telfa dressing. If burns are extensive, use no ointment, just

cover all open lesions with stern Telfa dressing or regular gauze.

Keep patient lying down and covered - to preventglopl - until he can

BE HUM TO A HOSPITAL.
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COLDS AND SORE THROAT: Isolate from group. Contact family and send home

CONVULSIONS: Do not restrain student. Attempt to remove objects nearby to

reduce injury to him. If possible, try to gently insert a spoon or a

firm tongue stick mouth gag into the corner of the mouth between teeth.

Do not push it into throat. Leave air passage open. When convulsion

ceases, loosen clothing and turn head to one side. Contact family.

Follow through to determine whether etudent is under medical care.

EARACHE: Send student home. Advise seeing family physician. Rest and hot

water bottle may be used while waiting for relative or friend.

FAINTING: Place student flat on back with head low. Apply aromatic spirits

of ammonia to the nostrils for inhalation. Fainting can often be

prevented by lowering the head between the knees.

FOREIGN BODY IN EYE: Gently wash eye with .gain warm water. If persistent,

contact parents, advise seeing family physician promptly.

FRACTURES AND SPRAINS: Place in comfortable position. Splint temporarily

if possible. Contact home or physician if relative cannot be reached.

FROST BITE: Warm gradually. Begin with vegxcold water and then my

gradually increase temperature of water so as not to damage the tissue

HEADACHES: Question as to malaise, lack of rest, eyestrain, etc. Take

temperature. If normal, may permit student to rest with cold compress

on head. No medication should be given by mouth.

HEAD INJURY: Let student lie down in health room. Apply ice cap and do not

disturb student or return him to class until seen by doctor or nurse.

HEMORAMAGE: Lie patient down. Apply pressure over injury. If there is a

spurting vessel, apply a tourniquet above spurting vessel. Call

parents and physician. If hemorrhage cannot be controlled, omove to

emergency Room of Hospital at ones.

42



1 !

It-

11

HYSTERIA: Rest on cot. Cold compresses to face. Contact relative if

necessary.

INSECT BITES, STINGS, HIVES AND OTHER ALLERGIC REACTIONS: Apply ice. In

event of a severe generalized anaphylactic shock, where student faints,

has trouble breathing or developes generalized swelling of face,

transfer student immediately to pmerRency_Room of Hospital. Have office

contact relative to meet you at Hospital.

MENSTRUAL PAIN: Rest on cot with hot water bottle on abdomen. No medication

to be given by mouth. If severe, send student home and advise seeing

family physician for medication which student can carry in purse at

all times.

NOSE BLEEDS: Place student in chair with head extended backward or place

on cot with pillow under shoulders and neck. If necessary, compress

point of bleeding with a cotton plug.

STOMACH ACHE: Take temperature. If student appears ill, vomits or has any

elevation of temperature, take student home.

VOMITING: Re... Take temperature. If no fever, observe, otherwise call

relative or friend and take student home.
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ICITE PLAINS ADULT LTCCATICO CE21111;
ADULT DASIC IMUCATICU
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T ' 'AYIIOLL 11 'I' CD' /"1.) DUB D

kii1(1,'RjP)ENAL

.....
Date Piiic Wheat PE.yroll Peviod

PromPo....kn1PiqP______.....,.,.. .

1/3/70 12/29/69- 00/70

1/27/70 1/12/70- 1/24/70

2/10/7'.) 1/26/70 - 2/7/70

2/2/70 2/9/70 - 2/21/70

. - 4-.1, I

ravoll I'opor Due

at Coatm.l Off,.... .... ... ........

1/26/70

2/9/70

2/23/70

3/9/70

- ..... .4. -' NO

phcc113.Ipplacd.,.. l

2/12/70

2/26/70

3/12/70

3/26/70

3/10/70 2/23/70 - 3/7/70 3/23/70 4/9/70

3/24/70 3/9/70 - 3/21/70 4/6/70 4/23/70

4/7/70 3/23/70 - 4/4/70 4/20/70 5/7/70

4/21/70 4/6/70 - 4/13/70 5/4/70 5/21/70

5/5/70 4/20/70 - 5/2/70 5/13/70 6/4/70

5/19/70 5/4/70 - 5/16/70 6/1/70 6/13/70

6/2/70 5/13/70 - 5/30/70 6/15/70 7/2/70

1

6/16/70 6/1/70 - 6/13/70 6/2')/70 7/16/70

6/30/70 6/...5/70 - 6/27/70 7/13/70 7/30/70

7/14/70 6/29/70 - 7/11/70 7/27/70 3/13/70

7/23/70 7/13/70 - 7/25/70 3/10/70 3/27/70

3/3.1/70 7/27/70 - 3/0/70 3/24/70 9/10/70
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D,7!.10,Tioo,3:o.ic(4

Due in ADE °Mod
rayroll Period PayrulJ. report Duo

rroia To at Ccatral Offico
ChooLs Issuod

3/25/70 0/10/70 0/22/70 9/7/70 9/24/70

9/3/70 8/24/70 9/5/70 9/21/70 10/3/70

9/22/70 9/7/70 9/19/70 10/5/70 10/22/70

10/6/70 9/21/70 10/3/70 10/1.9/70 11/5/70

10/20/71 10/5/70 10/17/70 11/2/70 11/19/70

11/3/70 10/19/70 10/31/70 11/16P0 12/3/70

11/17/70 11/2/70 11/14/70 11/30/70 12/17/70'
e , c ,

12/15/70 lq,' ' 11/30/70 . 12/12/70 12/23/70 1/14/70
,,l3

12/29/70 12/14/70 12/26/70 1/11/71 1/23/71

1/12/71 12/23/70 .. 0/71 1/25/71 2/11/71
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W rurs,f; BASIC

irn2

st ) (First)

Erk3loyee tt Fay Poried 71.1.3139.,:-.7/?,/70

1,..... Clas;re.oci Tpc...e. te rs ron-Tez, lllllll t;t1:ff

Payroll ileport i Dudaet i"' DudE,et # Bu.dEet 7/

Funt2or I ,k,urs irorked T.:ours tiorl,:ed :Toure horned
JULY

,

I.J.9110.. -.......1.3......,....1...,. . . . .... 1... . ... . ID 0 lllll I,. i

Tues. 11. 4 ar ..... . a

YpA. ..... ?5.

T:turs.
Fri. 17

SEA.. 13

Hon. 20

.... . .... . *.et. ..
22 4...... , .. ,.

.4. . .

4 , . ... .,.
. .... -

23fr . - ; re A. ..

IY

.............
.....

0 40 4 No. 4 1 , IP

4

..

4 4 4 4 ir e .4.44,44. 4 44..4 444

Fri.. ._....2. 4 .
1.. A

. ... . ... ._..... .....

sf,.t 25. ... . . .. .. t I. .
EI.V1oye o eimpIe-t, e

this stt,H.rcl 40 . 10 * d X330, I .3....

otal to ;Total otal fiat° Total otc,1 !lato Total

ours l'r.77.r. !3c.lary :ours Pr.,:!:. 3c.lary ,tottrs Pr ,r. S-Ilary

Directions: 1. Tecd1:)y.y; a1tp',1 two BudGet a,,,,;:fre..,ring Oil re..-iuter.

2. rrofolisicnals trao tors!.;. ,.lore tic on bud of Lutst use a

separtio column for ease;t.

J. Payroll reports AIM; be :call...I:et ee...4,.,.1eto A. subilitted by
deadline date.

4. In order for 'this bo CC. C11.11.C:C1 this Ufa:,
sheet plat bo placed in t!'e ..ailbox of the :.;t1;iopvistn. of

:inc.tiAwtion in the ADD offico
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SECTION II

JOB D,TINITIONS

56



LIST OF JOB D:TIN I TI ON S

1 Gtri hNCE DAY

2. FIELD REC I VI TER

3. IITT~TIDLNCE RECRUITER

4. ELD ATTIN DAN CB UORKER

5. COIMUNITY COUNSELOR, FTIIITIIITIL tril IT

6. GUI DACE I!C1U(ERt PENITRITI:JIY UNIT

7. INSTRUCTIONAL SPZCI LLI ST P/1IITENTII.RY WIT

8. TELCIIER HIGH SCHOOL EQUIVALENCY P121ITIVTIARY UNIT

9. Ln. RUING LI.BOR',TORY SUPLRVI S OR

10 LE+illi`IING LABOIMOitY S TRUCT Oil

11 LFIRN IN G LLBOILT CRY TLLCHER - ,SSI

12. SUPH1 V1 SCR CF INSTRUCTION

13. CLERK TYPIST

14. FILE CLERK

15. BULL CLERK

164 ATTUIDAN E CLERK

17. R.7 L CLASS CITA

18. ABE TEACHER

19. AMIN ISTR:,TIVE L Sij I STANT

20. OFFICE Hi .111, GER

21. TEAOHER HIGH S CIIC OL EQUIV.:LI/MY

22. BI LINGUAL COMMOR

23. A. B. E. FUMING TELCHER

24. Itant AIDE
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i.. B. r. COUNSESOR
PULL - TII 1E - Pilr G 11,1 I

To help oroato an environment through guidanco and counseling services, in
which students may best dovolop to thoir fullest potential, both personally
and °duo:tic:lolly.

Snocifio

I. Conduct scheduled and "as" oounsoling intorvious as follows:
1. Intako

a. Uxtend a uarm uoloomo tc not: onrolloo, convoying tho comfortablo,
rocoptivo, non-judgemental, Acisting environmont. Explore lath him
hie goals and Opirations, docoribing the naturo of tho program and how
it is dosignod t( meet his neodo. tttompt to instill the confidenoo
flooded to undortako this ronucd lorning oxporionco.

b. Gather porsonal data to be :.ecorded on StuAnntn gret.r4 Ni.r

o. To effect immodiRto olum placemont, kooping proliminary tostina to
a minimum, a pimple norooning dovice is administered to determine
approximate roAing levol. Tontativo rr.turo of placemont is explained
to studont subjoot to subsequont teat scores, class perfcrmanco, ter.eho
and loarning laboratory ()valuations, and student personal reactions.

d. Studont in personally escorted to olassrocmlintroduced to toacher
and ol!nomatos an evidence of ncooptance into the program.

o. In instanco hoc problems Rro presented which might preoludo
enrollment, such as transportation difficultios, nood for day cro
norvices, etc., counselor initiates contact uith appreolato outside
agencies for soluticn. For all voltam recipients, cr'nevorkor is
advised, tf enrollmont and needed additional monies to cover
occol oxponnen.

1. Student in encouraged to aw.il hiosolf cf counnoling services.

TT. pounsolim

A. katial1211112-ja

Upon completion of all initial testing, including St
Achievement, Wide Range cord Revised Bets, teacher -n: learning
laboratory reactions to tentative olras pl.oeoent, -nt is

uithteen by counselor for purpose of revieuing this in. -4611

him. If a change tris boon reoumacnciodi thin is di:- A in order
for studont to undoretand uhy and hot this would be beneficial
to him. it all times, stndentis reactics Are c-.refulty Oonsidored
and respooic4 nny ntvnt.oft are effected.
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..Thi& nating.Proponts.as.ppporturAty to appreinu studont'o sohool . .

adjustment and to offer tdditicn-.1 support nd onbcUiygoment whon needed;

Results of this mooting aro recorded on c. spooinl Inttko Summary Report
Form.

B. Propos Interview

Lftor a roasonablo poricd of o;*.posuro to tho instruoticnal
oxporionco, a mooting is sohedulcd with tho student, usually following tho
rocommend:tien of his toachor, to roview his progress in tho program.
hreas of difficulty nro discussed in nn attempt to nook cut romediol
measures. Prop- ration for ponsiblo nntioipated transfore clan bo introduood
nt tide time. Goals aro ro-uxrmined in lino with tho chango in colt imago
which may have omorgod.

C. Graduation Interview

Ls the student achieves to tho level cf gradnntion, an inforylcw
is arranged in which "the next stop" ors bo dinoneed. Opperinnities
open to him in higher oduo:.tion or vocational training pr, grams are rt.:vies/0d.
To offeot sntethor tranuiticn, °tunneler acccmpanies ntudort to regintration
in hiah schoo l pro gram or directly contvots tho vecntitnal training resource
for referral.

Student is tsnurod of continued support frcn this program after lc, ving,
and invitod tc mait!An ccntect in tho future.

D. Conttot students after three consecutive drys of absonco to dotermino
cause and maintain such conlact until htpcfully resolved. Counselor will
reach cut to other acumen, such es referral agt,-cies, for additicnal information
whon nocrmary.

counselor records of student refloating person:J. dntn
his oduc:tifnal utttus, short and lone-term goals, prcgrons intorvim oto.

F. Holp student identify and ualvo personal prtblems which could
inhibit educ.tienal progreso or cause tordinaticn in tho prtgram, o.g.
transportttien, ohilA 41,%re, esictirnal stmss, job applications, student
vices, oto.

ITT._Attendapeo

Following nreocrAnful ^Atompts by tho teacher to cent; of the stwdent,
counselor will reach out to ether OlgireW4i, tsch AS referral ncvnoies, in
an effort to seek cut my twAlphlo infenticn ctncoming the student's
absenne b4q,1.4% orphaning ft ht..** visit tc. A Recruiter. If tho cause fcr
nbsonoo in nt tll vi thin the soap.: cf tho couneoler's rclo, oho
will take whatover Cticr is ineiiel-tod to hriAg tho student back tc school.

39



is

IV. Speoicl ELL129a

A. Homomaker

This is a joint endonvor undertaken by the i,dult Basio Education
Program and the Uestohostor Ccunty DopartiJent cf Bcoial Servioos to
train reoipionts of publio acoistanoo for Community Sorvico ()outipations.
Counoolor is responsible for intorviewing, tooting and soreening
applioants to dotormino oligibility. Once aocopted, oLunoolor
conduotb orient:Aim mooting for new cnrolloon and begins both group
and individual intonoivo counseling tiith them.

Continual oontnot with tho Dopartment is maintained tc report
trainooss attendtmoo tnd progreos. Arrangemonto aro made for visits
to tho °lass by ropresont;tives for t:lo Deportment when necos:rry,
oulmfir.ting in tho final visit whcn job intervieus are conduoted.
Summary of fimll aohiovement ffd job plcowont is reported tc tho
ABE diroctor.

B. Students in thoLoarning Laboratory

This arrangomont providos tho underoohieving reader in tho MDT
Program with an oxperienco in the Vult-41edia Devolcpmental Learning
Laboratcry.

Upon referral from tho 11DT Counoolor, ABE Counoolor arranges for
Stanford Aohievement Tooting and, based upon nttained lovol, desibmates
speoifio blook of timo during whioh liDT studonts will attond tho

Laboratory. Students readiness is °rooted in termo of tho vain° of this
oxperienoo to him. Progrena of otndents io reported at regular intervals.

V. Comr. &gone/. Relationships

Esttblishes positive working rol:Aienships with leferral agencies
by maintaining frequent ocntaots to report progress of students and
previa() other neceseaty requested data. Thoso oontects present
opportunities to describe more fully the nature of tho ABS Prvgrnm
thereby oncourTging additional future reforrs.

Por exnmplo, tho nporttien cf tho Departuent of Social Oorvices,
to teenoy rosponsiblo for moro thnn half cf tho dry student enrollment,
requites rogular, cngoing comaunioation between tho oaseuorker
tnd tho ABE Counsolor, in terms of studont's attendance, progress,
school tllomnoos end incidentals, thereby c(tutua.ing n substantial
part of counselor's timo.

B. EX:tondo to community tdoncieo invitations to social funotions And
events tnd / or lnnottoonf000tings, when appropriate, ta a one of
beginning or furthering existing relationships tnd undorecering cur
dosire to wnrk e(:eporr.tively for tho benefit of our population.

C. Visits and presents brief talks to outside 4.ie.leies, in tho company
of the LBE direttcr, for purpose cf fflimili-riling them kith tho
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aims, goals:, oporation, rchiovemonto, and benofits to thoir clients
tho_ABE.Program.

D. Attonds sohodulod mcotings with ropresent.tives of cthor ecmunity
agoneioo and roacurcos in an offort to oxchango mutual ooncorno, impart
information concerning our program, rand koop current on pertinent
activitios in the community.

V. Intornal Staff pootiniV

A. Moto faith othor suporvisor staff on a regular basin to review
oxisting program practicos and procoduroo, reocmmend ruvioions
and / or additions for thoir mcro a:festive implemontation, and
explore now ideas and mothodo to acc(mplish our airs rnd goals.

Rosulto of th000 meetings aro omiunionted to othor members of tho
guidanco staff.

B. Presents the funoticn and role of Cuidanco in tho ABE Program at
teaohor-training soosions cr mw-toaohor orientation meetings,
omph,7niting tho rosponsibilitioo of tho toachers in this area.

C. Attends recular4 Pchodalod tocchor staff maetingo, uhon necessary,
to convoy now or revised goidrinco pr000durca.
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JOB DEFIiiITIGN - FIELD

I. pERERAL RESPOSIBILITIES

a. Croato and mintain n ccntinuing census of undor-oducated adults
who oculd benefit from attendance in Ldult Basic' Education olLsoes.

B. Participate ective1y in a carofully proacnted, roponted effort
to induce adults tc onroll in tno program.

II. SPECIFIC RMITUSIBILITILO

n. Distribute props red pcoters and notices abcut program.

b. Mingo porsonal visits to grass -rcets org-niention, ace(mpmniod
by pmfessional Ldult Basic Educnti(n Staff whon riAuired.

1. Community Lotion noighborhocd contors.

2. Religious and cooiql and neighbcrhood groups.

3. Lgenoies who sorvioc the pooplo Lo wish to roach.

4. Individuals in target noighb6rhoods who are trusted by
and influential with tho target population.

C. Visit tho homes tf all reform:a tdults in yrd.r to tall them
about tho prtgrrm Lnd ccnvince then to enroll.

d. Leos span a prefessicnal recruiter to tho home of people
previcusly contacted who need a4diticnal infcrmatitn or
persuasion.

o. Accompany any interested adult to the Ldolt nducntitn Center at
any timo he is willing tc come.

ITT. caunTimp

a. Attend tho bi-wcekly mcruiters meeting.

b. Work tho average weekly h(nro r.saigted.

c. Rato of pny $2.25 / hr

(1. SatioP.ctcry completicn of r. 30 day preb.1i(n period is required.

Revisicn 02 7-68
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JOB Di IIIITI(N RLOIdlITLIRS

I. MERU nEUCNSIBILITILIS

a. link° porscnri visits to tho homos of adult ntudentn who havo
interrupted thoir rttondnnoo in Adult Basio Mucntion elassos.

b. Cummuniato to this adult tho deniro cf ult Dauoatien Program
to anint in cAy wry penciblo to cncb10 him or her to roturn to
clans co soon as pcssiblo.

II. SHCIFICRISPCOSIBILITIIS

a. Ansumo tho tt.t!,1 responnibility for tho students :.soigned to him

for tho following:

1. Personal contact oven if novcrel nttempts nro requirod.

2. An intorviow with tho stvdent et sufficient length to dotk,owino
tho nnturo of the ronncn uhy the student is not z.ttoppling.

3. Cronto the; olonr understnnding en the part of tho student that

the Adult Eduontion Progrnm 'Jr pntionlarly hin to,oher want°

him to continuo his oduontion.

4. Icntify tho problem and refer in writing to the LIZ

Guidanoo Stiff for notion.

5. If thoro ip a dcsiro to roturn to seheoll but thoro dill be n

dolny, nchedulo n date to revisit.

6. Report progress on onoh onno ntnigned in tho necountability log,

making specinl effort to reoerd ot..mplete inforwticn en each

student ecntnot attempted.

III. Each c.ttondtnoo recruiter in expeetod to perfcrm tho j.:1) rolo as

deneribo:1 on a regular U.Tio.

1V PODIALIM OF an9DIJE

Am Attend tho bi-uotk14 meeting hold the Collier.

b. Work tho avvrnigo weekly Mare which Aro rigutiplOa irulividually

c. Rat' cf pay - 22.25 / hr.

d. Satisfactory ocapletitn of a 30 dry prob. -.Lion period is ix-squired.

Revisit 2 7-68
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JOB DEFINITION FIELD 1.TT1ID,1102 Mani?

I. GRIEIV,L RESPONSIBILITY

a. Nako personal visits to tho home° of adult stndonts havo
. . .

interrupted thoir attendanco in Adult Basio Education olassoo.

b. Crimmunioate to this adult tho deoiro of the Adult Eduoaticn

Program tc asoist in any way poouiblo to cnablo him or hor to roturn
to °lams as soon re p.seiblo.

II. SPECIFIC RESP(aSIBILITY

a. Aariumo the tctal responsibility fcr the utavlent csnigliod to him

for tho followings

1. Peracnal contaot oven if aevoral attempts aro required.

2. An intorview with the student of suffioiont length to

detofniew tiLd m.turo a thu reiso6ft wiv thu etudent is

rAtonding.

3. Croat° tho ol ar und, rotanding cn the part of tho student

tho Adult nducaticn wants hies tv ecntinuo his oduootion.

4. If thoro io a desire tt, return to ach(oll but there will bo

4 delay, schedule a date to revisit.

5. Identity the problem and refer in writing topltfloA by
portenal discussion with tho AEr, Guidanco Staff ft r ooluticn.

6. Comnunicato tt the dropout on the nolutiur volvcd by the

Guidanco St'ff and tho Field Attondonco Uorkei which will enablo

him or IrJr to return to °lass.

III. Tho Filed Attendance tlorkor iu expected to porform the job role as

dosoribod cn t regular b -.sin. Tho rato of pay is $5.32 / hr. Hours

u-rkeri mr uuglt shrtil ho on n flood bniais tJUE sh111.avorage ton hours

per wook.
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_JOB DEFINITION - CC1::UNITY COUNCELORAPTITEiTLAY UNIT

1. 011113i1AL ABUONSIBILITIES

a. /insist in fnoilitating community nnd eduo:.ticrml tdjustment for tho

disoharged inmates who havo pnrticipated in tho eduo.ticnal olasses at

tho Wootchester County Ponitentiary.

b. Ccntributo to tho ovor all objeotivo of tho evalunti(n of tho

oduottional program.

2. SPECIFIC illrffUSIBILITIEU

a. Grotto and m'Antr.in a working reL.ticnship with thu rescuroe stnff

of tho Penitontiary end tho oduo7Aion,11 tonm oporzted by tho Whit°

Plains Adult Educ!--ticn Department.

1), Bo involved with a serum of per-exit interview and assist tho

initiates in nrriving at formal plans for short and long tern goals for

adjustment to outside., lit'? stressing °duo:lien:a involvement to wh7A-

over dogroo foasiblo.

e. Aoccmpany whonover pcosiblo discharges stud.nts to their residence,

employment interview tnd ednottLnal first step.

d. Porton-a a series of personal follow-up visit-Aiona en each discharged

utudont at intervals to deteroino degree and quality of Ldjustracnt.

o. Croat's and mnihtain detailed r000rds on each ctudont ocntacted.

mingmor Ertimitnn

a. Uac of ccantolore or is requirld, a milotv allowance is pmvided.

b. Porfcrn job rolo under tho supervision of Dr. Earl R. Xeosler, card

tLo Director .f Adult 1148i0 Dduct.tion.

c. Work :n .t.ver.-go of Ti hours / woek, with tho flexibillty to adjust to

rying numbors of stn orate insmoo Ming dischnivd from d4 to day and

week to week,

de lion aro discharged overt' working day Lcadry through Friaay at 6i30 11.14
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I'.

and shall bo accompaniod from that point.

e. Complianco with all Penitentiary rognit.tions v.nd projootion of a

oupportivo imago to tho mon contacted both in and out of tho fcoility.
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r.

JOB DESCRIPTION - CUIDI:NCL WORM MITI33M:1Y UNIT

Y. GENE= RL. FaiSIBILITITSs Tho guidanoo vorkor in tho ponitontitry netting

in opoentially t. Yehhbilitaticn ocansolor.whcho hhortzrango'gcalc are

aohioved through helping inmates mako tho most of tho oduontiontl oppor-

tunities availnbo nt the ponitontiary in proparntion for return to tho

community. The lone-rango goals are discharged thruugh holping them

olato thoii oduoatiOnal oxporlorice6 to a moro produotivc4 1J I

abiding lifo outside, utilising suoh oommunity agonoice and rosourcos

as are nooessory to asnist thorn in thoir plan fur rohlibilitations

2. SPECIFIC RESPONSIBILITIOS: Under suporvision of tho penitentiary unit

coordinator (or his ropresontttive) tho guidtnco workor-

a. Shares in responsibility for plaooment tooting of oandSdates for

instruction, in scoring of tents, propnrntion of initial test reoords

and rogistration of now students;

b. hasumes full responsibility for the oduonticnal and personal

dovelopment of each of the men assigned to the group for which ho in

serving as guidanoo corker from the point of introduotion to the tonoher

to the point of discharge from the punitontinry or dropping out cf the

program; ccnduots attendanoo chocks to detormino reasons for non -

attcndanoo and dovolop plane with the students and / cr tho teaohor to

cno'urago better attendance; serves as interpreter of the student to

othor staff mcmlArs and ouordirr.tes their efforts on his behalf;

o. Develops a rolationship with each Linn for when ho is rospcnsiblo

at suoh dopth as ho and tho counselor are eapablo of entging in,

utilising tho rosourocs cf the mental health staff of the penitentiary

when indiot.tod; dotormones the rehabilitation rotentiri of the counselor

and assists him in developing retliatio plans for return to the community.

d. Transfers following responsibility of students to the (community

counselor) through a joint exit interview ecnductud prier tc diaoharge

for purposes of revicring, refining and / or revising plans for return to

tho community;
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o. Mintains a counsolor's reocrd of oaeh student rolleeting his curront

oduoLtional statue ma his curront plans for rohbilitation, au well as

all roforral contretu mado on hiu bolK.1f; pursuos suoh correspondonoo

as may faoilitr.te his return to tho ooramnityl including lottors of

introduction to Adult IX ueation Centers to pursue further edno:.tion,

propares such other relords and reports no may be required by the

ecerdinator of the oducational unit or the Dirootor of Adult Basic*

Mueations

f. Performs suoh other dutios cm the 000rdinater of tho eduot.tional unit

may request.

CONDITIM OP UIPLOMIliT

a. Wnk one or tuo evenings per nook as assigned 3 hru / night.

b. Rate of pay $8.25 / hr.
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JobiDefinition - Instructional Natorials Suoliet aritLatumunit_

1. Genoral Roo onoibillix - Provide csaistnnoo to tho classroom to,whor

which impr(veu ir8truotiun

2. Specific Respcnsibilitios

a. Provide tho toachor with tho writtcn ourriculnr matoinls no thoy

aro developed by tho ;Ault Basio Bduoativn Staff

b. Wiliting demonstration toohniques assist tocohor in the grouping

of studonts at adapt tc now ontrants anA. °hanging noodo et existing

students.

o. Censtat with teacher on choice) of newly nvailrblo instructi.nal

matorials nnd cooiot in tho introduutien and offuotivu us() of thorn

in olf...so.

d. Introduce the uun of ooluotod ruling mohincr nnd fttraili rice thu

toaohor with thoir effectivo utilitati(n.

o. To kcop an up to dato inventory of n11 instruoticnnl mturinl

f. Stcre and oataloguo material by group lovol in order to to:Alit:A°

its veo by totohor.

g. Rovisition rending mturial to no require

h. To be fnmilitx with present ond newly published mctorials for

penitentiary instruction.

1. To tom= responsibility for ordoring, storing, end thu proper tame°

of all supplies amt toaohing impleoonts.

3. Schedule - 3 hours :Atornate weeks. To bu shnred betwoon PonitontinrY

and Rochamboau ca needed.
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Job Definition Tsclerj16dLlauc1BaimauPenitontiarz:Unit
1. Gonoral Responsibility To partioipato re a teacher in an odueational

program designed to prepare intcreited soroonod inmates, who have

voluntarily ()looted to partioipate, for the High School Equivalency

diploma tests.

2. gaisitillouensibilitios.

a. rofor to guidance staff student who can benefit from eduoltional

counseling.

b. to attend an oriontation meeting prior to the first cl%se session

and staff meetings when required

e. to conduot the olrtes two ovoningo each week

d. to utilize the curricular guide provided

e. to obsorvo all of the institution's rogulatic'ne and pr000durod

f. to plan lessons and direct footle teaching so as to cowliment the

efforts of coteachers

g. keep necessary records, ald file related roports.

h. establish end maintain rapport with students

3. Working Conditions

Number of has, 3 per night, 2 times / week

Rnto of pay is tho regular Adult Education rate of $8.25 / hr

4. Qualifications

a. a professional who can bo offootivo in the onvironment

b. a man who is intorostod in this kind of program with ample onthusiaum

and onergy

e. training and certification in an academic field, preferably English,

rending, math or sooial studies

d* successful Jr. or high school toaching experience or equivalont
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Job Dofinition LoarninGjaboratory Su)ervisor

1. amoral Req2onsibilitios

a: Suporvise the soope and contont cf instruction in tho learning

laboratories in auoh n mannor that tho staff me'. CI° torshora oan

roalistioally and omfortably a000mplish the philosophio goals of the

A. B. program.

b. Lead tho ataff in tho oanazoment of or.oll learning suasion ao that

tho individual studont learning needs aro mot to tho fullest degree poscible

2. pooifio Res onsibilitios

a. Suporviso and partioipate in individualised and olustor group

inathiction of studonts on -,n_cnning.basis.dgaignod t( r_ohiove A:.ximun

learning possiblo with the available time, staff and egAipmont.

b. Contributo toward tho acquisition of oxportise by tho tonohera r..nd tho

laboratory stnff in the art of bringing togothor tho loarnor and tho mocha

o. Suporviso tho students evaluation program, inoluding make up tooting

and intake reappraisal.

d. Contributo toward the evolution of a format under which maximum

litudont doadomio'gain can bo'f:ohioved ih the' laboratory setting.

e. Aotively undertake designated responsibilities in whatovor roaearoh

effort this A.B.E. program undortakes.

f. Contribute toward and partioipate in teaoher oriontation and staff

training oxporionoo as scheduled.

g. Supervioe the training of laboratory staff and their maintenanco of

roquired recorda, logs, inventories and guido lines ca required.

h. Propare required summarios of data and evaluations °oncoming the

operaticn of the laboratorioa an roquired.

3. Workinsjohodulo

a. 5 days / woek, 7 hr / day, one ovoning / wook A hours.
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JOB DEFIFITION wagwg LaORATORY NOTRUCTION

031EailL12I3PaISIBILITIES

a. To CEIGUMO the accountability for the soopo, quality and range of

instruotion in the laberntory sotting for underuducr.tod adults who

are reading between total illitoraoy and ninth grade.

b. To utilize all the professional training and exporionce,in ordor to

oreato end maintain an instructional environment oonduoivo to maximum

growth, strosoingt

1. Sonsitivity to individual noeds for suooess

2. Solootion of substitdte instruotion exporienco of the students at

hie point of frustn.tion or imyltionoo.

3. Govorn the leaxning proouss with enthusiasm, oreativity and a

rospuot for the student's oorruitment toward learning.

SPECIFIC Arzrousiin n,..12xLs

a. For the olasues nohoduled into the Learning Lab, the Learning

Laboratory Instruotor shnll assist Learning Lab Supervisor with

the seleotion, distribution and introduotion of instruotional muteriale

and equipment.

b. Consult with tho A.B.D. Reading Laboratory Supervisor on procedures

and mothodologies which providO instruction for individuals and groups,

through tho proper utilization of "Soft" and "Hard!! modia.

o. ?-rtioipato and ocntributo to toaoher training opportunities through

workshop, seminars, and othor instruotional offering.

d. Assist, instruot, end guideolaaLroom teaohers in tho offeotivo

utilization of oonstructional media in the Loarnins Laboratory. Provide

the olasoroom teaohers with familiarity with tho oontents, design,

teohniques. of use, range of instruotion anal testing pr000dures acc

ompanying eteh instruotional media.
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o. Deohango inforoation with eleser000 teohore ocnoorning pupil prccTouu in

tho Laboratory and the ol:asrom, and their adjustment to the Laboratory

instruotional media.

f. Working with the toaohing lab aide, ineuro that at the oonolueion of oaoh

day or evening session, the soft / hard moaia and tho furniture have been

returned to their roepootive positions.

WORKING LIAPIdE:JiTS

a. Day: 9 a.m. to 2 p.m. -- 1/2 hour lenoh (4i hre)

b. Zvening: 6 p.m. to 10 p.m. Instruotional Hours
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JOB DEPINITIOU LABORATUAY TVICHEA AMISTLIT1

I. RATIONI.LE

Most Public fJohool ProgTcms today lw,vo introauood tho praotioo of
utilizing teacher assistants. The goals have been to provido additional
staff whioh oould porform routine instructional Outios whioh do not
require the highly speoialized training of tho profossiowl, teaohor. The
supplomontary staff onn then free the toaoher to dovote more timo to the
planning and implemontrtion of inetruotion.

The School District of the City of White Plains had adovted a policy
which authorized the use of teaoher aseistants. In the day school
proprams._thacher.assistanto.arg_041ped.in a varigty of ways to porform
tasks which do not require tho SpOoialized OXportiso of the trained
teaoher.

For tho p:,,st two years, the Adult Eduoation Program has utilizod
teaoher assistants as learnin;; laboratory tecchor assistnnts.

!

PE/POS:.: 1ICE OP JOB ROLE

Laboratory teaoher assistants aro an integral part of the.eduoational

staff. In the performanoe of thoir roles, they are regulary in oontaot
with tho student populrAion and they are regularly under the sui)orvision
of several members of the professional staff. The nature of their jobrole
requires that they have considerable sophistication in intorpersonal
relationship skill. In the selection of employees for these positions,
evory effort is made to seloot individuals who more than moot, the minimum
qualifications. Whon laboratory teaoher asoistants are hired, supervisors
have the responsibility of continuously screening their perfonaance.
This practice ensures that they perform strictly within their respon
sibilities as outlined in this individual job definition.

A. Qualifications 141)cl...tory Teaoher Asuistant

1. The oLpaoity to effectively 000munioato with a disadv,ntaged
adult population.

2. A high school diploma. The rato / hour will be adjusted upward
based upon additional years of college not to exceed 4.

3. The capacity to offeotivsly porform instructional tasks, under
continuous profossional suporvision.
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B. 1124psibilities

1. Undertake responsibility for the in6tructicn of a clustor or
group of studonts for a portion of a loeson, under the direot
and oontinous sul)orvieion of a professional tof.oher.

2. Operate a maohino which is providiw, instruotion for a speoifio

purpose and time.

3. Isoomblo and prop$7.ro the media needed for inetruotion.

4. Review with individual studonts their daily progress.

5. Share with the teaoher her opinion of students epeoifio
instruotional need and performanoe.

6. Reoord student data under instructions of professional.

7. Assist yith the correotion of etandvadized tests.

III. WOXIITO CC1DITICUS

Laboratory Teaoher Assistant

A. State Civil Servioe Commissicn regulations havo established that
teaoher assistnts as being in tho lionCompetitive Civil Service
classification and are not required to take Civil Service

examinations.

B. Local District Administrative policy makes maldatory the
following regulations:

1. All perscnAel in this category shall use timeolocke.

2. Based on the faot tat this o;togory of employees is
hired on an hourly lx.zie, they will be paid only for

aotual houraworked. There is no payment for holidays,

vacation time, or snort sessions.

3. There is no provision for sick or personal loave with pay.

C. Current rate of pay has a $3.00 per hour base, with adjustments
for additional training at the rate of $.25 per hour for oaoh

year of college completed.

75



JOB DEPIAITICN surEavisc:: cr inupyky

1. General 2wansibilltz to maintain integrity of instruction

2. S2eoific Amponsibilities

a. Selection, distributicn said intrvducticn of instructional -nd equipment
to teachers.

b. Consult with Director anC! Guidfmce Staff on the procedures which make
provieisn for individual differences in lecrning rates by selective
class placement and Teacher Orienttions

o. Provide for teaolier training in both small group and in seminar:3.

d. Guide teachers in the ,utilization of effective class room miwlagement
t eohniques.

e. Provide to all teachers assistance in becoming 'familiar with the
oontents of, and the w.lue of teLohing front the Curricular Guides
as they beoome available.

f. Soheduling of assemblies, trips, guest epeakoru vnd social affair°.

g,. Follow through with teachers on the vhrieus requests for information
on attendance, tent schedules ,uld pupil inform,..tion.

h. Orientation of new and substitute teachers.

i. Utilizing demonstration teohliques: assist teachers in the grouping
of students to adapt to new entrants and changing needs of existing
students.

j. Comult with tweher on choices on newly awilable instructional
materials and implement the acquisition there of.

//

3.11umbers of hours day: the equivalent of 4 Hrs. / dy-4days /Wk., and
the *1 hrs nite 3 nites / wk.

Revision #1

7.68
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JOB DEFINITIGN CLERK - TYPIST

GENERAL RESPCNSIBILITY

Perform general clerical and tvoing duties for the Adult Basic

11

Education office.

II. SPECIFIC RESPONSIBILITES

Types from rough draft of finished copy; typos masters for
duplication; operates ditto, mimeograph, adding and other office
machine's; proofreads_ typed material, Olsweta'routine it uiries in
person and by phone; distributes mail and maintains files; maintain
simple expenditure, receipt, requisition and other types of records,
performs a variety of routine clerical tasks.

Candidate must have a good knowledge of business arithmetic
and English; working knowledge of office terminology, procedures
and equipment, ability to type from clear copy or rough draft at an
average rate of speed; ability to understand and follow simple
oral and written directions; ability to get along well with others;
ability to write legibly and an aptitude for clerical work.

III REQUIRDILNTS

High School graduate or equivalent
Typing skill: 40 words per minute,

Rate of pay: $2.40per hour

Hours: 35 hour week.
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JOB DEFINITION - FILE CLERK

I. GENERAL RESPONSIBILITY

To maintain the system of recording the data required to support
final claims.

II SPECIFIC RESPONSIBILITY

a. Extract student attendance from register erd record on class test
records.

b. Extract test scores from files-and record on class test records,

c. Make accurate copies of valid copy of class test record from working
copy,

d. Evaluate for accuracy and then complete with a listing the Albany
Rugistration Forms by project.

e. Evaluate for accuracy and then complete with a listing - the
Demographic Survey Fonns by project,

f. Maintain the active and inactive pupil registration file.

g. Prepare intake folders and file students folders,

h. Maintain the drop out file and recruiting census file.

III JOB SPECIFICS

a, Part-tLne 25 hrs, /wk. 3 $1,90 / hr.

Revision #2 7-68
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JOB-DEFINITION - FINAL CLAIM CLERK

GENERAL RESPONSIBILITY - To prepare the Final Claims for the Adult Basic
Education Program

a. Maintain an on going evaluation of the attendance record and
test records systems as maintained by clerical staff.

b. Supervise the Albany Registration Form File end the quality
and completeness of these forms to meet existing standards.

o, Recording of the attendance,entry, drop-out date°, rind 6th
grade graduates on the cites test records.

d. Record test results,

e. Eaintain the inventory of tests and provide for recording of
them as needed.

a. Prepare the rough draft of the Final Claim Class Test Records
including the selection of the eligible and in elligible
students based on budget requirements.

b, Prepare the Albany Registration Forms as required by Claims.

c. Prepare the Welfare Case Number and Category of lists by class

d. Prepare and review the (student data) Final Claim for all
budgets and the appropriate lettere of transmittal,

III. Job specifics - Four evenis per week Q 3i haure per night at
semi $4.00/ hr.
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JOB DEF1NITICN - ATTENDANCE CLERK

I. GENERAL RESPINSIBILITY - to create an'', maintain attendance register.

a. To block in recycle registers for each claes in each budget.

b, To institute and utilize a memo system to teachers which would
have a check lost for items needing modification.

c. To insure that student transfers are shown in both registers.

d., To insure that cause of lengthy absences is in register.

e. That each dropped student has reason inscribed in register.

f. Registers show students entering historically.

g. Registers Totals are run at close of use.

h. Request of supervisor of instruction that misters are
signed by both co-teachers.

II. The drop out procedure is regularly superVised.

a. Each student both in day and nite classes is referred for
home call after 3 consecutive absences.

b. Maintain the program drop out chart.

c. An up to date record is maintained of each dron out assigned.

d. Final disposition is noted in register.

e. Our active attendance file reflects accurately drorned and
re-enrolled students.

Hours - one or two hours each day.



JOB vvr, 'Tv - R.;

I. GMAtilkij:.V.,IpIpI.TY, To participate cis a toc.cher in a class of
advanced level otudents uith tho apeoifi (Nal of providinc.

specialized smallgroup instruction des:ated to fill exiiting
gaps in learning.

SPECIFIC

a. To be familiar with the test analysis of ;Le St.taford
Achievement Tests at intermediate and upper levels.

b. To utilize recent toot produots for eaoh student and make
a detailed analysis of each of the subtests in order to
identify concepts, understandings and skills which he has
demonstrated difficulty with,

o. To arrange for the olaLs in groupini; and with instmotional
times which will enable students who have common skill cad
or subjeot disabilities to be taught in small groups.

d. Te.Pr9Yido fpr each student a oimulative skilllog which
will enable him to see his growth and equip him with a
focus for review.

e. To manage the scope of the diagnostic) instruotion to assure
that subsequent exposuree to disabilities that have been
remediated provide for an examinxtion of that olzill and
its proper use.

f. To create an attitude among the otudents thLt eaoh student
is matching himself and his achievement product aflinst
what he wants it to be.

III. SVALIPIC..TI(M

a. A General tuiderst,nding of 11;: :-It and hot; elementary subjeots

are taught.

b. A good unaerstanding of tests i'.nd measareiAnts and a high
competenee with the romediation of subjeot disabilities.
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- ADZ am.plmutJ.A71.

I. General Responsibilities
A. To maintain a high quality of instraotion.

B. To keep up-to-date all attendanoe records and student record file.

C. To utilize the experiences gained in the learning laboratory ()enter

with programmed :kiwi dlr.-directed material° in the areao of reading

with tho arithmotio, sooi4 living skills and arts skills of

tho individual student.

D. To provide the best climate poosible for the periodic two-hundred

hour touting oyoles. Remind those absent for the teat to report to

the learning laboratory for make-up tooting. Review test result with

pupil° in ordar to maintain an attitude of oncouroc;:e.nent and deoire

to improve. Current achievement test data is regularly recorded on the

reverse side of the attendance oard.

E. To reinforce counselor's invitation to student that ho uvnil himse]r

of counseling services available.

P. To share with counselor:. pertinent data oonoerning student AG observed

in olassroom setting aad from teacher.student rele:tionship.

II. Pppoilio Responkibilttie°

A. Man the instraotional schedule so that maximum individualized or omall

olutter grouping' instruction can take plAce with the le:rnnt; 1Cloratory

and the olssroom.

B. Plan enrichment activities neoessary for the individual end the cluster

group within whioh he/Sho is operating in the oliirroom or the learning

laboratory. Leek the assistance of the Instruotional Lu.,ervisor

the learning LlorutoryLuleavieor-,Spcoialist.

C. Plan the ev-luation end pre,;ress of each individIA student with the

Learning; Laboratory LupetvisorSpeoialint in re,;, rd to proz2amed

and self-dirooted media.

D. Become thorouday familiar with the we of *.ropoomod and self - directed

materials whileworking with the Learning Liboratory staff.

S. Introduce each fur: otadent to the Learning Laboratory Cu orvisor-

bpeoialist and Learning Laboratory Aide so that they may proare for

the student the evroptinte instructional materials and folders



II .ppecific_Reponsibilktiee (continued)

F. Inform the Lei.irnin:; b-borutory Stcisf of any students: that have tram-
ferred or havo departed from our program.

G. Beoome thorouday familair with the use of all mohines.

H. Initiate Student Tranefer Form ae neooewry, theroby subotontially
contributing to ultimate decieion regarding student plcAceent.

III. gob Reguirements

A. B.A. Degreo in oduoAtion

B. License in oom..4on branohee.

C. Cortificatioa in Adult iduw.tion (B or C required)

D. 1. Evenin; Procram - Teach two evenings 3 hour° / ni(t

2. Dv -,)rogrura Tench five days / weok 4 hours / day
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Job Definition - Adtainiatrative Assistant tote Atsistent Dij'ector
of Adult Education for _AM

I. General Responsibilities

a) To prepare detailed work in order that the time of the Assistant
Director is limited to a review and a decision.

b) To supervise the planning, executAlh, and assembly of all of
the attendance, demographic and test data systems.

o) Supply information and collect data as required at the off campus
ABE Class operations.*

II. Specific Resmsibilities

a) Prepare budget modicications.

b) Arrange logistics for meetings and social events.

c) Schedule and conduct if directed to; visitors, tours, and meetings.

d) Supervise the operation of existing data recording systems.

e) Interpret relevant State and Federal Guidlines on Accountability.

f) Supervise the administration of and scoring and recording of tests.

g) Supervise the system for purchasing supplies and its record systems.

h) Prepare rough drafts of final claims.

i) Prepare class test record plan, and review its data.

j) React to requested changes in final claims.

k) Supervise all attendance systems.

1) Review periodically all data systems.

a) Prepare data summaries for Special Reports.

n) Participate in the creation of new data recording systems.

Et.recenl,s

Si



Functions Performed by Assistant Director of Adult Education for Adult
Basic Education

Monies

Funding Negotiations
Budget Preparations
Budget Approval
Budget Modifications*
Budget Transmittal
Planning - Funds Staff Space Equipment

Public Relations

Agency Relationships
Meetings and Graducations*
Visitors, tours, and Meetings*
Data Collection and Diaemination**
P.R. Report Writing
Image Building

Documentation of Value of Program
Conventions and Seminars
Consultant 'Service° to other Ed. Units

LtaApre142

Communication of Philosophy of Program
Interpretation of Federal and State
Guidlines*
Creating Policy Statements
Establishing policy
Training of Supervisors
Guiding Direction of Departments
Fostering Verti:al and Horianntal
Communications*
General Staff Orientation

adAng
Hiring
Interviewing
Orientation
Training
Supervision
Recording and Evaluation'
Communicating

Instruction

Assigned Work Load
Reviewing Data on Performance
Revising Instructional Emphasis
Reviewing Logistical Service,*
Creating New Instructional Services
Curricular Construction
Formal Training and Orientation
Communicating

AccINDIAlsilitte

Plan all Purchasing'

Supervise Payroll Preparation and Recordir
Plan Class Test Record Sets*
Review Class Test Record Sets*
Plan Final Claim*
React to Requested Changes in Final Clete;
Supervise all Testing**
Supervise maintenance of all Attendance
records**
Review all Data systems**
Create New Seta Systems
Review Attendance Reports**

*Initial Preparation by Adult Assistant for Assistant Director
*Gould be performed by Adult Assistant

**Gould be performed at the request of the Adult Assistant
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(continued - page 3)

IV. ItAill0LMAtions

a. $8500 to start

b. 35 hrs/wk

c. Fringe benefits comparable to civil service employees

d. Position opened immediately

*The performance of this task at the Westchester County Penitentiary

requires a male.

Original 8/25/67
Revised 2/25/70
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JOB DEFINITION OFIaCE ?MANAGER

L RESPONSIBILITY

A. To supervise, train, and direct the clerical staff in the
accomplishment of the production of the ABE office.

B. To undertake specific assignments from the Coordinator, assign
the tasks, review the work done, assemble the product and report
to the Coordinator all details concerning its completion.

C. To organize, process and document all of the purchases made in
the ABE program.

II. SPECIFIC mstisaplunEs
A. Veet with the Coordinator daily for a brief review of filo work

accomplished, and to accept from him now nAsignmonto.

n.

1.

2.

3.

4.

5.

6.

Typing urgently needed

Typing of a routine nature

Duplicating service, mimeograph or ditto

Clerical tasks of a specific nature

Generkl. filing

Arrangements for visitors

7. Arrangements for special meetings

8. Arrangements for social meetings

9. A review of and an assignment of requests for clerical
services made by par ABE staff.

10. Assignment of telephone answering load

11. All records required for all clerical personnel

12. The reviews and compil5tion of all time cards, and the
personal preparation of the clerical payroll.

Aocavt personal responsibility for the clerical preparation of:

1. Attendance compiletions for rough draft of class test records

2. Route when ready the rough draft
H. Zacconi for her input on test

3. Assign and review the pompletion
for each project

of class test records to
data and graduates.

of rogisters to be created
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4. Assign and review the completion of Welfare Category lists
and Welfare Category summary for each WE project

C,, Personally manage the petty cash task.

D. Personally manage the initial preparation, typing, processing,
recording, transmittal and recording of all relisitions.

E. Design and manage policy statements to be followed by all staff
concerning how the receipt of all goods purcha'ad are to be
documented. When breeches of this procedure happen, a written
notification is to be made to the Coordinator.

F. Organize a file system for ABE office.

O. Organize a storage system for ABE supplies.

H. Organize a file system and a storage system for yourself.

I. Purchase all office supplies and postage.

J. Maintain the appearance of the APR office including:

1. Bulletin Boards

2. Clerical desks

3. Clerical phones

4. Typewriters cov:sred

5. Counter

6. SC=i cosier empplies AM repair.
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JOB DEFINITION
TEACHER' HIGH SCHOOL EWIVALENCY

General Responsibilities

To participate as a teacher in the educational program designed to prepare
adults who are motivated to attain High School Equivalency Diploma.

Specific Responsibilities

a. Maintain an exchange of information with
student.

b.

0.

d.

e.

f.

g.

h.

To attain orientation meetings and staff
basis.

guidance staff concerning each

meetings when required on regular

To conduct the clue so as to enable each student's academic needs to
be met as completely as is possible.

To work closely with the Supervisor of Instruction and the Supervisor of
the Learning Laboratory.

To utilise the curricular guide provided.

To plan lessons and direct the teaching so aJ to specifically prepare
the students to pass the GED emamination.

Keep necessary records, and prepare related reports.

Establish and maintain rapport with students needs and aspirations.

or cladalme.

Number of hours 5 hrs day/ 5 days week/ 43 weeks year.
Rate of pay is the funded Adult Education rate of 0.0/ hr.

91W14P.Agons

a. A professional who can be effective in communicating to disadvantaged
adults.

b. A teacher who is interested in this kind of program who is creative and
who has ample enthusiasm and energy.

c. Training and certification in an academic field, preferably English, reading
math or social studies.

d. Successful junior or high school teaching experience - two years minimum.

e. Spti<sific college courser* in teaching metWology relating to high school

Note: C and D required
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JOB DEFINITION -BI- LINGUAL GUIDANCE COUNSELOR
(ENGLISH - SPANISH}

I. General Responsibility

To help create an environment, through guidance and counseling
services, in which students may beat develop to their fullest
potential, both personally and educationally.

II. songlo Responsibilities

A. Conduct scheduled and "as needed" counseling interviews as
follows:

1. Intake

a. Extend a warm welcome; goals and aspirations;. describe
nature of program and how it is designed to meet student
needs; instill confidence needed to undertake *reviewed
learning experience.

b. Gather personal data.

o. Expose to Orthoscope testing to detect possible visual
difficulties.

d. Effect immediate class placement based upon screening
device administered to determine approximate reading

level.

e. Personally escort student to classroom; introduce to
teachers and classmates.

f. Encourage student to avail himelf of counseling services.

2. pitied. Follow-up.

Review with student his class placement and personal adjustment.

3. Erucess Interview

Review with student his progress in the program and re-examina-

tion of goals.

4. OrAduat.iorilnWARM

Student's next step is discussed and opportunities open to
him in higher eduaittim or vocetional training are explored.
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B. Maintain counselor records of student reflecting personal data,
his educational status, short and long-term goals, progress
interviews, etc.

C. Help student identify and solve personal problems which could
inhibit educational progress or cause termination in the program,
e.g. transportation, child care, emotional stress, job applications,
student visas, etc.

D. Circulate among student population freely to become a familiar
figure thereby encouraging students to initiate contact when
counseling is indicated.

B. Share relevant information with teacher and staff concerning etnacnt.
which mai be helpful in better understanding him.

F. Establish and maintaining frequent contacts to report
referral agencies by maintaining frequent contacts to report
progress of students and provide other necessary requested data.

0. Attend guidance staff meetings on a regular basis to review
existing program practices and procedures, recommend revisions
and/or additions for their more effective implementation, and
explore new ideas and methods to accomplish goals.

1109 QUALIFICA'T'IONS AND CONDITIONS

A. Ability to relate to student population comprising primarily
under-educated, native or foreign-born adults.

B. Ability to communicate in the Spanish Language.

C. Ability to treat confidential data with tact and discretion.

D. Mature, with insight and perception.

E. Full commitment to lob role.

F. Bachelor's degree or equivalent; no guidance certification
reguired, though graduate studies and/Or experience in social

work are helpful.

0. Full-tine (40.25 per hour 3 days per week
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JOB DEFINXTION - ABS FLOATING TEACHER

I . raj. Reago a gglatt

A. To maintain a high quality of instruction.

B. To keep up-to-date attendance records.

O. To utilize the experience gained in the learning laboratory center
with programmed and self-directed mate:481s in the areas of reading
with the aritmetio, eooial living skills and language arts skills
of the individual student.

D. To work from lesson plane left by the regular teacher, when
functioning as a substitute teacher.

E. To do curricular related tasks at the discretion of the Supervisor
of Instruction.

II. §pecific nelP2Sgbilities

Using plans made by the regular teachers

A. Carry out the instructional schedule for each individual student,
meshing the classroom and the learning laboratory instruction.

B. Carry out the instructional schedule so that maximum individualized
or small cluster grouping instruction can take place with the
learning laboratory and the classroom.

C. Carry out enrichment activities necessary for the individual and the
cluster group within which he/she is operating in the classroom or the
learning laboratory. Seek the assistance of the Instructional
Supervisor and the teaming Laboratory Supervisor - specialist.

D. When necessary, plan the evaluation and progress of each individual
student with the Learning Laboratory Supervisor Specialist in regard

to programmed and self-directed media.

S. Become thorgoughly familiar with the use of programmed and selfdirected
materials while working with the Learning Laboratory Staff.

F. Become thoroughly familiar with the uss of all lab machines and AV
mu! meat .
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G. Become thoroughly familiar with the use of all media in the classroom.

H. Head or participate in task forces.

I. Maintain a current professional Library.

J. Do selected curricular tasks.

K. Be directly responsible to the Instructional Supervisor.

III. Jobaemnsibilities,

A. B. A. Degree in education.

B. License or teaching experience in ccv'non brarches.

C. Certification in Adult Education.
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Job Definition --Media Aide

To work under the direct supervision of ABE
Supervisor of Instruction

I. GERERAL RESPONSIBILIWES

a) To operate and store and maintain the video tape package in con-
jianction with educational and public relation functions.

b) To provide a multi-media presentation for all scheduled visitors.

II. SPECIFICR.RSPANSABLIIILIIES

part 1. a)
b)

c)

d)

part 2. a
b
c

d)
e)

part 3. a)

b)
c)

1:3

part 4. a)

Operate the video tape unit as requested.
Edit, store schedule use of video tapes.
Maintain video equipment.
Function as the media team member in video tape projects.

Conduct tours for visitors as requested.
Present media overview of the Center using tape and carrousel.
Prepare tour schedule and conduct it.
Provide for appointment with relevant staff.
From self and visitors.

Work on instructional assignments.
Contribute to scrips, tapes as required.
Maintain library of instructional tapes.
Help maintain ABE instructional library.
Be responsible for student library.

Conditions of employment - as specified in District
Learning Laboratory Aide regulations.
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Mite Plains Adult Education Conter
Adult a'sio Education

Hccbambeau Sehool
223 Fisher Avenue

White Plains, 'dew York

Job Defiaition ;63. - Accelerated - -ceding Instruotor

1. Pgii9F.1..,.s29z1E3j-ki24ti..

A. Under the supervision of the Learning Lab Su,:ervisor, work
directly vith students, teachers and aides in the Laboratory.

2. :12.9cifA°..PME40-1-41WPP-

A. 13ecome fa,iliar with tho contoat of iastruotional matorials and
the use of ;:achines and equipident used iii accelerated reading.
De failiar with the manuals for eaoh of the instructioaal media
in use.

D. establish the pro6ram and set tie instruotional style for
accelerated readiag eliasses sc'eduled into the lab.

C. Iaetruct the students in use of media and explain purpose of
each machine to student.

D. .espond to questions from students concerning their adjustment
to the materials and in oonsultation uith the Learning Lab-
oivtory supervisor, provide substitute materials aprol)riate to
individual needs.

E. Offer to the adult population information about the valuo of the
accelerated readins program so as to induce te:.1 to utilize it to
attain the foals they have sot for thelaselves as so:)hieticated
readers.

F. Vaintain detailed f,raphs and records dealinL with tha accelerated
readia, cco;loaent.

O. Assist in oter vital areas of laboratory funetioainG when
not scheduled with accelerated reading groups.

Assist teachers and stude,ats with the locatioa of .,aterials
aid equipment.

3. PP11)-YAP0'3-FT,

A. D.A. or n.s. Decree or equivalent.

D. Ability to be flexible uader a hichly structured setting.
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WNITE PLAINS ADULT EDUCATION avrra
Adult Basic, Education

Policy Statement dlb Hon-English,Classee -- October, 1968

In order to assist staff in the implementation of an optional learning
experience for these olassis, a series of guidlines are offered here.

1. Eliaibility - Students who have as an instructional need "rnijish
for Iron -En lash speaking :adults" and who luxe had less than an
eijhth grade education in their country of origin.

2. Initial Soreenins - All adults who are Oontaoted who wish to be
oonsidered for placement in an 4.B.E. Non-Enalis class must be
referred to A.B.E. Guidance staff who will take brief information
and then utilize the Non-gnglish teacher who will tall: with the
adult to determine his oliaibility. If the student is eligible,
he is returned to the Guidance staff for the regulor intake pro-
cedure.

3. Initial Yestkaa Because of oblious limitations in reading
capacity, the administration of a reading. test is only to be
undertaken if some success is possible. It is recommended that
only the word meaning and the arithmetic) computtion sub-tests
be used,

4, Inqtruotisn...- The basic goals of instruction for these olasLes are
to equip the utudents with visu"1, verbal and auditory proficiency!'
in English to a degree that they oal be transferred to the regular
A.B.E. developmental program. Thus the content of instruction
must be almost totally aimed toward the rapid acquisition of the
English language skills with stress placed upon spoken language
proficiency. Instruotion in sooial living skills and arithmetio
are minor goals and should serve only to provide variety and
opportunities.

5. Inctruotional Style - The use of foreign language c,.pacities of
the teacher should in :;eneral be limited to provide olarific-tion
of conoepts and establishment of dialogue. Thus the priyary content
of instruction shoula be offered in the English language.

6. Media - Teaohors of these olusses are encouraged to use their
olassrooms all relevant materials located in the learning; lubor,tories
on a loan basis. Speoifio media will be purencsed for the olass
upon the teaohers recouneadiAtion that it is effective for the cl;xe.

7, 120 Hour Test gxeles -A class lint will ba circulated to the Non-
English teaohor in advance of the date of testing. The teacher is
authorized to make suggested levels of tests to be used for each
student. The to :-.oher will be deterninator of when and if
paraciraph meaning and or arithmetic reasoning will be utilized for
each student. :;tudents who attend on day /week only would not be
tested according to the day 100 hour testing schedule, but identified
as limited attendees and soheduled to be tested in the laboratory
when 100 hour test cycles are soheduled for evening classes.
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Polioy Statement-62
Achievement Testing December 1968

In view of the need for frequent measurement of students on standardized

achievement tests and due to the anxiety concerning their performance, the

following test procedures aro to be followed:

I. Class Test Data Sheet: This sheet is to be utilized by the teacher

withinlaais after the test oyole in counseling each student on

his or her progress as measured by:
a. Stanford Aohieveuont Test Reading and !lath scores.

b. Able AohievementSpelling Test (for day olasces only)

c. Poriodio Teacher Prepared Exams.

d. Class Quizzes (optional for night olasses)

The Data on this sheet is to be maintained by the teacher for each

students. It is expeoted that this procedure hill provide the student

several indices of his or her performance; guidance counseling

on test scores in to be utilized only in extreme croon of dinntiuA,otinn.

II A. The Stanford Achievement Test: This is a standardized examination

and the Ray time it can be brought into contact uith the student is

during the actual testing session operated under absolute compliance

to the manual directions.
b. Able Achievement SpellinaTest: Because we are not required to measure

our students on standardized spelling tests, we can institute
the use

of the spelling seotion of this test according to the manual, score

then, and return the test paper to the student for his or her review.

The appropriate test manual will be distributed to each teacher who

will then administer this test several days prior to the 100 or 200 hours

test cycle.
o. PeriodicTeachpared Aams: The standardized test does not

adequately measure all of the specific reeding skills. Therefore, the

student is entitled to an index of his or her aquisition of those

skills taught in the classroom. The Able Test trill be made available

to all teachers to provide Essistance in the construction of these

periodic examinations. Five °las:, das prior to the 100 or 200 hour test

cycle date, the teac:i.ers arc to administer their periodio exam in

reading and arithmetic,. The actual Able Test is not to be used direotly

for this porposo, however, teet items may be created which are similar

to those contained in it.
d. Class gla/pes: A general summary of the student's performance on

these weekly measurements will enable him to perceive the relationship

between attendance and achievement.

ITT. liAlectipn etApprepriate Stanford
AchievemeirkTestj,Some very clear

patterns have emerged from the experience that this program has had with

achievement test results. With the frequent testing schedule, much

care must be taken in the seleotion of to tent level to prevent score

fluctuation and student discouragement. The procedure used in selecting

test levels, encompaoaeo the range of test scores for each test level

and insures an expectance of success for eaoh student. This procedure,

formerly used for reading scores, will now be applied in the selection

of arithAatic levels. Thus, in some instances pupils will be exposed

to one level of reading and a different level for math.
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Policy Statement 0 (2) Revised December 1968

IV.Ipplomentation of 100 and 200 Nour Zostinia A Class test Data Shoot
containing previous reading and math scores, test level, and
assigned testing confers will bo circulated 3 days prior to the test
date. Teachers aro encouraged to suggest (on a separate sheet) changes

V.,

in test placement
are warranted.

Schedule for Stanford

when, in

Achievement

the opinion of tho

ToRtinaLl.

-;aoheri such changes

DAY FORM NICHT FORM
January 21 XX January 14 X

March 18 Y March 4 Y

June 13 X May 20 W

September 16 Y September 19 X

* N.B. Night olasses will be tested evory 100 hours: dsy classes
will bo tested ovely 200 Ileum.
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(4)
Policy Statement e2

PROCEDUIIE USES III EnTLIMBIATIC1I ('F

TErT LEVELS

1. The average reading score of the student's most reoant Stanford
Achievement Test is considered.

2. To insure a conservative teat plaoement, fivetenths (0.5)

gain is subtn.nted from the raw reading average.

3. The resultant score is then used in view of the following
trtnge chart' to determine the test level to be administration:

TEST LEVEL SCORE RAFE

Primary I 2.4

Primary II 2.5 3.9

Intermediate I 4.0 - 5.4

Intermediate II 5.5

EXAMPLE:

Average reading score on previous SAT 2.5

Subtract 0.5 gain

Resultant Score 2.0

Test level administered Primary I

98



I WHITE PLAINS ADULT EDUCATION CENTER

1(

ADULT BASIC EDUCATION

Policy Statement #3 Custodial Services November 1968

Rochambeau is probably one of the most fully utilized educational facili-

ties in New York State. The building is staffed with a very able team of

custodial employees under the direct supervision of Mr. John Dondero, Head

Custodian. It is the gpal and the responsibility of the administrative staff

to provide all staff with the needed custodial service as expeditiously as

possible. The following guidelines are to be followed by all staff:

1. All requests for custodial service are to be routed as follows:

a. Teachers - for items within their classroom - Mrs. Serrao

b. Laboratory Staff - for items within the laboratory - Ers. Ginliany

c. Clerical Staff - for items within their area of responsibility
Mrs. Mines.

d. Specific requests for use of facilities i.e., gym, library, etc. -

Mr. Lethbridge

2. Al requests are to be explicit as to the kind and scope of service

desired, with particular attention to location, time, date and quantity.

3. Under no circumstances are staff to request services directly from

individual custodians. In addition, staff are explicitly directed to

refrain from reminding custodial staff of services awaiting completion,

or in discussing in any manner the quality or timeliness of a

custodial service rendered.

4. In the event that any staff member needs to communicate their app-

raisal of a specific custodial service which has been performed, they

are to do so directly with Mr. Lethbridge.

5. These guidelines should enable our custodial staff to perform their

normal work load of maintaining a very heavily used building, and as

time permits, supply staff with thn serraces which they request.
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Policy Statement 14

To: All ABE Clerical Staff

From: E. Lethbridge

All Civil Service emA.oyees aro required by the local district to operate

within a previously established schedule of hours with definite starting

times and definite ending times.

It is obligatory on the ;;art of all Civil Sorvioo Clerical employees to

utilize the cards and the hours that are punohed on them, to represent

rogular, accurato cen.plianco with oaoh person's schodulo. Each employee

must manage her workl.:ng hours in suoh a mannor that she punches in and out

within fifteen minutes of her starting and ending time.

This is required no that the Accounting Department of Education Houso will not

bo paying additional overtime which raises two problems for the Administrative

Staff, 1) Utilization of monies in budgets, 2) imparting of a working pattern

difference, with hours in excess of the previously established work sehedule

for eaeh cmployee.

Employees are urged to pay oloso attention to this in order thar clerical

employees of the Adult Education Center project the imago of a staff that

is complying with a olcarly definod working schedulo.

Attached is a staff roster with their schedule. In ordor to clearly portray

to Education House any irregularities in a given working sohodulo, the

following procedures are offored as a guide:

1) An inutanoe whoro an employee works less hours in a given week than

she is regularly scheduled, the reason must be oloarly written on the

timo card. Advance authorization pet be obtained from Elliot

Lethbridge for any hours in excess of her regular schedule.

2) The samo procedure would be used for an employee's

A. Vacation
B. Illness
C. Personal Business

In instaneos whore Civil Service employees have a question which requires

classification of items outlined in this memo, Please contact Rose Grosskopf.
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1

Policy Statement #4

WHITE PLAINS ADUII EDUCATION CENTER
Adult Basic Education

awe, Number of Hours ourst 3.

Delores Mines
Per Week

9:00 - 4:30 daily
6:00 - 9.00 2 nites

41

Joan Baulieu 19 9:00 - 1:00 2 days
9.00 - 12:45 3 days

Helen Zacconi 25 9:30 - 3:00

Louise Coble 35 9:00 - 4:30

Delores Mosley 35 9:00 - 4:30

Dorothy Kelly 35 9:00 - 4:30

Nora Zilembo 35 9:00 - 4:30

Josephine Traber 27i 9:00 -. 3:00

Grace Solano 20 11:00 - 2:30

3.01



POLICY STATEMENT #5

There are many aspects of the environment at our school which have
been carefully calculated to adjust to the uniqao needs and capacities of

adults. The informal atmosphere of few bells, few rules and a generally
permissive philosophy do in fact contribute to the ease with which our
adult students render a new and difficult educational setting. There are

two areas which must be controlled if they are to continua to exist as

privileges.

I. ,SMOKING The practice of smoking in the halls and the cafeteria is to

remain in force as it does not represent a litter problem because
adequate ash trays are available in both places. Smoking in olassrooms

will be allowed under only the following oiroumstances.

A. Smoking in the olassroom is permissible only at the regular break

period and at the lunch period.

B. That the smoking members of the olass undertake to supply their own

ash trays for their individual use, and that they further exeroise

pressure on their fellow smokers to empty and store their ash trays

at the end of each class session.

C. In instances where this privilege is abused by an individual class,

and the results of smoking beoomes a litter problem, the privilege

will be revoked for that particular class.

II. LATIBujimajmgaggi In general, students are expected to eat their

lunch in the cafeteria. The practice of eating in olassrooms must be

restrioted because of the fact that fded crumbs on the floor are ground

into the floor finish and the obvious fact that vermin are drawn to food

For students who find the trip from their classroom to the cafeteria

a difficult one, we will set aside one room on the firs+ floor *-225and

one room on the third floor 323 in which eating will'be permitted only

if the following rules are regularly and sortipulously observed.

A. All utensils be cleaned daily and stored daily.

B. All supplies of instant coffee are stored daily

C. All raper bags, cups and wrappings he discarded in the plastio

lined receptacle provided.

D. No hot meals of any kind are brought into the room.

R. The ooffee making facilities are shared with students from other
A.B.E. classes on the same floor if they provide their own supplies

and nbcorvo the 2.131011 listed hero..
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POLICY STATEMENT #6

B STAFF SUPERVISORS AND CLERICAL STAFF - WORKING DOND TI(T

I have long been impressed by the dedication and enthusicen with which

A.B.E. staff have pursued their duties, In every sense I am proud of your

individual and collective contributions in tact, sensitivity, enthusiasm and

plain hard work which have, in major part, made our program such an outstanding

one. This has always been a busy place to work, and historical) h -re

has rarely been time to eat lunch in a proper manner. The time i le for

us to exercise the required self-discipline which will enable each of % to

eat a regular meal in the cafeteria. Therefore, effective immediately will

you please list with Mrs. Mines the time when you plan to eat lunch in

the cafeteria. I believe a schedule can be created which will allow the

various vital responsibilities to be covered and still permit each of us to

relax just a bit while we eat. We might even find time to talk of 'cabbage

and kings And other things" while ws take 30 minutes away from our desks.

Elliot Lethbridge
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Good public rolations is vitil to our surviv,.1 in Adult Lancntion. ho
ioaco that uo projoot as an educatinal unit directly proportunato to tho
contaot that pooplo havo uith US. This contact falls into tuo c;.te;,criese ti o

in- persofl recoptioa t:.at visitors and potontiLl students oxporiynco rhea they
phone. The iorortanoo of Vio ro:otion of tho makers of tho 1.ttAroCa of phono
ohlls to thic Ccator should bo continucil kept is us it is an
;art of our public rolntiens.

Soso auidolinoe aro offorcd for Adult Lducation staff u:lo to the hono
roculaay in tl:c hopo thiA c. Liji quality "Phono chn bo projected by all.

I. FOR UZ 0171TOr:10 env;

A. Do t;Lat trios yeti. initiato an out,oin:. o..11 t:/.t you press an

ualig%tod button OA your phonot li;.hted ones alroady in use.

n. la tho event that N!mr convQrsrtioa is intorrupted by swoons,
"not" follouing (a) Como, str.to Etat t:lo lino is alrerd: in use - in
tLo hope thA tho porson v2 lo int..rrupted trill obtain ZJ1 unused
line.

C. lt.on infor.zed of t illoo.tx.. oalli rs t Gzrinst pio!dag up
tho uronc, c;;Aensio.11 do not 1)06in tv.Min: Pc.u;:o for a

briof coilont otliaL Duro t:te.t swoon° oleo is not eyeakiag. Theft

hocin lour convcrscAion.

II FO r; T i; CCU

A. Do contain that yo. int.:Tco.i.nu)')er you a::.) Goi-1L to dial is

t%0 correct ono for Cto demon you u.n to mloh in tho

0. Pmeo the (tatcm) button do-rns it is t o lat onu on Vlo riLht OA your
phone.

C. no ocrtain rhon yon dial, you llou plztio dialirK; ring to
ruturn to its ori,T;inA. position 'afore ylu (lira the eccoad intoroou
inuAber.
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Y :3 PIi-is:;:AcAlt i.0:17;;

A. Ansnor :11 oc.ila pioaptly.

rja

D. In Aakin6. a c.1lor to mit, aayi "Will :,.utz hola tho lino.
lealo I Got Clo ilfo.44:.tion," or "Will :on .3.0:81 hold tho

I iti?.1 ring _Is lino." Wait for tho c:11cr's roply
When ion rAnr tr.d; t!lo oz.lior for viitiag. If it

gill tc.ko tio to got tho infoluition, offor to ot.11

C. If A call hi'a boon tr,--nofurrod to ak,' 000bor of ',tat', ;..ad if t!,o

intoroo, is boia,-; used, tIn'inc; it lu. ossiblo for jot,. to treat:11'er

tho 0.1111 'oo stirs to iafori tho o.Jior, t 0: tic li 10 if; !way

And l!onld Mc to (t) told t::o lino, (b) n most:act:,

or (o) oll bas'. :. Should to callor t0 .1)1C1 t: o tit

bno:. to niA nt nonr to r;ivo hiu the counw.aoo tYAnt ha

has not boon fori,otto:1, And ni.so to ,r,ivo -Ft() wtion to (4-.11

bitok.

D. A34 calls should bo scroonod by tho clorie4A stnff, 1.cny

tlues, t'hooallor is iaturostod in rinotor proGrui nt "oohc.iboan.
In this C480 :OU OXI4t,t1 that ;:r. of Ianpoucr or
of Adult Davoi.tin tq11 1)o eblo to %olp V:co, th:a trtasfor tho
ctn.

r. soreonin;., of ciAls VII AM su,lvisory cAn ruliovo
Viol! of routino queotions, thus onaling VI4A to b;-, to
utilito t:±oir tioo ooro offioiontl;p. Suoh calls cm nolfAro
inquiries As to nttondloo And / or onrolloont; A;%ceintimits to bo
utdo by °hooking oLff Appoint.ont onluire.:xs or books. If ottff

n Visitor or stmlont is his/her offioo tnko tho itoostto fro..3
VI* caXlor or to% t%ou to onll ist t short tioo.
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POLTCY5TATEZT

eV:TWA xA z??.

Attendanoo cards aro tho doon,:ents us.xl to comidlo tho registers

for our progray. Therofore, it is extromoly important that aecurato

attendance records bo kept. As totO:ors in this ;1-ogr.'41 tho responsi-

bility rests lath you.

Each ttv.oher receives to envelopes: Ono for cards of present

students ono for absent students. T;:e Guidance Assistant uses

tho abscneo as the soureo of hur telophono coxLets anfl tie

nood for recruiter hAJO visits.

Attopdopcp Cards.

1...O..-1...eloonIn0
At.tstAanoe .Cards..

Stf t.0 1;..
... . ,

2/24 2*

1f - 11. 11.
0.

14
2/13 --s"

t 10:4 .. - .....4 . . .4.

- ....

g- 4

0.-

5. .

nig ru;,roseAts an rbeoace

This roprescnts Mac present

E.12. amINTAeto repr:sent the total etteach-skoo for tlo

wee!: of 2/24

Use S,2cno.kk gPA PST14.114.049-P.
All dAy t_.:aohors ;qua VednesdAy end Thursday ai.,.;ht to.-.chore aro

rekvnsibl fc.r totaling the nttendeaco for all studunts in their
olrsses.

Atteadr.loc eaVolopec for day students should bo in the offioo by

noon- for niGht students by 0:30 /p.n. S:-.ould A student ont;,r niter the

Lnveloct hnvo boon turned into t%e office, ple,-.se

Oen alpine ot for tho day.

106



I

I

POLICY STATMENT Y9

TEACHER ASSISTANTS AND TEACHER AIMS

I. nationals

Host public school prograna today have introduced the practice of

utilizing teacher assistants and/or aides. The goals have been to provide

additional staff which could perform routine duties which do not require
the highly specialized training of the professional teacher. The supple-

mentary staff can then free the teacher to devote core tine to the planning

and implementation of instruction. A decision to add teacher assistant,

and/or teacher aides to any educational program requires consideration of
the salary and training expenses for the additional staff. This additional

coat to any pnogran can only be justified if there ensues a direct, measur-
able and continuing positive inpact upon the quality of instruction.

The School District of the City of Mite Plains has adopted a policy

which authorizes the use of teacher assistants, and teacher aides. In the

day school program, teacher assistants are utilized in a variety of ways
to perform ttske which do nos. require the specialized expertise of the
trained teacher. Teacher aides al..e utilized to perform clerical and record-
keeping functions which do not require the judgement or training of a

teacher.

In the Adult Education Program, teacher assistants have been produl-
tively utilized as guidance assistants and as Learning Laboratory assistants.
Teacher aides have been valuable in performing the roles of Learning
Laboratory adies.

II. Per,fomance of Job ;19.1.11

Teacher assistants and teacher aides are an intergral part of the

educational staff. In the performance of their roles, they are regularly
in contact with the student population and they are frequently under the
supervision of several members of the professional staff. The nature of

their job-role requires that they have considerzble sophistication in inter-
personal relationship skills. In the selection of employees for these
positions, every effort is made to select individuls who Ears011ap mpg;
the minimum qualifications. When teacher assistants and teacher aides
are hired in a specific job Category, all supervisors are charged with
the responsibility of continuously screening their performance. This

practice ensures that they perform strictly within their authority and
responsibilities as outlined in the individuAl ,lob- definitions. In
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order to maintain a harmonious working relationship between professsional

staff and teacher assistants, and teacher aides, it is essential that

both clearly understand their respective roles, obligations, and responsi-

bilities. As a basis for guiding the performance of these positions

and their relationship to that of the professional teanher, the following

chart is provided:

A. kmalifications

1. A minimum of a Baccalaureate degree, preferably
in the field of education. Graduate courses

or degree if possible.

2. Demonstrated competence in the area of

teaching.

3. Sufficient teaching or related experience
in order to assume all professional
responsibilWe3.

4. The capacity to effectively cwounicatemith
a disadvantaged edult population.

5. A high school diploma and a minimum of one
year of college. The rate/hour will be
adjusted upward based upon additional years
of college not to exceed 4.

6. The demonstrated ability to effectively
perform instructional tasks, under
continuous professional supervision.

B. Responsibilities

1. Continuous professional growth via
university coursee, workship conferences,
AEC teacher training and other study and
reading.

2. iNaluate the daily needs and performance
of students.

J. Participate in discussions with other
professionals on the plats for meeting
the needs of students.

4. Contribute toward the creation of curricula
guides.

5. Evaluate instructional media.

6. Create the long range plans for classes of
students.

X

X

X
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7. ltaintain a daily lesson plan indicating
the work of each student.

8. Evaluate and record the achievement of students.

9. Provide shifts !n instructional content in order
to ciao provision for individual.

10. Manage and control the classroon.

11. Introduce and sun up daily lessons.

12. Contribute toward staff planning and c:langes
in total instructional progran.

)3. Provide training and rei;ular supervision of
student teachers, volunteer aides, And
teacher assistants.

14. Undertrl,e responsibility for the instruction
of a cluster or group of students for a
idortion of a lesson, under the direct end
continuous supervision of a professional
teacher.

15. 0;erato e nachine which is providing instruction
for a specific purpose and time.

16. Gathers the nedia for instruction.

17. levieu with individual students their daily
progress.

18. Share with the teacher her opinion of students
specific instructional need and perfornance.

19. Record student data under instructions of
professional.

20. Assists lath the correction of standardized
tests.

21. HelAttin the instructional materials in their
proper location(s).

22. Laintains the instructional seating arrampnent
for individual students, cluster or grouts.

23. Assists with maintentace of learning le,-oratory
files for professionAl etuidat use.

TEAC:

eiwperlirt.
x 1.

X



1:

_k -

Policy Statement #9

III. Working...Conditions

Teacher Assistant and Teacher Aides

A. State Civil Service Commission regulations have established that
teacher assistants and teacher aides as being in the Non Competitive
Civil Service classification. They ere not required to take civil
service examinations.

D. Local District Adrinistrative policy nakes mandatory the following
regulations:

1. All personnel in this category shall use time clocks.

2. Based on the fact that this category of employees is
hired on an hourly basis, they will be paid only for
Actual hours worked. There is no payment for holidays,
vacation time, or short sessions.

3. There is no provision for sick or personal leave with pay.

C. Current late of pay has a 0.00 per hour base, with adjustments
for additional training.
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POLICY STAg0311T. 141 piscipprp

I. Rationale

During the fcur years of operation of this program, there have been
very few incidents of student behavior which have required administrative
action. The quality of instruction and the management skills of the
staff are the major factors in maintaining this low frequency.

The goals of this program are to provide a learning environment
which is totally conducive to enabling adults to invest in themselves
through learning and/or job trainin3. Instructional staff have the
greatest degree of daily contact with students and therefore should be
aware of the procedures to be followed in the very infrequent incidents
when student's behavior is disruptive. .

II. DiPrMAAYA

A. A vital part of the learning experience for disadvantaged adults in
an adult education setting can be the gradual acquisition of
sophistication in interpersonal-relationship skills. The teacher has
P. direct impact on this shift in behavior on the part of the student
as the degree of trust is built between the student and the teacher.

In instances where a student behaves in a manner which nagatively
effects the individuals in the claass, the teacher should undertake
to utilize the wide variety of techniques within her repertoire which
will enable the student to see the value of modifying his behavior.
In instances where this technique is not fruitful and the student's
piebehavior is frequent, the following procedures are to be followed:

1. Teacher record on a confidential btsis a brief description of
the incident noting date, tine, and place. If these instances
continue and if in the judgement of the teacher, additional
resources should be v--rought to bear on the pre'-41en, immediate
referral should be nada to the guidance staff.

2. Counseling service provided by A93 guidance staff should under-
take the gather the relevant facts fro; teacher and student.
Individual counseling with the student will be undertaken to
determine the scope and intensity of the student's behavior.
Sver7 effort will be made by the guidance counselor to tot in
support. of the teeher's goal to reduee or elininate the negative
behavior.
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(2)

C. In the event that counseling either with AB guidance and/or other

agnecy counseling staff if they are involved in the student's

educational or training project is not successful; the case ins to
be referred to the director of the progran for a case conference.

D. t case conference will review all the facts and arrive at a

disposition of the eose. The range of the dispositions could be:

1. Change of student's class - if practical

2. A nodified student schedule

3. A temporary suspension*

4. Exclusion from the program*

III. Conclusion

1.11 instructional staff are encourage` to utilize the procedures
outlined in this policy statement. In the interests of maintaining
an instructional program of maximum intensity, no student shall remain

in class when his behavior precludes instruction.

* A complete review of the case by the Director of Adult Education and the

Office of the Superintendent of Schools would be required prior to this

action.
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Adult Basic Education policy has always been one of open enrollment

for all adults in need of upgrading their basic skills in education.

Consequently, there has always been a flow of students who are auditing

either a class or the lab, part or full time, ar their needs require,

some of whom are not officially registered.

Students are referred to us by any number of services other than

outside agencies, i. e., Manpower Development Training, Adult Education

Office, friends, etc. Students often infiltrate a class or the lab

without complete intake procedures. This is essential for the purpose

of documenting information or locating a student in case of an emergency.

It is therefore imperative that each new student be referred to the

Guidance Department of Adult Basic Education and the following records

be completed:

1. Slit Card

2. Registration Ceid

3. lest Record Card

4. Attendance Card
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policy, Stitt Demonstration. Laboratory

I. ationale: The past three years experience in Adult Basic Education take
possible the following observations about the learning laboratory:

A. A wide variety of high interest, adult oriented, sequentially organized
programmed, self-directed and machine oreiented instructional systems
has been assembled.

B. Ample portions of the redia have been purchased, t.nalysed, and instructi
ally tested in the laboratory.

C. A basic pattern of instruction with selected nedia for under-educated
adults have proved effective and appealing. This pattern has been
tested for three years and has subsequently been modified based on
actual student use so that it now constitutes a high intensity
developmental reading pro3ran.

II. results:

k. Illiterate adult students enrolled in Adult &sic Education classes
have clearly demonstrated that they:

1. Universally react favorably to the plan of receiving one hour of
lab instruction and three hours of class instruction.

2. Attendance is statistically higher, reading gain is higher, student
interest is greater, drop-outs are nor* inclined to return, new
enrollees are dramatically impressed with the aura of the lab when
they first see it.

8. Teacher's reaction to the schedule which enables her class to ettend
a laboratory one hour daily has been positive, es it has provided:

1. An opportunity to examine in depth a wide variety of nedia which
is appropriate to the instructional grade level range of her class.

2. Enables then to observe on a first hand basis how the laboratory
specialist analyses the instructional needs of a class and separates
the class into clusters.

3. Permitted her to become quite fettiliar with the srecifie teaching
style unique unto a specific kind of media.

4. Consult with Laboratory SpeiniAliet concerning specific selection of
:wile to not individn*1 student tnetrnntional needs.
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III. Reenforcement in the Demonstration Laboratory; In order to provide
additional instruction in reading (word meaning and paragraph reading),
the Demonstration Laboratory will be used to reenforce the high intensity
instruction offered each student; one hour per day in the learning laborator
The followin3 structured plan is offered:

A. Naterials to He Used- This media is to be selected for its appropriatenc
for each class level. (Phasedout of the Learning Laboratory)

1. 3. R. A. leading Laboratory Kits

2. S. R. A. Reading for Understanding Kits

3. EcGraw Hill Programed Reading

4. 3arnell Loft Series

5. California Test Bureau Programmed Reading Series

6. Teacher directed activities of the Educational Developmental
Laboratories.

a. Tach X Pre - Post Lessons

b. Go Books

7. Michigan Language Series

;igPF41-1-PPA0j-11Peql-AssrPaq

1. flew Practice Readers

2. Be A Better Reader

4. Readers Digest

5. Reading for Neaning

6. Step Up Your Reading Power

7. Increase Your Vocabulary

C. /PM of 71eAcIer

1. While the teacher's class is under instructiin in the learning
laboratory, the Instructional Supervisor will work with each
teacher. The teacher training will begin with the Basic and
Primary Teachers.

a. Teacher and Instructional Supervisor will work' (one-on-one)
with each of the materials the teacher is expected to use
effectively.

b. Instructional Supervisor will demonstrate for the teacher the
use of the material(s) with the teacher's students.
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c. Classroom teacher will demonstrate to the Instructional
Supervisor how well she has mastered the skills with her class
while in the laboratory.

2. Instructional Supervisor will demonstrate how the students
8 (in any given class) can be clustered for instruction in

a. Programmed

b. Self-directed

c. Traditional materials

so that the clusters ccn be maintained while classroom instruction
takes place.

3. Instructional Supervisor will denonstrate how the

a. Curriculum Guide (grid) is to be used

b. Federal Guide in Reading

c. alucational Developmental Laboratorieslianual and other
manuals which apply to each set of instructional materials

d. Teacher's Guide

4. Instructional Supervisor will demonstrate how she expects each
classroom teacher to naintain the following:

a. Attendance Cards - all information necessary to have on
attendance cards

b. Student Action Folders

c. Intake Sunm3ry Form

d. Inventory of Classroom Instructional Naterials

e. Student', Evaluation Progress Charts

f. Procedures for correlating a student's progress in the class-
room and the learning lab.
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D. Scheduling of Classes into the Demonstration Lab - Possible Plans

1. Analysis of regular school day

a. 9:30 - 2:00 4?1 hour day, hour for lunch 15 minutes for break

b. 1 hour in learning laboratory

c. 1 hour each day to be devoted to Social Living Skills or
mathematical skills.

d. 45 minutes demonstration lab

e. 1 hour in classroom

f. English as a Second Language classes will use Demonstration
Laboratory on Friedays.

2. Demonstration Laboratory Teacher Training Schedule
Primary I

Level Teacher
Hrs. Jefferson

9:30 - 10:30 class is in Learning Laboratory
9:30 - 10:30 Hrs. Jefferson working with Hrs. Serrao in Demonstration

Laboratory
12:30 - 1:15 Ers. Jefferson's class goes to Demonstration Laboratory

10:30 - 11:30 Dad.° Teacher's class in Lab
10:30 - 11:30 Basic Teacher' work with Hrs. Serrao
1:15 - 2:00 Basic Teacher's class cones to Demonstration Laboratory
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PPIWP41

TO: 1:r. S. Goplerud

FR C: Elliot Lethbridge

RE: tap. Student Program at. the ,A(1.11t_ Education Center _for

Resident Aliens

An alien who is residing in this country '.rho wishes to meet the
eligibility requirements of the Immigration authorities and obtain a
student visa must:

I. 1. _Zequirenents

a. Be assured of support while resident in USA (Form 120 $25.00
fee).

b. Not be employed.

c. Complete form 1-506 and receive the approval of this form
by the Immigration authorities and signed by the Superintendent
of Schools.

d. De continuously in attendance at a 'full-time school which
constitutes twenty-hours of instruction in class.

e. Application for change of status from visitor to student
(Form - 120

2. E14-ago1.5c4001

a. An alien who has had less than an eight grade education
in his country of origin, can be enrolled in the Adult
Basic Education Program which meets regularly for 20
hours each week.

b. An alien who has had less than:an eighth grade education
in his country of origin, can be enrolled in a specially
scheduled program at the Adult Education Center.

*.§10PPial_s0P41119.

Day Learning Laboratory ion, Wed 9:30 - 10:30 2 hrs.

Day Day Americanization Eon, Jed 10:30 - 2:00 6 "

Day Thursday Class Thurs. 9:00 - 2:00 4 "

Evening Americanization I. Eon, Wed 7:00 - 9:00 4

Evening Americanization I. Tues, Th. 700 - 9:00 4

Total 20 hs.
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Hationale - The close working relationship between the A. B. S. staff and

WIN teams have made a High School Equivalency Preparation Class (G7SD)

available for all clients referred by the Director of the WIN Program,

Er. Henry Heil. The A. B. E. staff constitutes resources to provide
services in support of ultimately enabling as many WIN-GED trainees to

earn a High School Equivalency Diploma in as short a period 4s possible.

The GAPExa#1314°n

A. 74iAAP34q

1. New York State residency is required.

2. Every applicant must be 21 years of age or older on the
date of examination, with the following exceptions:

An applicant who is between 18 and 21 is also
eligible to take the examination and to receive a
diploma if:

his last attendance as a regularly enrolled student
in a full-time school program of instruction was at
least 1 year before the date of his examination.
His application must be accompanied by a Certificate
of Withdrawal (Form DET 603A).

B. Application

Anilli.eataon procedure. Each applicant is required to fill out
each item of information requested on the application form and
submit the application and the fee in person to the principal
(or the counselor) of the nearest high school. At that time,
the applicant must sign the application in the presence of the
principal (or counselor).

The principal (or counselor), after he has inspected the informa-
tion entered on the application form and has checked, in
particular, the personal identification and signature of the
applicant, will certify the application by signing his name in
the place provided. The principal will then send the application
and the fee to the center at which the applicant wishes to be
tested. Do not send applications or fees to the State Education
Department.

Fee. A fee of $6.00 is required in the form of a bank check or
money order, made payable to the State Education Department,
Albany, New York 12224. The fee must be attached and forwarded
vith the application to the testing center, not the Education
Department. Cash must not be submitted, since the Department will
not be responsible for any loss.

1'
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C. TheinatiennContent

The 5 GED tests are administered in 10 hours, usually over a
two-day testing period. Two hours are permitted for each of the
5 tests. The date of the first day of the testing period is
listed in the testing schedule. It should be noted that, although
most examinees will have enough time to fin sh each test, the
amount of time allowed is strictly united.

The 5 tests of the battery cover 5 subject areas usually found
in the high school curriculum:

1. The test measuring ability to use correct punctuation,
spelling, grammar, and vocabulary.

2. The test in social studies measuring ability to read and
interpret correctly passages in history, economics, and
world events.

3. The natural science test measuring ability to interpret
passages dealing with the different aspects of scientific
principles encountered in everyday life.

4. The English literature test measuring ability to
interpret passages of prose and prose and poetry.

5. The test in general mathematics nesuring ability to use
the fundamentals of arithmetic, such as are taught in a
high school general mathematics class - also including
questions dealing with elementary algebra, geometry,
and modern mathematics.

D. The :146Aigation.,-..passingStandArdk

The maxima standard scores attainable on Pa) are approximately
75 on each individual test and a total of about 375 on all 5
test in the battery. .0n some parts of sone forms of the
examination as few as 20 percent va-rect responses are equivalent
to a score of 35. In general, if the students answer between
40 end 50 percent of the questions on each of the tests correctly,
they will pass any of the current forms of the GEDT.

The minimum standard scores required in Hew York State on the
GEDT for issuance of a New York State High School Equivalency
Diploma are a score of 35 on each of the 5 tests, and a total
of 225 on all 5 tests in the battery.

I. te.ferrals fArPP.Plass

In the interests of providing for each client the best educational
placement, the staff at Iochaibeau are prepared to offer:

1. Comprehensive testing of any candidate in order to insure
placement in an instructional class which is carefully
designed to provide success in academic areas and rapid
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growth ensuing Iron learning.

2. Upon contact with and approval of the WIN counselor,
the staff can provide test data on an immediate basis
for any client for whom placement is being considered.

3. The following criterion based upon several years of
experience seems to set standards which will insure
reasonable opportunity to benefit from a specific class
placement.

a) Ei imum Criterion for placement in a High
School Equivalency class -

- 85
- Standford Achievement Intermediate II 7.5
average reading and average math scores,
with no more than 1 year difference in the
sub-test scores.
i. e.: Reading (Word Meaning ez Paragraph Meaning)

Math (Arithmetic Computation & Arithmetic
Application)

New York State Reading Competency Exam 655
Local District Arithmetic EYAM

*b) Minimum criterion for approval of High School
Equivalency examination application

- Stanford Achievement Test - advanced form -
Language arts and average reading and average
math scores of 8.5 with no. flore than 6 months
difference in sub-test scores.

F. Retestinc.

State regulations specify that an applicant may retake the GED Tests
at any time after the first testing. A period of 12 months must
elapse between all testings after the second testing. This require-
ment may be waived upon written application to the Department, for
reasons satisfactory to the Commissioner of Education. The

procedure for applying for retesting is the seine as for the
original testing, and a fee of $6.00 is required. It is expected,

though it is not mandatory, that an applicant for retesting
should have furthered his educational development through additional
study before retaking the tests. A different form of the tests is

used each time an applicant is tested.

*All enrolled GED students who have compiled 75 hours of instruction
will be tested every 8 week/block of time as of November 24, 1969.

Some criterion can be waived upon the recommendation of the
teacher and the approval of the director.
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POLICY. TPA !3'1g qrtAP_ !?;1.14Aq

I. - Students who enroll in the A.B.E. program have as an immediate
goal the acquisition of an 8th grade diploma as soon as it is possible to
attain one. The services provided by this program should indicate the
opportunity to take the exam as early as possible.

Effective immediately the following procedure shall be implemented:

1. All test manuals and keys shall be permanently deposited with
Hrs. Zacconi.

2. The criterion for being allowed to take the 8th grade test shall bo:

a) Stanford Achievement Intermediate II - roading and arithmetic
average scores of 7.5

b) A minimum of 7.0 on paragraph meaning and 7.0 in arithmetic

c) Teacher's judgement as to student's general functioning -level

d) Guidance interview with student to review the opportunity.

3. Ers. Zacconi shall, on the same day which any student's test is
scored which meets the criteria in 2 a b above, notify in
writing, Ers. Wolfe.

4. firs. Wolfe shall designate a counselor to meet the next day that
the student is present, to prepare her for exam readiness and
arrange a scheduled test for that day.

5. hrs. Zacconi will administer the readinz test first, score it
and inform guidance of the results.

II. Additional procedures which apply to GED candidates who could be A.B.E.
candidates for 8th grade and WIN designated GED applicant

1. If the candidate becomes a graduate of 8th grade, and sets a
goal of enrollment in GED

a) Administer remainder of the Intermediate II Battery, score and
give to GED teacher

b) Within 10 days administer the advanced math* (arithmetic
applications and arithmetic computations), paragraph meaning
and language and record

c) Note all GED testing will only be on the paragraph meaning,
language, the two math sub tests from then on. The advanced
SAT will be used

d) After application for GED exam is submitted, administer
remaining battery of Advanced test last taken (sari booklet) and
give results to teacher.

* This score is to be used as initial score for all GED students.
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STA11.113 EIT ?n9....DT2,1pqsTRATxpq LA130i1Aq'01iX

Rationale - dith the wide variety of instructional media currently used in the
Learning Laboratories, the growing expertise in the use of the nedia is located
in the Learning Laboratories. As specialized techniques are envolved and field
tested in the Learning Laboratory for specific media, there exists a cleAr need
for a system to provide for the transfer of these skills to the classroom
teacher. The high intensity instruction in the Learning Laboratory will be
enhanced when supportive and reenforcement learning experiences are offered to
the same students in the classroom.

Goal - To provide specific training in the art of utilization of a given media
on an intensive basis.

Procedure -. The Supervisor of Irotruction has the responsibility for the
integrity of instruction in the classroom, and has the required intimate know-
ledge of the media due to her involvement with the Learning Laboratory Supevisor.
All training for a specific teacher shall take place in the Demonstration
Laboratory under the Supervisor of Instruction. A choice is made of a media which
is relevant to the classroom teacher's grade level range. The teacher's class is
scheduled into the Learning Laboratory while the teacher is involved in the
initial Demonstration Laboratory experiences.

LAPOrtATPTtY.

1. Ahalysis of class achievement test scores and Teacher
attendmce patterns - establish clusters of instruction . supervisor of

Instruction

2. Intensive study of content of media and rianual Supervisor of
Instruction/
Teacher

3. Preparation of the instructional plan Supervisor of
Instruction

4. )]xecution of plan = teacher observes Supervisor of
Instruction

5. review of the plan and its execution Teacher/Supervisor
of Instr.

6. Teacher prepares instructional plan Teacher/Supervisor
of Instr.

7. Teacher executes instructional plan
Supervisor of Instruction observes Teacher/class

8. aeview of plan and its execution Teacher /Supervisor
of Instr.

9. Teacher executes plan, Supervisor
of Instruction audits Teacher 'class
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POLICY

10, Teacher takes plan and media to classroom
for reiplar use

11. Execution of plan with media is observed
periodically Supervisor of

Instruction.
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WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATION Revised Nov. 1970

POLICY STATEMENT #20 - ACHIEVEMENT TEST/NO DATES
Stanford Achievement Advanced Stanford Achievement Int. II Stanford Achievement Int.

WYN-ABE
WIN-GED Form

1 Al! Other
Ds Classes Form ABE Niht Classes

r-----

Form

August 21.2 1970 Y September 22 1970 W December 2, 1970 Y

October 27 1970 W

X

Y

December 8, 1970 March 2 1971 W

XDecember 16 19701 February 23. 1971

May 19, 1971

Auust 5 1.971

W
Summer

X Attendees

May 11, 1971

i

Jul 7 1971

February 23, 1971 1

bill_ 213, 1971 W

June 23 1971 X July 7, 1971
Summer

W Attendees August 18 1971 Y

Aupust_25 1971

October 21 1971

Y Auust 18 1.971

Bummer

X Attendees September 7 1971 W

itslattktr 14. 1971 X .6. -,

NOTE: This test schedule is to be followed carefully. Intensive vake-up efforts
are to be made the following two days.
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Policy Statement #21 - Class Test Record Preparation

Rationale: Staff involved must make every effort to produce a complete

CTR Package in the next 2 week period following a project

ending. The following check list is furnished to provide

a working schedule.

Project Description

Part I - Predevelopment

Project Ending Date

Tentivs Actual Performed

Task deadline date deadline date It_____Intlal

1-------ReitiltestgQ0---1esockn----16ILC"Sa------
.11., Prepare CTR Check list & master Reale 10 days E.Lett_i______

3 Bumprize 100 hr. attend. on att. card d b. ( ber

.4 RecompmALA±rcldlteert,L2ALaye-5---EMQNt081---
E.__&Et:pu2wttiqnan-Reisez

6 Record 8th grade test scores on
attendance card +

7 Record completers on attendance ctrd +3 B. Gruber

8 Summarize 200 hr. attendance
on attend

-4.--te-AVALVA8102tmif-
10 Inscribe students into regis.from

envelope 46______ Clerical

Part III - Class Test Record Prep,.
_ll AsstgmktsSLttgAmusLrt:a B. Leth

1.2 List students 9A01AAL Baulieu
'-annL22it&WMeIclt-ttgAOiC---+12-.-----6QUAS4-.--16 Inscribe left. eto. comia.qajs0__.....__--.....ZEt%Agq---

P v !., re t yen _ =t 4' JO BaUlieq............

P u .ire Pro =
_ ; St;:t +10 , ---1-LbSaleu

B Gruber

cconi

B. Gruber
E. Loth

11 e $ i
k

I

t

;

b
Li ype CTR Package +13 J. Baulieu

-
-4-11:112=ARIElumalmasek__,Assersbk_
22 St2ro mister and attenclancA pent +1 ..
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POLICY STATMENT /2 - MIES'I'ORSAL SERVICES

RATIONALE: Our clerical staff, under the direction of the Office Manager

constitutes the most vital section of the ABE Program. They manage to

complete all the varied task, requested of them as promptly and efficiently
as possible. In order that acne systematic approach to the requests for
clerical services be initiated, the following procedures will be initiated
immediately and followed regularly.

I. Secuence of Services

*A. Ongoing operation of ABE office Priority 1

B. Unanticipated services Assistant Direrltor 2.

**C. Supervisors advance requests for services

D. Staff with special needs or responsibilities 4

E. Supervisors requests for immediate services
without advance notice.

F. Staff requests for immediate services without 6

advance notice.

If 3

5

II. Staff and auporvioors aro ureed 4o AXamino 411.Ar roopootiVe

job assignments and with great care establish anticipated clerical

service. Such service should be briefly described in writing with

its date and an estimate of its volume. Route these requests to

the Office Manager.

All eloriral Bet-14C° needs are reviewed by the office Manager and

the Assistant Director on a daily basis. The clerical work for the

day is established after a review of requests and priorities are

assigned.

ITT.

*Routine tasks of reproduction and replication, etc.

ww-noo Item II. As much advance notice as possible is essential for

effectibe planning. A calendar covering the periods of January

through June and July through December should be inspected when staff
are preparing advance request for service.

The items will receive a low priority and will require an in-person
JuotifinAinn to Cho 4ontptatit. nirnctor to receive a better priority.
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POLICY Sp.' .41:44Ti1 .21

ACIIIgy4g1T TESTING Toa *13AL

RATIONAL:0: In order to provide a basis for determining academic
growth, the following criteria will be used for
selecting E. S. L. candidates for standardized testing:

1. Ill B. S. L. students will be periodically tested
in Math Computational Skills.

2. Students, whom the teacher deems to be at a high
communicative level, **are to be tested in reading
on a FAmary I test in both Word Meaning and
Paragraph Meaning. These students shall also be
given the math sections as adnini5tum3 to traditional
AB classes.

cs a Second Language.

.§.§11 student trio is close to tho point of transfer into traditional
AID c3 ass 0 month Lleway), batted on toacher/s juk;enent.
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POLICY STATT4g1T #54

Subject: Rules of operation of WOW classes

Internal Use

In the new 1970-71 school year to open and operate= classes,
AV should respect the following rules:

1. The number of student should be 11 in each section to start.

2. We will open aew section, A.11. end P.I. each Monday according
to the above mentioned number of the newly enrolled students.

3. Ile will not open a secondlionday section, unless there are at
least 6 additional new students (over the 11 in the first section).

In case the number of students are insufficient to open a second
section; we will place them in the first section.

4. If the total number is students for tne initial Nonday section
is less than 6, we will open that nonday section.

5. There will be no need for the overlap of students from one to
another section. The students should complete the section in
which they started.

S. The transfer of students from one teacher to the other in A.M.
or P.E. classes with the same startinn date will be possible
only in the first 3 days before our N4,021 report to Albany
is mUled.

7. If students for any reason must bo transferred from a A.N. or
2.1i section or vice-versa (in section with the same starting
date) after the 3rd day of the section openings, the original
attendance card transferred to the new teacher ehoplcippt.pe
chcpa04, corrected but left with the se; to original data. The

counselor who made the transfer should replace the original card
with a new one writing with red pencil the name of the previous
teacher, the studentis name, the UOJ mark, the starting date of
the section and under the name of previous teaher the name of
the new teacher at:

V. Counseling by inci team, an interrupted IAXI student can be placed
back in the 101 program to complete any specific week (no. 1-2-34)

9. If t student interrupted a section but returned again for sone
following section, we should consider this student as a newly
enrolled with new attendance card

10. hll the tc.chers are requested to fill out correctli the set
5.ndex cards, narking regularly the cleat attendance to put on
the cards all the necaAtry narks (EC1.401, Ali r) the welfare
ebbveviatienA Anc, MR and keep n11 thA e.Irds in their envelopes.

Thank you for your kind copperation.
Sincerely,
Francis Sinonfay
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ORIENTATIONCOLASSSS

POLICYSTAT14.122q latt

In the new 1970-71 school year to open and operate WOO classes,
we should respect the following rules:

1. The number of students should be 11 in each section to start.

2. We will open new sections, A.M. and P.N. each 1!onday according
to the above mentioned number of the newly enrolled students.

3. We will not open a second ]Monday section, unless there are at
least 6 additional new si,udents (ove the 11 in the first section).
In case the number of students are insufficient to open a second
section, we will place them in the first section.

4. If the total number of students for the initial Nonday section
is loss than 6, we will open that Honday section.

5. There will be ho need for the overlap of students from ono to
another section. The students should complete the section in
which they started.

6. Counseling by ;W1 team, an interrupted:RAI student can be placed
back in the 101 program to complete :aly specific week (n0.1-2-3-4)

Thank you for your kind cooperation.

Sincerely,

Francis Simonfay
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WHITE PLAINS ADULT EDUCATICN CENTER
ADULT BASIC EDUCATICN

POLICY STATEMENT #35 - PAYROLL PROCEDURE

RATICNALE - There has existed for many years an administrative effort to

a000mplish the prompt and acourate payment of all staff. The nature of

the funding of this program is:obiapletedland thus strict procedures must

be utilised in order to assign staff to the various sections of some 20

budgets in a year's time. The growth of the program to its present site,

and the resultant increase in the number of staff employed has necessitated

the oreation of these prooedurea. All staff are urged to familiarise them-

selves with these procedures, and to follow them.

STEP I - Professional Staff are assigned sift() working schedules,

which are, on 000aaion modified by vorbal authorisation of Supervisors. The

sign-in sheets in the ABE Office should always reflect the aotual daily

working hours of each employee. Those sign-in eheelo are valid records

of staff-time worked. It is imperative that staff sign in and out acoord

ing to the current work schedule assigned by the Supervisor.

STEP II - Professional Staff should complete a time-shoot for each

payroll poriod showing the hours worki.3. or caoh day of the two wook pay

period. These time-shoots are to be given to the appropriate Suporvisol.

prior to the doadlino date listed on tho sohodulo. Timo-shoots r000ivod

after this deadline will result in a two -week delay in receipt of salary

for that poriod.

STS ice- Eaoh Suporvisor shall review the time -sheot in order to ohook

it with both the verbal authoritod schedule and the sign-in sheet of each

staff t mbors Tho supervisor will authorito paid holidays, sick leave days

and porsonal loavo days. Eaoh suporvisor will maintain a oumulativo record

of suoh days used for each of the staff under her suporvistan. Supervisors

3 3



will show initialed approval of each timeshoot for eaoh employee.

STEP IV . Supervisors aro responsiblo for transmitting tho total time

shoots to tho peoretary of tho ABE conductor by the date due,

STEP V . On tho day that pay chocks are received, they will be reviewed

by Mr. Boirno for accuracy and promptly delivered to tho appropriate

supervisors for their distribution to their staff.

ST VI -.All phoned or in.porson questions concerning pay checks shall

bo handled by Mr. John Boirno of tho ABE a000unting sootion.

SUPERVISORS

E. Landsinan

U. Giuliano

A. Sorrao

J. Boirno

De Nines

Day and Evoning Ouidanoo Profoosionals

Day anti Evoning Laboratory Profossionals

Day and Evoning Loarning Laboratory

Toaohor Assistants

Laboratory Task Force

Dky Toaohors

Evoning Toaohero

/nstruotional Task Force

Fisoal Controller

Aocounts Clork

Adninistrativo Assistant

All Olorioal EMployoos

Day and EVoning

All Penitentiary Staff

Rooruitors



Adopted 2/9/70

WHITE PLAINS PUBLIC SCHOOLS

HEALTH POLICY OF THE WHITE PLAINS BOARD OF EDUCATION
Including Policy on the Use and Possession of Drugs and Narcotics.

Preserving the safety and protecting the health and general welfare of

individual students and of the student body on school property and/or at and

during school sponsored activities are the legal and moral responsibilities

of the Board of Education.

A. Therefore, this Board of Education authorizes and instructs the

Superintendent of School3 and his designees to:

1. Establish administrative procedures for indentifying
individuals whose health appears to be a typical or to

pose the possibility of contagion, infection or other

adverse effect upon any member of the student body;

2. Establish procedures for removing such individuals from
contact with other students until a professional medical
opinion as to the state of their health can be obtained; and

3. For cases where professional medical opion indicates that
absence from school and school activities is advisable,
establish applicable regulations and procedures governing
the condition and the duration of the required absence.

The terms, "a typical" health and "other adverse effect upon any

member of the student body" shall be construed to include any student

whose appears to be using or to be under the effect or influence of

any hallucinogen, deliriant, amphetamine, barbiturate, narcotic drug

marijuana or any other substance which it is illegal under the laws

of the State of New York to sell and/Or possess and/Or consume.

B. It is expressly prohibited by this Board of Education that any

person or persons carry, be in possession of, use, purvey or

place anywhere, on Board-owned premised and/or at aro during school

sponsored activities any dangerout drugs or implements associated

with their use, as defined in the New York State Pens' Law.
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This Board of Education empowers and instructs the Superintendent of

Schools and his designees to establish administrative procedures for

immediately removing students found in violation of this Board

regulation from the company of other students, through temporary

detention in the health office, principal's office or other place,

or through temporary dismissal from school.

The Board of Education further empowers and instructs the Superintendent

of Schools and his designees to establish administrative procedures

which would, at the discretion of the Superintendent or his designees,

provide olso for the suspension of such students under Section 3214,

Subd. 6, of the State Education Law which authorizes board of

education to invoke suspension upon a minor: who is insubordinate

or disorderly, or whose conduct otherwise endangers the safety,

morals, health or welfare of others; 2) whose physical or mental

condition endangers the health, safety or morals of himself or of

other minors; ..."

Students in violation of this section of this policy shall have

noted upon their permanent records the oause and duration of any

suspension resulting from the violation.

lgb
2/1870
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WHITE PLAINS PUBLIC SCHOOLS

ADI1E4ISMArivE REGULATIONS

Implementing the Health Policy of the Board of Education as it applies to
the Use and Possession of Drugs and Narcotics.

In carrying out Sections A and 13 of the Health Policy adopted by the
White Plains Board of Education on February 9, 1970, the following procedures
will be used:

CATEGORYT.

TIE STUMM' SEZICING ASSISTANCE ON HIS OLIN INITIATIVE

1. ;Then a student has contacted a person in whom he confides, the confidant
should counsel the student to confer with school personnel (physician,
guidance counselor, social worker, psychologist), an appropriate alternative
referral agent in the community (private physician, personnel of the Cage
Teen Center or similar community resources), and/or his parents.

In the event that the student decides not to confer with anyone else and
does not want to inform his parents, the confidant should continue to counsel
the student to get him to seek professioaal assistance and to confide in his
parents. Also, the student must be made aware of the problems involved,
under both Board of Education policy and the law, in the use, possession or
sale of drugs.

2. In the event of a student conference with personnel of one of the above
mentioned resources, the resource person should counsel the student to

',inform his parents or guardian of the situation while in the presence of a
counselor.

If the student refuses to consent to personally infona his parents or to
have them informed, the person counseling the student shoudl continue to
exert efforts to have the student decide to inform his parents or guardian
of the situation.

3. In the event of a conference with the student and his parents or guardian
it should be suggested that the parents or guardian take steps to have the
student participate in counseling sessions with private professional
personnel (physician, social worker, psychologist), or an appropriate
resource in the community (Cage Teen Center or similar community resources),
and to have a physical examination to determine his health status.

In the event that the parents refuse or delay decision abc-ot the recommended
counseling session and/or physical examination, the person conferring with
the parents or guardian should continue to counsel them to seek professional
assistance.

4. Periodic reports should be submitted to appropriate school personnel during
the time the student is participating in counseling sessions with any
nonschool agency. Reports concerning significant progress and/or
deterioration should be sent directly to appropriate school personnel.
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CATEGORY II

THE STUDENT IN APPARENT CONTROL OF HIS ACTIONS

I. If a student is suspected of drug use and/or possession, the principal
or his representative will be notified immediately.

2. The principal of the school, or his representative, after observing the
student, will determine whether or not he wishes to confer with the
student. If he does, he will request the student toremain with him for
a conference.

3. After the principal, or his representative, has observed and/or conferred
with the student, he will use his discretion in taking further action.
Such action might include: requesting the student to go to the school
physician and/or nurse for a health examination, summoning the school
nurse and/or physician, requesting a conference with the parents or

guardian, or referring the student to appropriate community and/or

school personnel for further consideration and consultation.

If community resources other than school resources are involved, the
parents or guardian should be notified as soon as possible.

4. In the event the physician suspects drug usage, the principal or his

representative, will contact the parents of the student to arrange for a

conference. (This conference should be arranged immediately if possible.)

The student will be detained in an in-school suspension site until after

the parent conference or the close of the school day.

Among the alternatives which may be used by the principal or his representa-

tive are the following:

a. Suggest to the parents that an appointment be made with a

member of the school staff to secure appropriate assistance

for the student. This school person would be responsible

for working with the case and for keeping the principal or

his representative informed.

b. Continue the investigation of the case with appropriate

follow-up procedures.

c. If other alternatives fail, suspend the student, and notify the

parents in writing that the suspension will continue until

the case has been referred to the Superintendent of Schools

for review. As a part of the Superintendent's review, a

study of the student's record will be made and school per-

sonnel -- teachers, physicians, social workers, psychologists,

counselors -- who have known the student will be contacted

for information and suggestions regarding possible sources

of help for the student. These might includeprivate care,

referral to Cage Teen Center Program or similar community

resources.
If a Superintendent's hearing is held, the parents and student will be

expected to be present. At this time, recommendations will be made to the

parents regarding help available to the student. These may include home

instruction or assignment to En educations./ program away from the school

in which he is enrolled. At the time of the Superintendent's review, the

person in the school system who is to be responsible for following the

case will be designated; this person will keep the principal and the

Director or Personnel Service's informed regarriing the status of the case.
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CATEGORY TTI

THE STUDENT DISPLAYING SYMPTOMS TO A DEGREE NECESSITATING REFERRAL TO A
SCHOOL NURSE AT THE REQUEST OF EITHER SCHOOL PERSONNEL OR THE JTUDENT.

1. First aid will be administered by the school nurse. The sk..hool physician

will be notified and the student detained until the school physician can
make an examination of the student.

2. If the observation of the school physician indicates suspicion of drug use
the principal will be notified.

3. The principal, or his designated representative, will Iontact the parents
of the student and request that they come to school immediately for a
conference.

4. Parents will be informed that the student is to be kept out of school
the circumstances surrounding the incident can be furthpr invoutig9ted.
Parents should be encouraged to seek medical examination of the student by

their physician.

5. If a diagnosis of drug use in made, the parents are to be notified in
writing that the student is suspended and that the case is being referred
to the Superintendent of Schools for review. The student will be withdrclwn

from regular class attendance, and specific provision will be made for his

Instruction until after the Superintendent's review.

6. As a part of the Superintendent's review, a study of the student's record
will be made and school personnel -- teachers, physicians, social workers,
psychologists, counselors -- who have known the student will be contacted
for information and suggestions for possible sources of help for the
student. (These might include private care, referral to Cage Teen Center
Program or similar community resources.)

7. A Superintendent's hearing will be held at which time the parents and

student will be expected to be present. At this time recommendations will
be made to the parents in regard to where help may be obtained for the
student and they will be informed as to what educational opportunities
are to be made available to the student. These may include home instruction
or assignment to an educational program away from the school in which he

is enrolled.

S. At the time of the Superintendent's review, the person in the school
system who will be responsible for following the case will be designated.
Following the Superintendent's hearing with the parents, this person will
assume responsibility and will keep the principal and the Director of

Pupil Personnel Services informed regarding the status of the case.
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CATEGORY IV

THE STUDENT DISPLAYING SYMPTOMS TO A DEGREE NECESSITATING EMERGENCY TREAT
MENT: (i.e., UNCONSCIOUS OR NEAR UNCONSCIOUSNESS: IN NEED OF A PHYSICIAN'S

ATTENTION AND TRANSFER TO A HOSPITAL.)

1. First aid will be administered and an ambulance called when necessary by a
school nurse of designated representative with immediate notification of a
school physician and/or a hospital physician and the parent or guardian of
the student. The resent or guardian of the student will be informed and
requested to come to the school or go to the hospital, whichever is
indicated.

2. The school princi?al will be notified of the observations of the school
and/or hospital physician.

3. If there is suspicion of drug use, the school principal, or his peprooenta.-
tive will contact the parent or guardian to arrange for a conference and
to request that the student be kept out of school until the circumstances
surrounding the incident can be investigated.

4. If a diagnosis of drug use is made, the principal will notify the parents

in writing that the student is suspended and that the case is being

referred to the Superintendent of Schools for review. The student will be

withdrawn from regular classes, and special provision will be made for his
instruction until after the Superintendent's review.

5. As a part of the Superintendent's review a study of the student's record

will be made, and school personnel -- teachers, physicians, social workers,
psychologists, counselors -- who have known the student will be contacted
for information and suggestions for possible sources of help for the

student. (These might include private care, referral to.Cage Teen Center
Program or similar corronity resources.

6. A Superintendent's hearing will be held at which time the parents and
student will be expected to be present. At this hearing, recommendations
will be made to the parents in regard to where help may be obtained for the
student and they will be inforaed as to what educational opportunities are
to be made available to the student. These may include home instruction
or assignment to an educational program away from the school in which he
is enrolled.

7. At the time of the Superintendent's review, the person in the school
system who is to be responsible for following the case will be designated.
Following the Superintendent's hearing with the parents, this person will
assume responsibility and will keep the principal and the Director of
Pupil Personnel Services informed regarding the status of the case.
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WHITE PLAINS PUBLIC SCHOOLS

ADlatTISTRATIVE REGULATIONS

Implementing the Health Policy of the White Plains Board of Education as it
applies to communicable diseases.

Education Law Article 906 states that a pupil showing signs of any contagious
or infectious disease shall be excluded from school. It further states that
the "medical inspector shall examine each pupil returning to school without
a certificate from the health offices of the city . . or the family physician
after absence on account of illness or from an unknown cause."

The following procedures are to be followed in cases of contagion:

Exclusion From School

Following our usual procedures when children become ill in school, the
parents are notified and requested to call for the child. Children should
remain in the health room until they leave the school building.

Motificaticl. of Contagious Disease

In the elementary schools a form entitled notification of Contagious
Disease" is sent home whenever the school nurse is notified of a
physician's diagnosis of a contagious disease within the classroom.

Re-admission to School

1. Readmission to school following illness from a contagious disease is to
be determined by the child's physical condition rather than a specific
number of days following the onset of the illness.

2. When a school, nurse is on duty she should see the child before he returns
to the classroom. When the nurse-teacher is not on duty the person
designated to act in her place should see the child. If there is any
question as to the child's condition the nurse-teacher should be
consulted. Children returning to school after a contagious illness
should not be sent home by a school secretary.

3. When a child presents a note from the family doctor stating that he is
ready to return to school he should be admitted unless the nurse-teacher
feels that his condition is such that he may be a health hazard to other
children. In this event she should notify the school doctor who will
make the decision.

4. When a parent calls to report that the physician has said that the child
is ready to return to school, the nurseteacher should try to determine
whether the physician has seen the child or whether the parents have
obtained the opinion by phone. If the nurse-teacher feels that the
child should not be re-admitted and the parents question this
recommendation, the child Fenould l- kept in the health room and the
school doctor wItifiod.

January 1, 1963
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WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATION

September 2, 1970

POLICY STATEMENT # 39
EMPLOYEES

RATIONALE The large number of employees presently on staff combined with
additional arrivals to facilitate a growing program, necessitate a
centralized personnel procedure.

Effective immediately, the following procedures are provided for staff
to follow without exception.

Od EMPLOYEES

I. 1. Immediately upon the decision to hire any new employee, the
Supervisor shall introduce the new employee to the Director of
Adult Education and to the School Office Manager, Mrs. Ellen Ditoro.

2. The new employee will complete the following forms:

a. Registration Card - photocopy for ABE file

b. Application - photocopy for ABE file

c. W4 Form

d. Adult Education Form

3. The Adult Education Office Manager will prepare and transmit the
Board appointment letter and the appropriate memo to Education
House.

TERMINATED EMPLOYEES

II. 1. Written notification of termination be provided in advance by the
ABE Supervisor to the Adult Education School Office Manager.

a. ABE Supervisors Assign/tont of Employees

1. Mrs. Serrao - all teachers including Penitentiary

2. Mrs. Giuliano - all Lab staff including Teacher Assistants

3. Mrs. Mines - all clerical employees
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