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VHITE PLAINS ADULT EDUCATION
ADULT BASIC EDUCATION
ROCHAMBEAU SCHOOL
WLITE PLAING, N.Y.

ADULT BASIC EDUCATIOCN
STAFF - HANDBOOK
INTRODUCTION

This handbook, although primarily beneficial to new staff
nenbers, should be of help and guildance for the total staff., It
includes most procedures, rules, and benefits that are universa} in
the school system or unique to Adult Education. It will be revised
as revisions are needed and are issued.

L. Substitutes...isvsseveas
In order to facilitate the smcoth running of the
classroon see p, 37-40, Li-46

B, Operating Teacher Staff.isessvsessesnes
This book sihiould serve as a reforence source for new
and old information

C. Clerical Staff..veavvissss
For additional information, see p. 100, 126
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Continuous Revision
oz '
Hendbook

1s Additionsececeseesess

Puture additions phall be typed and distriduted to you for
plagement into your handbooks. As an adii’ion to an existing
polioy, the new sheet shall be placed benecath the existing policy
and posted alphabetically,

Exemplet An additional teuchers' organization has been
recommended for listing. It is to bo placed in ares designated
"Professional Orgonizations” on page 10, The new addition shall be
nundered page jpAand to follow in numerical order.

2o RevisionSseseeessrese

Nevised polioies sghall toko precedent over former existing
polioiea, The outdated polioy stutemont thsll be discarded and
replaced by the revised polioye Tho revised »olioy shall be identified

by the same page number, job numbar, etc.
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WAITE PLAL ADULT EDUCATIQH CENTER
ADUL/I' BAKIC FDUCATION

September 2, 1970
To all menders of the ABE Staff,

Thie oombined eifforts of uany people have ccatributed to the out-
stending eduoational progran that now exists. It is a result of six
years of efforts to evolve a high intensity instruoticaal prograin for
adult illiteratess The State and lederel Bureaus vhioh anmlyze the
qurlity of all prograiss have witls inoreasing frequenoy indioated that
they are quite plezmed with the results of this yrograii. Their sat~
isfootion hias heen deionstrated by the oontinuous inorease in funds whiol
we have beon recoiving ovor the past 6 years,

The six year revord is iupressive whea the totals are inspocted,
Total enrolled stude tm 4,335 with a 16% drop—out record. The average
reading gain for 10 weeks of instrvetiod is 7 montle, ¢nd the averaged
arithnetio gain for the same pericd is 3 months. The nvuabor of adults
wiio acliteved goals for whioh they were not oducationally qualified for
vhen they first enrclled ia iy 1essive as listed below.

A, ) Sarned 6th gra.de equivalenoy 0s00s00000ss 000 0250
Bs Earned Sth gra,cle Gq“ivalency eosevoenscensseses 303
G. Enrollde :igh fsohool Classes evsssaesssscesase 100
D, Greduated fron Vocaticnal Prograiiescesscccases 93

E, Eligible to enroll in !I[ Froarail eseseascaece 44
Fo Inrolled in :'rivate Vocaticnal Progréflessseees 29
G, Bayloyed as & direot result of upgre€inSeeess. 87

— it

956

The ABE Progrem has groun froii tuo day clisses and five evening
classes in 1964; to twent~tlirec day clesses end fourteen eveniang olasses
at tlie prement tine. 7Tie ourrent student enrollimeat is 537. The
progran operates day olasses 9 days puar weck and eveniiy claspses three
evenings per week year round. As conircsted to bi.e Publioc Day school
prograiy with 133 school dey per yeur; the ABE Prosram operates 238 school
da\YBo

I knowr that the Director of Adult Bducution joins e in hewrtily

coumending the efforts of all vho have encbled so j:any adults attain
he goals for vhich tiey have strived so dilizently.

Elliot Lethbridge
Aspistant Director of

Adult Eduvoation for
~Adult Basic DEducatione

AT T D, T AR A § N o v T S o T g 6 8T S
AL B ¥ ol S
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WIITE PLAING ADULT EDUCATIGY CENTER
ADULT BASIC EDUCATIN

August 14, 1970

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

The pix year reoord is impressive when the totals are inspeoted.
Total enrolled students 4,885 with a 16% drop-out record, The average
reading gain for 10 weeks of inatruotion is 7 ionths, and the averaged
aritlmetio gain for the same period is 8 months. The nuwiber of adults
who eohieved goals for which they were not eduoationally qualified for
when tley first enrolled is impressive as listed below.

As Earned 6th grade equiv&lenoy-...-.:ll.lll.loo 250’
Be Earned 8t‘h g‘r-:de equivalenoy-.--.---.----vaoo 353
C. BEnrolled H igh School ClaBBeBesssiessseccess. 100
D, CGraduated from Vooational Prograisescssscecsee 93
E. Eligible to enroll in MDT Progl‘amo-oo-----ooo 44
F, Enrolled in Privete Vooctional Program seseee 29
. Employed as a direct result of upgrading eeee 87

et

956

The ABE Program hae grown frou two day olasses and five evening olasses
in 1964; to twenty~three day olasses ani fourteen evening clesses at the
present timee The current student enrollment is 537. Thue progran operates
day olasses 5 days per week and evening olasses three evenings per week
year round, As contrasted to the public Day school program with 133 school
days per yearj the ABE Program operates 238 sohool days
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OVERVIERRI
OF
ADULT BASIC FDUCATION

Uy AsBeDe?
The strugzle againet illiteraoy is as old as civilization's beglinning.
Today, the wealthiest country in history, and the most advanoed teohnologically

finds iteelf involved in a mascive attack on adult illiteracy, As a nation,
we have been moved by the sudden awareness that 25 million of our adult
citizens ars funotionally illiterate - unable to read or write above the eighth
grade level. American thinking has been reshaped into a growing concern about
the widespread existenoe of poverty in the midst of our affluent society.
Increasingly, our foous is upon the costly social ills which poverty breeds.
ile are reoogniging that poverty, ignoranoe, and lack of economio indevendence
constitute the greatest threats to tho continued grovth and strength of the
nation. The olesr relationchip between poverty, welfare costs, unemployment,
and lotr educational attainment could no longer be ignored,

A quantitative aspeot of illiteracy as it relates to our own community
gerved to underscore the magnitude of the dilemma. The United Ltntes Census
of Populatior for 1960 cited that in lestchester 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 ihite Plains were 3,216

adults in the sume category. It was clear that no community could afi'ord
this sheer waste of human @tential.

There is a positive relationship between illiteraoy and low i;'xoome.
Hith‘ certain exceptions, this is true of the 320 students currently in the

Adult Basic Bducation Program. Of these siudents, approximately 126 are



reciplents of publio wslfare. lany students have had unsatisfactoxy
oxperienées in dealing with sooial institutionss The schools they attended
as ohildren were in large measure inadequates Thne long lines they Jjoin
to get medicel and dental care, or to obdtain surplus food have served to
reinforoe their ovn frustration and sense of inadequaoys Long=-range
planning is outside of their experience as they tend to live from day~to-
daye 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 familiess The very
real force of illiteraoy thrusts them into a seldom broken oyele of
grinding povertye.

BJeoause of his sooial economic deprivation, the disadvantaged adult
has been rejeoted from the main streem of Ameriocan lifes For decades
he ha3s not contributed to the oommunity beosuse he believed he could
not, and worse, because he was not asked toe With & real sense of
finality, he forsees no way out of a setting vhers there is little hopee
. His self-confidenoce desiroyed, frustration and sullen anger govern the
adult vho sees himself in the mirror of scolety as a rejeoted non=
contributing individuale

As there is a relationship to illiteraoy and lov socio~esoonomic
status, there is & similar relationship between the elimination of
illiteracy and entrance into the affluent societye Inrollment in an
Adult Basic Eduoation Class constitutes a glant first step towvard the
restoration of the undgr achieving adult's own imege of himself. As he
attends oless with other adults who read as ineffiolently as himself,
he will slowly perceive that this experience is an opportunity to

rejoin sooietye This step cen contribate toward hi§ &nt confidence as
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he finds himself acquiring thu skills in reading that he 7as long felt ae
would die without attainiin, Successful experiences are built into the
Adult Basio Education ::rogimm as demonstrated by the over 2,600 adults

who have partioipated dnuring the past tive years,
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Ernest Be White, the late Direotor of the White Plains Adult Education

Program, took the first stepse He sought and reoeived the approval of the
Superintendent of Achools and the support of the Board of Iducation to
explore sources of available fundss The State Education Deparitment through
its office of Basio Continuing Education provided guidance oﬁ available
prooecdures for funding and operating an eduocational program for adult
illiterates, The Adult Bducation Program oreated a close working relation~
ship with the looal offioe of the Westohester County Department of Family
and Child Welfares This department identified, counseled and the referred
under—educated welfare olients to the Adult Eduoation Guidence Staffs On
July 6, 1964, a pilot eight~tteek educational project was started with
four day olasses for under-sducated adultss On the basis of demonstratedt
attendanoe and the gain in reading rete and arithmetio skills measured
on achievement tests, it was conoluded that Basic Dducation for Adults
was both feasidle and of values

As the number of oclasses inoreased, the growing need for supervision
of this phase of the Adult Eduoation Program was met by the appointment
of Elliot Lethbridge as Assistant Director for Adult Basio Education
effeoctive July, 1965 The program has expanded its eduoational service
to its present level of nineteen oclasses for Adult Basic Dducation, They
consist of sixteen day olasses, two Learning Laboratories, and seven
evening olasses whioh meet at the Adult Education Center, and three
evening classes at the Westohester County Penitentiary. One elass iu
High School Equivalenoy preparation is operated evenings as a special
Pilot Projeot at the Penitentiarye

e o r Lot Tt B bl e st R ISR S SESTRN A
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How - A,B.E?
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 conclusion precipitated discussions
and planming among the educational and community leaders., An awareness grew
that the full resources of government at all levels - locsl, state and federal -
would have to be mastered in order to initiate and support an effective attuck
upon adult illiteracy. .
Early in 196/ the Congress of the United States Legislated a massive
attack on poverty. Funds to expand Adult Basic Education Programs were made
available to local communities under the Economic Opporiunity Act Title 11~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,

In the past flve years this program has i1ssued 448 sixth grade certificates
and 217 eighth grade certificates. Of fhese graduates, 87 have qualified for
Job training in MDT, 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 8} weeks. Test results for evening classes, meeting nine hours -

per week for two hundred hours or 18 wéeks show average student gain in reading
of 4% months., This gein 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 rdte about two and a half times as fast.

i
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WHITE PLAINS ADULT EDUCATION CENTER
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ORGANIZATIONAL CHART - A. B. E. INSTRUCTION FOR ROCHAMBEAU
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# — Quidzsnce services function in support of instruction as needes.
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LINE
ORGANIZATION OF WHITE PLAMNS
ADULT BASTC EDUCATION
PROGRAM

1. Roard of Education.
The Board of Educaticn acts as a leglislative body in the determi\nat-ion

of general policies for the control, Cooperation, and maintenance of the publio
aohéols. The execution of these policies is the responsibility of the
Superintendent of Schools. Complets and final control, within the limits of
New York State laws, of all mstters pertaining to the public educational
system of the City of White Flains is vested in the Board of Education.

2. Suverintendent of Schools.
The Superintendent of Schools is the chief advisory and exscutive

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. Director of Aduli FEducution.
The Director of Adult Education is responsidle for the Administration

and supervision of the Adult Eduscation School.

h. Agpsistent Director-Adult Basic Education.

The Assistant Director - Adult Basic Educaticn exercises administrative
and supervisory functions wdthin the basic education .vchool. He is responsible
for the control and for all records and reports of the school.

5. Superyisory Staff.
Tite Supervisory Staff - Adult Basic Education is responsible for
direct supervieion of staff in their area of specialisation.



6. Tesachers.

Teachers serve under the overall authority of the Superintendent ’
Direotor and the direot supervision of the Assistant Director of Adult Education. |
Speoific assignments are determined by the Assistant Dirsctor. ALl teachers
and resource personnel are subjeot to the authority of the Assistant Direotor -
Adult Basic Education.

7. Segretarial Employees.
Seoretarisl and clerical personnel are responsible to the particular

staff member to who they are assigned.




PROFESSIONAL ORGANIZATIONS

1. White Plains Teacher's Association.
The objJect of the White Plains Teacher's Association is to cooperate

with other educationel organizaticns, 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 Assoclation 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 Assoéiation.
The New York State Teacher's Association develeps and maintains a
professional outlook and is concerned about the financial support for the

schools in New York.

4. National Education 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 qf education on a
national level. In addition to its aggressive political role, major benefits

are available to its members,

10




STAFF BENEFITS

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

A. Membership: Membership will be limmited to A.B.E teachers and
office workers employed by the Board of Education in White Plains, members of
their immediate families, and sny érganization of such persons.

B, Shares: A minimum of $5.00 for the first share plus a .25 entrance
fee 1s necessary to become a member. Single accounts may reach $10,000.00
while joint accounts may reach a maximum of $20,000,00,

C. 9.5;‘.’.1_‘15993 ¢ Are pald 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 53% dividend has been paid for each of the last three years.

The treusurer is bonded, The books are audited quarterly by the supervisory
committee and examined annually by a Federal Exaniner,

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 unpald 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.

B. Loan Applications: The Credit Committee acts on all loan applications
Up to $750.00 may be borrowed on e personsl signature. Over $750.00 requires
a co-signer unless the money is to be used to purchase a ¢ar, Average car
loan is now $3500.00. Since 1938 more than $3,000,000,00 has loaned with.ut a
aingle cent lost.

F. Payroll Deduction:  ls available for anyone who wishes to either
repay & loan or start systematic savings,

2. life Insurance.
A $500,00 "term" life insurance has been created automatically through

mamberaiip in tho Whito Plaina Tescher''s Anaocalation.

1
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STAFF BiNEFITS con't.

3. legsl 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. Soclal Security.
Every stalf member should obtain complete information abont rotiroment

roguiations so that he is certain of receiving maxdmum benfits.

5. Medical Insurance.
There are thiee medical insurance plans that are offered: Extended

Blue Cross and Blue Shield, G.H.I., or H.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. MNembership in

Sooial Security is necessary.

12



WABRIDGED"
CONTRACT AGREEMENT
Between The
White Plains Board of Education
and the
White Plains Teachers' Asaooiation

Artiole I
Recognition

The White Plains Teachers' Assooiation (hereinafter oalled the "Amsooiation")
is recognized as the exclusive negotiating representative of all classroom
tcachers, trade tcachers and guidance personnel who are employed in the adult
education program of the City School District of the City of White Plains
(hereinafier called the "Distriot")., All such persons are referred td as
"adult education staff" in this agreement,

13



A.

B.

C.

Axtiole III
riavance Procedurs
Definitions
1, A "grievance" is o olaimed violation, misintorpretation or
misapplication of an expressed provision of this Agreement,

2. An “aggrieved person'' is the person or persons mzking the olaim.

3, "Peacher" as used in this Article shall also refer to adult
education staff,

Purpoce

1. t/hhen a complaint oxists, the person or persons involved will take
infornal aotion to resclve the issue before instituting level one
of the grievance procedure.

2. The individual teaoher has the right to discuss tie grievance with
his immediate suporvisor and having the gricvanoc adjusted without
intervention of tho Asmooiation. Howevor, in any u.so vwhore the
aggrieved porson raises the grievance with som~ono other thans his
irmediate supervisor or where the issue raises by the griovanco
affeots a group or olass of téaohers, tho aggricved party shall
notify tho Assoociation of the griovance and the Association shall
be given the opportunity to be present at such adjustment and to
stato its vious.

3, Nothing heroin ocontained shall bo oonstrucd as dopriving a
tcachor of hie righte under sootion 683 of tho Geineral llunicipal
Lav,

Procoduro - Time Limits

1, OGrievancos should bo procoesscd es repidly ao pospidlos Time limits

14



D.

specified pay, howovor, be extended by mutual agrecment.

2, Partics may roduce time limits so that grievance may bo exhausted
prior to tho end of the school ycaf.

3s A griovanco will bo deemed to have been waived unless presented
within forty-five (45) school days after the event or events on
which tho grievancoe is based are known or should reasonably have
have been knowm by the aggrieved person.

4. The filing or pendoncy of any griovance under tho provisions of
this articlo shall in no wvay oporate to impedo, delay, or interfore
with thoe right of tlio Board to take tho aotion complainnd of,
subjeot to the final deooision of the grievanco.

Procaduro -~ Stages

1. Levol (no
(a) If tho comylaint ig not rusovlved informally prior to Leovel

Ono procedure; the aggrioved person may file a written
griovanco uith his imaodiato suporior on a form availablo in
80hool,.

(b) Within five (5) sohool deys aftor tho presentation of the
writton grievanco, tho imediato suporior, or suoh porson as
designated by him, will mcoet with tho eggrioved porson in en
offort to rosolve tha griovance. Tho Mazgrioved" shall bo
prosent and nay be reprosonted by an Assooiation Liason
loprosontative or sowo othor porson as provided in Scotion
B2 of thio Artiolos A dcoision chall do rondervd on the
griovanae wiithin fivoe (5) sohool days aftor such inceting.

15
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2, Lovel Two
(a) If the aggrieved is not satisfied with the disposition of his
gricvanco at Level Cne, or if a docision has not been rendored
within fivo (5) school days after tho meceting at Lovel Ono,
ho nay file the griovanco in working with the Suporintondent
of Schools, with a copf to the President of the Association
or his designoe, within five (5) school days after the
_______ dooision at Lovel Onoy or fifteon (15) school days after the
uritton griovanco vas prosoented, whichovor is soconer.
(b) Within fivo (5) sohool daye aftor 1ccoipt of the written
gricvance by the Suporintondont, ho or his designeco will meot
vwith tho aggrioved porson in an offort to resolve it. A
dooipion shall bo rondored within ton (10) school deys aftor
ho first moots on tho grievanco,
3. Lovol Throe
(a) If aggrioved is dieplonsod with tho disposition, or no dooision
has boon rondored within ten (10) deys follouing meeting with
the Supeiintondont or his designoc, ho may filo a writton
griovanoo with tho Prosidont of tho Assooiation with a copy to
tho Suporintondont uritten fivo {5) school days aftor
Suporintendont’s deoision or fiftcon {15) days aftcr firet mot
with the Suporintondont, whichovor is sooner.
(b) Within fivo (5) sohool days aftor rcooiving tho written
griovance, tho Assooiation may rofor it to tho Board; with a
copy to tha Suporintondent., Within ton (10) sohool days, tho

16



Bocrd shall moot w th tho eggrioved porsons The Board shall
rendor its deoision within ton (10) days oftor its first mooting
with tho griavont,
4. Lovel Four
(a) 1If tho aggrioved is not sstisficd with tho disposition of

his griovanco at Lovel Throo, or if no dccision has beon
rondored within ton (10) sohool days after ho first mot with
the Board, ho may, within five (5) school days aftor a
dooision by the Board, or fiftaoon (15) sohool daye aftor ho
first mot with tho Board, vhichovor is soonor, file tho
griovonco writh tho President of the Assooiation with a copy

" 4o the Suporintendent of Schools roquesting tho Asuociation
to submit his grievanco to ardbitrations If tho Assooiction
dotormines that tho griovonco is meritorious, it may request

. arbitration within ton (10) sohool days aftor roooipt of
requost vy tho aggrioved by notifying tho Board ond the
Suporintcendent.

(b) ‘*Athin ton (10) days of pubmiesion to arbitration, tho Board
and tho Assooiation may cgroo upon o mutually coocptnble
arbitrator; or,; thon dosignate tho Amorican Arbitration
Assoolction to dosighato a pancl of arbitritors to froilitato
tho solootion of an arbitrator.

(o) Tho arbitrator holding olosed wootings shall issuo & written
avard not lator thon thirty (30) deys from the ocloso of tho
hoarings. Tho dcoision of tho arbitrator uill bo cdvisory to

17




the partios.

E. Rights of Toachors to Ruprosentation

1,

2,

No tcacher shall suffor reprisals or profcssional discdvantago
by rcasons of partioipating in the process of any griovanca,
An cggrioved porson or porsons of his choosing shrll bo present
at all stagos of grievance procedure. Tho Asuooiation shall
have tho right to bo presont and stato its vieus through all
proceduros.

18
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A,

B.

ARTICLE IV
Teoachor=-Administration Laison

Association memboers in the Rochembeau Adult Center shall sclcot a
Laison Ropresentative, who, along with such committee of throo (3) to
five (5) wombers as he moy solecet, shall mect with the Administrator
at lcast onco ovory two (2) wecks during t.o school year to roviow and
discuse local school propleme and practiocss. Meetings moy bo post-
poned by mutusl consent. (Theso tcachers will bo memburs of this
comnittce for a poriod of ono yoar, stcggored toerws. Individuals may
bo ro-clcotod. ABE polioy)

ARTICLE XIII
Positions_in Summor c¢nd Evoning School
411 oponings for swmor cnd ovoning school positions shell bo
publioizod in occh school dbuilding. Toochors who havo applied for suoh
poaitions shzll bo notificd of tho rotion tnkon rogarding thoir cppli-
cations as carly as possiblo.
Tho following oriteria, in ordor of iuportanco, will bo used in
the soleotion of suwusor and ovening school poersonnol:
1. Tocchers in tho Whito Plcins School System
2, Prior oxporionco in summor or ovoning school
3« Cortification in proforonce to non-cortifioantion
4+ Tonurou tonchors in proferonce to non-tonuro tcachors

19



ARTICLE X1V

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.

ARTICIE XXII
Protection

A. Teachers will immediately report all cases of assault to their
immediate supervisor, in working.

B. The Board shall save harmless and protect all teachers from financial
loss in accordance with Section 3023 of the Education Law.

ARTICLE XXIV
Adult Education Staff - Funded Program

A. TThis article shall apply only te 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
fringe benefits an 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. Wwithin State and Federal regulatiens and politics and Industry

Funded Programs every effort will be made to provide continous employment for




staff whose work is satisfoctory within the budget lifo of the speoific
programs cxcopt whoro enroilment falls to a point whoro tho program is closed.

2, 4 file of all Ldult Education staff will be prepared and maintained
by the Adult Education Administration in ordor of their dates of employment in
their arca of spcecialirgtion, tho longest cmployed placed firste In case of
funding out backs in programs, lay-offs will be governed by scnority within the
speoial area whenevor praotiocal.

3« Each nouly hired Adult BEducation staff porson will be placed on
probation for a minimun of 30 months or 2520 hours vwhich ever comes first during
vhich time he i1l roceivo suporvision and training rnd evaluation of teachor
of feotivoness, At tho satisfeotory complotion of tho prohmtianniy period he
vill be added to tho bottom of tho sceniority list in whioh he has acoumulated
tho nocossary probdb.tionary times This probotionary poriod will be cotroactive
to Soptembor, 1964,

Areas in which sceniority oan bo carnodi
ABE ~— Basio Bduontion, CGuidance

DT —- Basio Eduoction, Luto Hechenics, luto Body,
PO, Elootronics, Typing, Hodionl, Foods,
Porsonnol Sorvicca.

If ncw arons of spcoialization cro oronted, thoy will bo ndded to

this liet,

4. Staff who arc on a soniority list shall not bo dismisasod oxcopt
for roduction of work or for causo,

5. Any Ldult Bducation stoff not cn tho soniority list may bo
dismigsod or rchirod at tho disorotion of tho Dircotor of Adult Education.

6. 4 loave of absonco of up to ono year for m:turnity or for
study at no pay may bo takon with no ndveonoe in standing on tho scniority list.
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T Xn instructor must comploto the oontracted timo of instruction
with his ourrent oloss before boooming oligiblo for assignment to anothor olass.
Upon complotion of tho ourrently ossigned olass,; tcachors on tho soniority list
will bo givon first priority, to new classos in their aroa of soniority.

C. Funded Daytimo staff will reccivo six (6) paid holidays - Columbus
Day, Voterans Day, Christmas Day, Martin Luther King, Prosidents Day ond July 4.

D, Funded Daytimo Teachors shall bo cligible for siok benofita oomputed
as follows: ono day sick loavo at 4 pay for caoh thirty (30) doys worked,
non-ocumulativo,

E. Doy and Evoning Funded Programs shall ccnsidor ns dnys of instruction
thoso days tho Suporintendent olosed schools for cmorgonoics, snow days ox
mourning, otoss Tho regular solary for that day will bo paid.

F. Funded Daytimo staff aroe oxpootod and shall bo on duty for tho
entire duration of the daily cesignmont. Porsonal ond oduoctional ocommittmonts
will bo mado outoldo tho drily timo poriod. 4ny dorivation from this must be
by approval of tho Dircotor of Ldult Bduocation.

G, Toaohors in fundod programs will egreo to toaoh for the life of thoir
olass. Only loaves approved by tho Dircotor of Adult Educntion will gunrantco
roturn ﬁo original assignment.

Hs Funded Daytimo staff will roceive one (1) day's lecave for personal
businoss cach yoar, non~cumuletivo, at full pay.

- Is Funded Doytimo staff will rocoive $8.75 por hour whon rcoyoled funding
ooours,
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A,

B.

C.

D,

E.

r,

ARTICLE XXV
ADULT EDUCLTION STLFF =~ TR/DITICNLL PROGR.M

l.  Evory offort will bo mado to dovolop suffioiont onrollment to
oporato listod olassose & minimum of fiftoon (15) rogistr.tions for
all classcs oxcopt High School oredit courses whero o minimum of oight
(8) Will bo roqulrod to stert olass sossions.

2, Tho instructor w111 bo notifiod in ndvanca of hiﬂ oomiﬂe to 9°h001

= if rogistratlons are not suffioient to start the class; othorwise ho
will bo paod for that night.

3. A minimum avorego oliondanoe of ton (10) students will bo requirod
for o olass to be ocontinued, oxcept for High School oredit courscs
whoro o minimum attondanoe of five (5) will be requireds Every offort
will bc made by administration and toachoers to moot thesc requircmoents.

1. Succomnful teachers in tho Adult Education progrem will bo invitod
to roturn for c¢ach succccding year to tho position hold &nd will bo
invited to toach nov courscse Now courso positions not filled by Continuing
Adult Educction tonohors will bo advertiscd to White Plcins toachers
and priority will bo given to quelifiod Whito Plains tcechor onndidatos.

2, Emorgoncy oponings will be fillod from tho aveileble oandidotes.

Adult DTduostion olesses will be scheduled so thet olnssoes will run
tho planned numbor of sossiona ¢xcopt when o scssion falle on o holiday.

Substitutoes will bo solcoted from oxinsting Adult Education tcnchurs
whonover practicel,

Inctructors will bto paid whon ¢lregses arc oancolled duo to incleomont
weathor or unschodulod olosing by tho Suporintondent of Schools.

Pay reto for toachors in Troditional Program will be $8.75 per hour

beginning Jult 1, 1970,
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ARTICLE XXXI
Duration
This cgroomont shcll torminato only as to Adult Fduontion stoff
at tho ond of any sohool yoar in which the Assooiction ocasos to bo tho
oxolusivo nogotiative ropresontative of suoh Adult Eduontion staff,




e

¥y

TEACHER ABSENCE

Toachors ore allowed sick lcave (non-accumulativo)s If you nocd to
bo absent for ony rcoegon onll bofors Aells

Teachers should clso o:11 tho scorcotory, WH 8-3440, boforo 3 P.M. on
tho dey thoy core out to indiccio whetiwor thioy plen on roturning tho
following doy. This cnables hor to inform tho substitutes if hor sorvices

will be noeded cgoin,

STLFF UEETINGS
Toachors aro oxpootod to attond nll staff wcotings. For this purpose
Hodnepday aftornoon hes boen oxprossly sot csidos Faculty mootings aro

oelled by tho dircotor or ot tho suggestion of his euporvisory stoff,

SNOW_DYS

Along uith tho announcemont ovor tho rodio stetions, thoro is o
tolephona féh—out whoreby cortain stoff mombors arc dosignated to call
othors to inform thom of thoe lete oponing or the closing of sochool
beecauso of wonthor conditions,

City Polioy conocrning school opuning on storm doys and stoff
attondznce is as follows:
Hhen gonorcl werthor conditions mako the opening of school ot the usucl timo
hazardous tho oponing will bo delaycd in accordanco with tho polioy out-
lined bolow: ‘

l. Whon the ucather oconditions worrant it the Suporintendent of
Sohools uill dolay tho opening of school until 10:00 L.lfs This will be
announced ovor stnticons WFAS and WOR. All porosonnol aro oxpected to roport

to work.
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2. Tooohors and school scorctrnrics aro to arrive as scon as posgiblo,
but not lator thon 9:130 L.l

3+ Students arc oxpeoted to roport to school,

4. Sochool custodiong ero oxpcoted to be at school at thoir rogular
time or corlier for snow romovel dutios.

5« Scheol closing will bo at tho roguler timo.

If a storm is s0 bxd that tho Suporintondont of Schoels dcoidos to
closc scheol entiroly this information also will oomo ovor WFAS. In thise
ovont, tcachors and students aro not requirocd to go to school, Administrr tnrs,
supervisora, sccretrrios and custodicl workers are oxpooted to roport to
thoir posts ns soon es possiblo to do sos If after meking overy possiblo
offort thoy cconnot roport for work, tho followving proccdure is to bo followod:

&« C.ll the person dosignoted by tho administrator and report inability
to got to work,

be Submit in writing to the cdministrotor o dotailed oxplenation of
rcasons for foiluro to repert to work.

This uritten oxp anation will bo cveluated tc determene whothor a
deduction of a day's pay, or o dcduction from siock loavo will be mades
Prior to tho noxt payroll peried notifioation trill be provided ws to whothor

tha deduotion will ccma From eolnry or ajek loavo.
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Fire Drill ond Air Raid Dril) Rogulations

Firo Drill and Air Redid Drill Regulations arc posted on tho door of
cach classroom, B¢ gurc studonts aro familiar with tho prccedure the
first day of school. Assign onv studont to lead tho oless and one studont to
closo the door vhon overone hng loft the classroom.
Tho signal for o Piro Drill is ono long continuous goenge Signal for
on dir Raid is 2-2-2-2,
Bo surc tc tako rogistor with yous Whon thore is a fire drill or an
air raid drill, instruot the studentes thot they must not $nlk or rur,
Explnin to gtudonts that ocomsionally tho exit used by the clase is
blockods If this is truc, tho loador prccecds to the ncearost exit.

Stnto Low requires us to have 12 Firo Drills.

POLICY REGARDING FIELD TRIPS
Tho Profossional Staff landbook, 1965 and tho Written Codification
of tho I'olicies,. Rulos and Regulations for tho Public Schcols of White
Plains, 1953, both contain tho statemont: “Approval of principals
Any teachor toking a group of pupile on a fiold trip off mchool grounds
nust sccuro tho apprcval of the prinoipal in cdvoncoe Where this trip

requires trensportation in ony vohicloy writton pormission of tho

parent or legal guardian must be obtained in advaonoce."
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LEGAL LILBILITY

_ The most rooent ruling cn toacher cnd school liability regarding
fiold trips wes summarized in o lottor from Joemes R, Sondner, Asscciate
Counsel for the Now York Stoto Tecchors Assooiation, dated Moy 16, 1968,
Ho indiocntod thnt tcachors aro porteoted by the Board of Education
undor Scotion 3023 of the Educntion Law from any fincnoial loss orising
out of oleims of alleged nogligonco on the part of tho toachor whiloe
conduoting o fiold-trip. This protcotion previdos that the Board of
Eduontion will

",eaprotoot all teachers, practico or oandet tcachers, ond membors

of supervisory and administrativo staff or cmployoos frum fincncial
loss arising out of any olaim, domand,.suit or judgment by rceson of
allegad nogligence or othor aot resulting in acoidental bodily injuvy
to any porson, or accidental damage to proparty of any porson with-
in or without tho school building, provided such teacher, practico
or cadet teonchor, or member of tho supervisory or adminimtrativo
staff or cmployco at tho time of tho acoidont or injury wce coting
in tho disclorgoe of his dutics uithin tho scope of his employmont
and /or undor the dirootion of said booard of cducation, trustoo,
truatcos or boord of ococporctive cduoation sorviccBese

Ficld Trip Proocduro
Fiold trips aro «f great veluo to students. Suggostod procedurcs

and regulctions cro listed bolow:

l, Solcet trips rclated to tho tcaching program, with rogard to intorcst,
obility and meturity range of tho students.

2. Diséuss and clear tho trip with your supcrvisor. 4 ficld trip
request form should be submitted in tripiicato ono month in advanco.

3. Contoot tho placo to bo visitede firrangenonts should includo:
0. Seiting tho timo and datc of arrival.
be Dotormining kinds of oxporicncc most uscful to tho class.
c» Finding out about lunch facilitioes.
ds Locoato rest rooms and first cid foacilitics.
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4.
5
6.

Te

8.
9.

Confirm nll plans and arrangomonts by lottors
Mako arrangemonts for thoso studconts who arc unablo to pay.

Work out any ncoossary arrangenonts with other toachers affooted
by tho trip,

If possible carry a small first aid kit cnd havo o list of students
with nddrossos and phonoe aumbore,

Beoonuso of liability, alweys itravel by bus,
Hark all lunchos and matorials with studont!s namc,

A puccossful trip will lcad to o vorioty of aotivitica inoluding

oral roporting, disoussicns, roesocarch projeots, lottor writing,
onmpositions, map mnking, pioturoc dimplays, rnd othor irips.
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WHITE PLLINS PUBLIC SCHOOLS
Whito Plains, New York

FIFLD TRIP PERUIT

School Grado Levol
Dostination Date of Birth
Kind of Trensportation Timo of Doparture Timoc of Return

Humber of Pupils Numbor of Toucchors Numbor of othor adults
Purpecse of Trip

Lotivitios planncd to
proparo pupils for trip —

= -

Aotivitios plonnod ay

follow-up to trip -

gghggfmggggggf gfﬁgééesﬁﬁgiﬁf géﬁ?bgrgg funds

Roquested by Dato of rcquest _
Staff membor in chargo

Lpproved by Prinoipal Doto approved -

Lipproved by fisst. Supt. Date approved

Notoz This form should bo mede in triplicato and shonld recoh the fissistent
Suporintondent for Instruction and Curriculum three vceks in advapco‘of
the plenncd trip., Two approved copics will be returncd to the Principal.

If a bus is roquested, onc appreved copy should bo attached tg Fho roguisition
and scnt to the offico of the hsscistant Suporintendont of Administration.

In caso of pcstponoment or concellation, ploaso inform tho.PFinoipgl who
will, in turn, inform tho /scistnrnt Supzrintendent for fdministration.




HALL BULLETIN BOV.RDS
Loch month o difforont tcachor is assigned to dcocrate the bulletin board
ncarest to room 201 & 202 choosing o topio of his (hor) ohoico. Student
partioipation should be cncouragoed.

CUSTODIAL SERVICES
Rooms aro oarod for by a oustodian, Spociel jobs shculd bo noted on papor

and placod in Instruotional Suporvisor's boxe Undor no circumstanoccs aro teachors
tb moko diroot requosts to custodians In oaso of defcotivo lights sco your
suporvisor,
Xpis

Koya to oabincts cnd files in your rooms or outsido your rcom aro to be left
in your box at tho ond of tho vach day. At tho ond of onch scomostor, koys are to
bo placed in an cnvelopo uith room numbor noted ond plrocd in Instructional
Suporvisorts box, '

AUDIO =~ VISULL MATERILLS

Toachors deciring Ll.Ve iastruoticnal motorials shculd submit thoir ruquoste

to their supcervisor twe doys in cdvenoccs Arrangements will then bo medo for the

tocohor tc pick wp tho oguipment. The sign-up shoet is in tho Instructional
Supervisor's offico. Films must be uscd nnd returncd premptly. (Lab matorials

aro not to bo interpreted s AlVe matorials. )

DLILY BULLETINS

Teachors cre to ohcock tho bulletin boord deily above the sign-in desk, for

changcs from vogular schedule and othor announcementa.

TIR.CHER BOXES
Boxca orae bolow tenchor's namo and should bo checked three (3) times per daye.

wpon ontering arhoel, lunch timo, and befero loaving.
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LOST LD FCUND
411 artiolos found should bo turned into the «fficos
PARKING
Parking in tho terchor's lot is by assignmont only, Usc the studont's

/

porking lot. Ploase do not pork in front of Rochomboau duo te the two hour
porking linitation and tho offioicnoy of tho Whito Plains Polioce Dopartment,

Plcaso uso tho studont's parking lot.

LESSON PLANS .

Teachers nro oxpcoted to meintain o plen book ot least ono (1) doy in edvanco.
In caso ¢f absenoo, tho substituto will bo guided by the concopts and oxporicnoes
as highlighted by the to-oher. Plan bocks are to bo loft, at the clcso of cach
doyy on the sholf below tho sign-in shoot. Thoy aro not tg bo plnccd in tho
toachor's boxs Plan books may bo rovicwoed by the dircctor or suporvisor at any
time.

HOURS COF ATTIND.IICE

Toachors arc oxpcotod to bo in their clessroome prior tec the time tho closs

is scheduled to st-rt. This cdditionnl time may bo uscd for prepareticn, corrooting

pepors, or work with individual studcnts.
ATTEND.NCE C..RD

Fill in studcnt's nome using Lagt nomo in first position. Bo surce to put

tcachor, grado and tolephonc numbor on oard. Datgé‘arc tnken from tho register.
Card should have registor symbol to donot illnoss, tardincss, oto. If roason for
cbescnce is knowm aftor threco doys, put ronson on back of c~rds Deoop cords dated,
éaocurato, and gurrcent. Theno e~rds aro pnt in tho youngster's comulative folder in

Junoe



REGLSTLRS
Thore is alwa s o scmplo rogister in the lindn Offico which & tocchor should
uso as & rofurcnoe vhon in doubt.
Wo differ on a four itomss

1. Undor Ifisceclloncous Column wo put student's homo phone and
CROTEOoNOY pPiuono.

2. Wo put 211 Ntoliglous Rolease Timo in rod ink.

3« Whon the olass goos on o fiold trip put "EA" and an* in caoch ochild's
boxe At tho bottom of tho page indicite whoro tho olass went,

4. DRogisters arc hindod into the offioco inkod in on tho Londny
following tho alomoe of the 5 wock poriode
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Homo Room Teaohor Attondenop Rogistor Responsibilitios

I. Attondanoc Cards

Bie

B.

B,

I1.Useo
Le

Initiol

l, Hrito an E in the bex on the first doy you soa the studont.

2, For loto ontrents, draw o lino from start of oard to E.

Doily

1, Rooord absence with o aiash

2+ Bae oortain late arriving studonte aro net markod absont.

Hookly

l, Rooord the dote at tho start of ccoh waok

2, Rocord numerioal attendanco total by weok

3. Indiocto in slnsh marks rorson for obsonoo if known

4. TFor tronsfor of student, write to and torchoris nomo

5. For transfor of studont, write from ond teacher's name

6, For gradunto, writo graduatod and oirolo dato

T. Plooco an X in any weok-day whon thoro is no sohool,

8, Indiocto on upper right cornor T or T & TH for studonts who attend
only on thoso doys.

of Studont foticn Roourd for Fiold Follow-up of Studont

Initial Stupws

1,
2.

fssumo that soveral fruitloss phone o:ulls by tho tcachor have boon made

In ovory instonco uhiore tho attondenco oard shcus four oonscoutivo
abscnoes and whoro no notnticn appoars on tho rovorso sido indiocoting
roason for abscnco, tho SALR eard is to be usod by remcving this ecnra fr
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the homercom filo snd requesting Supportive Scrviocs.

3. Hrite in ink in tho spoce for the 4th scesicn the symbols S.8. on
Lttendanco cord

4, Tlace S.A.R. in theo Guidconce mail box

B. Finel Stcps

l. Rozd the S.4.Re card when it is plaoed in ycur mail box

2. Record on the attendance cord the data which Guidence s to you
concorning o student for whon you have requested a home visit,

*azcoption #1 ~ Students designated T or T & TH
#*oxcoption #2 - Stundents who have written in

tho slrsh m~rks & reason for obscnco.
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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. Revlew 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 your 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

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

daily schodule
At the end of the day, evaluate your achievements with

your students
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CHECK LIST FOR NEW TEACHERS

I. Get.to knuw the Students
A. Read your pupils' guidance foiders for an introduction to some
of their differences.
B. Talk with teachers your students have had. In many cases the
guldance covnselor and the supervisor will have useful
information for you.

II. Get Materials Ready

A. Review basic texts, teacher's manuals, audio-visual ‘int‘c-?'ma.tiun,

local ard 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 home.

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 and other
supplies you will need for various units as early as possible.
Schools have filmstrip, mioro, overhead, movie and opaque
projectors; television receivers, record players, tape recorders,
individual earphones and filmstrip viewers, solocasters, and
contiolled readers. Your supesvisor will be glad to assist you with

any of Lh-se,




CHECK LIST BOR NEW TEACHERS (cont'd)
III. Qrganize Your Room

A.

B,

C.

C.

Partially set up centers of interest such aé Iibrary, solence

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

for pupils to develop further.

Bulletin boards catch pupils'! attention if you use colorful

mountings and titles suitable for your grade level.

Decide on storage areas for papers, books, completed work, work

to be returned, ete.

Set up a funotional seating arrangement.

1. Adjust placement of desks to changing purposes.

2. Keep factors such as lighting, ventilation, view of
blackboards, papsage through the room for students and
teacher, and space for centers of interest and reading groups

clearly in mind.

IV. Plapndug and Evaluating the Work

A,

B.

c.
D.

E..

F.

Overplan, rather than underplan. Planning will be more specific
as you get to know your etudents., Make vomplete plans for each week,
and long-range outline plans for months, semesters, and the year.
Plan for the c¢lass, groups, and individuals, and worthwhile
related activities for puplls when they finsih their work., (See
section on "Ideas for Independent Study Projects.")
Vary the pacing, length of perlods, and types of activities.
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.
Plan for systematic review of all subjects throughout the yeaxr.
Select supplementary ceaders on or below grade level until you incw
your pupils!® ma&ing levels. Reading groups are formed
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CHECK LIST FOR NEW TEACHERS (cont'd.)
during the first three weeks; your judgnent, informal testing,

and past records of work and tests will help you in grouping.
Check with yourSupervisor on any other instructional problems,
“H. Your plen 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 the 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
heli) students new to the school; snd 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.
E. Decide how the students will distribute materials, head their
papers, and collect finished work
F. Check with your supervisor concormning opening exercises
VI. Be Firm and Kind
A. Use a quiet but foirceful 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 Ai

- 2 - N

(For Info

In case a student is injured, he rmust be brought to the ABE Office
for First Ald, if it is rossible to move him. If the teacher, or whoever
reports the accident, feels the student should not be mocec , the nurse
goes to the scene. First Ald only is given and members of farily 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 may 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 followlng treatments are guldelines. Teachers are to use
these only if it is an emergency and/or the nurse, secretary or assistant
director are not available.
First, Ald Treatments:
ABRASIGHS, MINOR 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 student should no} be moved until a doctor or nurse
arrdves,
ALLERGIC REACTIONS: See insect bites
BRUISES: Apply cold water or ice
BLISTERS AND BURNS: Cleanse wound. Apply Butesin Picrate and cover with
storil Telfa dressing. If burns are extensive, use no ointment, just
cover all open lesions with steril Telfa dressing or regular gausze,
Keop patient lying down and covered =~ to prevent shock ~ until he ean

BE MOVED TO A HOSPITAL. 4




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
vater 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 sye with plain warm water. If persistent,

contact parents, advise seeing family physician promptly.

FRACTURES AND SPRAINS: Place in comfortable position. Splint temporarily
+f possible. Contact home or physician if relative cannot be reached.

FROST BITE: Warm gradually. Begin with very cold water and then very
gradually increase temperature of water 8o as not to damage the tissuc

HEADACHES: Question as to malaise, lack of rest, eyestrain, etc. Take
temperature. If normal, may permit student to rest with cold compress
on head. Ho medication should be given by mouth,

HEAD INJURY: 1let 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,

HEMORRHAGE: 1de patient down. Apply pressure over injury. If there is a
spurting vessel, apply a tourniquet esbove spurting vessel. Call
parents and physician, If hemorrhsge cannot be controlled, rsmove to

Emergency. Room of Hospital at once.
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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 Emergency Room of Hospital. MHave office
contact relative to meet you at llospital,

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 backwari - or place
on cot with pillow under shoulders and neck. If neceasary, compress
point of bleeding with a cotton plug.

STOMACH ACHE: Take temperature, If student appears 411, vomits or has any
elevation of temperature, take student home.

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

relative or friend and take student home.
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1/3/70 12/22/69~ 1/10/72 1/26/70 2/12/10
1/21/70 1/12/70- 1/24/70 2/>/10 2/26/10
2/10/70 1/26/70 - 2/7/70 2/23/70 3/12/70
2/24/70 2/9/10 ~ 2/21/70 3/9/10 3/26/10
3/10/70 2/23/10 ~ 3/1/70 3/23/10 4/9/70
3/24/70 3/9/10 - 3/21/70 4/6/10 4/23/10
4/1/70 3/23/10 - 4/4/10 4/20/10 5/1/10
4/21/70 4/6/70 - 4/13/70 5/4/10 5/21/70
5/5/10 4/20/70 ~ 5/2/10 5/13/10 6/4/10
5/15/70 5/4/10 - 5/16/70 6/1/70 6/13/70
©6f2/10 5/13/70 ~ 5/30/70 6/15/70 7/2/10
6/16/70 6/1/70 —~ 6/13/10 6/25/10 - 1/18/70
6/30/70 6/.3/10 ~ 6/21/70 7/13/70 1/30/70
7/14/70 6/29/10 - 1/11/70 1/21/10 8/13/70
7/23/70 7/13/70 - 1/25/70 3/10/19 8/27/10
3/31/19 1/27/10 - 3/8/10 8/24/70 $/10/70
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( Dato, Tiwa 3 aas Payroll Poried Peyrols "eport Due licel’s Issuod

© Due in ADE Officsc l.-‘rom To at Central Offico

3/25/70 8,10/70 - 8/22/70 9/1/10 9/24/70
9/3/10 8,/24/70 - 9/5/10 9/21/70 10/8/70
9/22/70 9/1/10 - 9/19/70 10/5/70 10/22/70
10/6/10 9/21/70 - 10/3/70 12/19/70 . 11/5/70
10/20/70 10/5/70 - 10/17/70  11/2/70 11/15/70
11/3/70 10/15/70 - 10/31/70  11/16/70 12/3/70
11/17/70 11/2/70 ~ 11/14/70  11/30/70 12/17/70
12/15/70 ot "11/30/70 - 12/12/70  12/23/70 1/14/70 ° g
1%/29/70 12/14/79 - 12/26/70  1/11/71 1/23/71
1/12/71 12/23/170 - 1/3/71 1/45/11 2/11/71
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SECTIGN IX
JOB DiFINITICNS
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1.
2,
3.
4e
De
6.
Te
8.
e
20,
11,
124
13.
14.
15.
16,
17.
18,
19.
20,
21,
22,
23,
24,

LIST OF JOB DIFINITIONS

GUIDLNCE - DALY
FIELD RCCIUITIR

ATTINDNCE RECRUITLR

VIELD ATTINDANCE 1ORKIR

COITIUNITY CCUNSELOR, PINITENTIARY UNIT
GUID/NCE /CRKER, PINITRITILRY UNIT
INSTRUCTIONAL SP.CIALIST, PINITINTIARY UNIT
TE/CHER HIGH SCHOOL BQUIVLLENCY, PENITRITILLY UNIT
LE.RVING LiBOR.TORY SUPLRVISCR

LEARVING LLEOiv.TOMY INSTRUCTOR

LIARVING LABORLTORY TELCHER = LSSIST.NT
SUPLRVISCR CF INSTRUCTION

CLiZRK TYPIST

FILE CLERK

FINAL CLAIN CLERK

ATTEND/NCE CLIRK

RIUIDILL CLLSS TIM.CHER

LBE TEACHER

ADHINISTR.TIVY ASSTSTLHT

OFFICE IL )iGER

TELCHER HIGH SCIICOL DQUIV..LINCY

BI ~ LINGUAL COUNSELOR

4+BeT. FLOATING TI.CHIR

IEDIA AIDE
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FULL = TINE - D.Y PiCQRAl

Gonorq}_ﬂcppgns}bili&x

To holp orcato on environment through guidanco ond counscling services, in
which students oy best dovolop to their fullest potuntial, both personally
and cduc:ticnally.

Sncoifioc Respongibilitics

I. Conduct scheduled znd "as" oounsoling intorviows as follceviss

1,

171,

-

Intako

as Dxtond o varm woloomo t¢ nowt onrolleo, convaeying tho comfurt-blo,
recoptivo, non-judgementnal, .xisting cnvironmont, Exploro with hia

bis goals and eApirations, dororibing the noture of tho program and how
it is dosigned t« mect his ncodse Gttompt to¢ instill tho confidenco
noeded to undertake this renceuicd 1o .rning oxporioncos

b. OCothor perscnal Zata to bo :ccerdad on Studanta Rrerrd Card,

os To offcot immedinto olrss plocement, keoping proliminnry touting tu
o ninimum, o simple serooning dovice is administcred to determine
approximate ronding levol, Tentativo n-furo of plrcenent is cexplained
tc studunt subjoot to nubsequont test scorcsy class perfomianco, torncher
and loarning leberatory ovaluations, and student porscnal recotionss

ds  Studont in porsenclly oscorted to olasercem,intreduced to toacher
und ol-~ssmatos oo evidenuo of ncccoptanoo into the pregran.

¢s  In instance whore prodloms ore prescated vhich might preoludo
cnrollment, nuch &8 traneportation difficultios, noed for dav osro
sorvices, otcs, ccunsclor initintcs contnot with appreprinte cutside
agencics for scoluticne For all wolfare reoipionts, crsevorker is
cdrised ¢ f olicnt's cnrollment and necdled sdditionel monics %o cover
ochicol oxpensee.

f+ Student is encouraged to aveil hiosclf of covnsoling services,

seling

As  Imatial Follepng:
Upon completion ¢f 11 initial testing, including Stovord
Achicvenent, Wide Rangoe end Ruviscd Bets, tetcher -r’ learning
laboratory reaotions to tontotive olcoss pl coaent, © ''nt is
scen by counselor for purposoe of revicuing this in: tion with
hine If o chango h-s boen recumendod, this is dic.  -d in order

for studont to undorstznd vhy and heut thie would be bencfiecial
to hime At all tincs, stadent's reacticns are c-refully considered
and reapoctiad hofain Any ehengoa are effectals



. - -This peoting. progents on.opperiunity t¢ apprgice stvdent!s scheol _
adjustiont cnd to offer cdditicn~l support end onccurcgement vhon nceded.

Reaults of this meceting oro recerded on . spooicl Inteke Summory hiopert
Form,

B. Progross Intervicy

fiftor a reasoncblo poricd of o.pcsuro to tho instructicnal
oxporicence, a mccting ie sohcduled with tho student, usually follcwing tho
rocumnendcticn of his tenchor, to rovicw hiu pregress in tho program,
Lreas ¢f difficulty aro discusscd in en ottonpt to mcok cut romediol
macsures. Propnraticn for pospiblo antioipated transfore cen bo intreduood
at this time. Qoals aro ro-ovx-mined in lino with tho chconge in solf imago
tthich may have ciorgod.

C. Oreduaticn Intorview

48 the student nohivves to tho love) of groeduntieon, an intesview
is arrangud in vhich “thc noxt stop" orn bo Meenpred.  Oppostunitics
open to him in higher cduoction ¢r vocaticnal training programs are rovicwoeds
To offcot & smcothor transiticn, ccunscler accuprnies studert to regictration
in high schacl program or dircotly cunticts tho veocticnal training vescenrce
for roferral, .

Studont io cssurad of cuntinued support frem this progrom after le ving,
and invitod tc mrint~in ccntect in tho futuros

D. Conteot studonts ~ftor throe consecutive arys of absconco to determine
causo cnd maintain such centaet until hopefully resolveds  Cuunsclor will
recch cut te cther scurces, such e referral ageroies, for additicnal informntien
vhon accessery,

EY laint-in ccunselor recerds of student refleoting persunal data
his educ: tirnal stntus, shurt :nd leng-term gotls, progress inturviwe ote.

Fo  Holp student identify cnd welve poersonal pribloms uhich ceuld
inhibit cduc ticnal pregress or cause terninaticn in tho prigranm, cege
transpertotion, ehila oare, uactional struvss, job applicatiuns, student
vicus, oto.

TTT. Attendoneo

Follwiing unrnecesnful ~ttompts by tho torcher to ccnt:ct the student,
counscler will reach out to cther souveca, such ag refoerral egencies, in
on effert to sock cut zny avatlshla infom ticn concening the student's
abacnan baf-ra srrimming 6 homo vieit to a Reciuiter, If tho chuse for
absenod 16 ot 511 rowedial within the soerpe «f tho counseler's rcle, the
Hill take whrtuver -eticn io indin-tcdl to dring tho etwklont b-ck tc¢ schcel,
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- IV. Speoicl Prcjcots

( i fie Homeomzkor Training Progron

This is o joint cndonver undorteken by the «dult Besio Education
Program cond the ticstohostor County Dopartiont of Booinl Servioes to
train rcoipionts of publio asoistcnoo for Community Sorvico Gerupnticns,.
: Counsolor is rcsponsiblo for intorviowing, tosting and saerconing
! applionnts to dotorminoe oligibility., Ouco vcooopted, ocunsoler
conduots - oriontition meoting for ncu onrolloos cnd bogine both group
anil individual intcnsive counecling uith theme

Centinual oontcot with tho Dopartuent is maintrinced tc report
trainocos!' nttendrnoo +nd pregress. Arrangemonts aroe m:de for visits
to tho olces by ropresont: tives for thio Deportront vhen ncees: rry,
oulain:.ting in tho final visit whon jub intcrvious cre ecnduoted,
Suamary of finul nohiovemcnt -4 job ploosmont is reported te tho

; 4BE dircctor.

B, DT Students in the Leorning Laberatory

ko)

Thio arrangotient provides tho underaohicving rocder in the JIDT
Prcgroaa uith on experionco in the Hult=licdia Dovolcpuental Learning
Labvoratcry.

Upen reforral from tho IIDT Ccunsolor, ABE Counsolor crranges for
Stanferd lohiovenent Testing cnd, bascd upen attained lovel, designates
P 6 specoifio blook uf timo during whioh [DT studonts vill ettond tho
| Loboratory. Students readiness is oroated in terme of the value of this
oxperienco to hime. Progrops of atudents is rcported at regular intorvals.

Vo Community Agongy Relaticnships

e EstoVlishes pesitivo verking relaticnships vith 1eferral agencics
by maintaining frequent ocntaots to report progress of studcnts and
prevido othor ncocsenry rcquested data, Thoso ocntoots present
oprortunitics to describe wore fully the noture of tho ABR Prvgram
thorcby oncouriging cdaiticnal future referr:ls,

For exnnplo, tho aperaticn of the Departuent of Social Sorvices,

an tgoncy responsiblo for more than half of tho diy student enrollment,
roquites rogular, c¢agoing comunionticn betuween tho eascticrker

ond tho ABE coungolor, in tems of studont's attendance, progress,
5chool 6lloucnees ond incidentcls, therody ccnsuxing n sudbstoantiol
part of counselor'os timo.

8, Extends to community ogonoios invitoticng te social funotions and
cvents tnd / or lunchoon-aoctings, when eppropriate, es a aocng of
beginning or furthering existing relationshirs and underscoring cur
desiro to work ccoperstively for the bencfit of cur populaticn,

C.  Visits and predcnts dbricef talks to cutside ngeaecies, in tho company
of tho LBB dircetcr, for purpose ¢f foanilirrising thea with the




-

cins, goals, oporcticun, rohicvenents, and benofits to thoir olicunts

“Of tho ABE.Prograns

D. /lLttonds sochedulod nuctinga vith represontitives of cthor ccvawnity
agoncios and roscuroces in an offort to oxchango autual ooncorns, impart
information ocncurning cur program, :nd koup current c¢n pertinent
aotivitics in thoe oommunity.

Intornal Stoff lloctings

A. looto with othor suporvisor staff on o regular boeis to roview
oxisting precgram prrotioos end proooduros, reccmiend rovisions
and / or additione for thoir tcre eifcotivo implcaontation, and
vxplorc nov idcos ond mothods to aocemplish our aime ~nd goals.

Results of thoso mcutings aro ocamnionted to othor meuders of tho
guidnnco staff.

Bs Prescnte the funocticn and role of Guidnnoe in tho 4BE Program at
teaoher—training sessicnu ¢r nou=tonohor cricntation moctings,
cmpheosieing tho rooponsibilitios of tho tonohors in this aroa.

Cs Attends regularly fchedaled toccher ataff mootings, when ncocsenry,
to convay ncow or rovimed guidanca pmveecdnrea.
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JOB DIFLIITICYN ~ FIELD RECIUITER

I. OENERAL RESPCHSIBILITIES
o« Croato and maintoin a centinuing consus of undor-cducated cdulte
vho oculd bonefit from attendonce in Ldult Besio Education oliceos,
Bs Fartioipato ceotively in a carofully proscnted, ropeatod offort
to inducu adults tc onroll in tho progran.
II. SPECIFIC RESPCNSIBILITIES
0. Distrituto proparad pcotors and noticos cbcut progron.
be Utiliro porscnel vieits t¢ gross—rsots org-nieation; necoccnpanied
by professioncl Ldult Basic Blucaticn Staff vhen roquirad,
ls Community lLotiovn noighborhocd centeps.
2. Religiocus and ecoinl and neighbornood groups,
Js lLgcnolces whe sorvioc the pooplo wo uwish to reachs
4, Individuals in target ncighverheods who fre tructed by
and influcnticl uith tho target populaticn,
Ce  Vioit tho henes «f all refeorred &dulte din ondor o tcdl then
about tho prigrrm tnd cenvince then to onrell,
ds  Lcoomptny a prvfescicnal rooruiter to tho hoe of peoplo
provicusly centooted vho need additicnsl informaticn or
persucsicn,
0s  AcComprny any intervsted adult to the Zdult Zducaticn Center at
any timo he ie willing tc comc.
TU. CANDITICS (F ROLOYILNT
a. Attond tho bi-uockly rceeruiters nocting.
b, ¥ork tho averngo woeckly heurs raaignods
¢. Rato of pay = $2,25 / hr
dse  Snaticfictcery ocaupleticn of o 30 day prodation poriad is roquired.
Revieicn #2 7-68



JOB DIFINITI(N - ATTIND.NCE RCHRUITLRS

I. CRNERAL IUSTCHSIBILITINS

as llnke porscncl visits to tho homes of adult séudents whoe have
intorrupted thoir rttondanco in hdult Basio Diucntion ¢lass08.

b, Comaunic. to t¢ this adult tho desiro ¢f to dult Dlueaticn Progran
to canist in ony uny poseidle to cnablo him or her to roturn to
clasc ou socn o8 peseiblo.

I1I. SPECIFIC IRUSPASIBILITILS

a. Asswio the t¢t~l reuponsibility for tho students sscigned to him
fer tho fellouings

1,

2,

3.

4,

De

6.

Personnl centioct oven if soveral otteapts aro requived.

An interviouw uith tho strdent ¢f sufficiont length to deliiwming
tho naturo of the rotacn vhy tho student is not citewling.

Creato the olosr understanding on tho prrt of tho student that
the Adult Bluonticn Program end partienlarly his tocchoer wanto
hin to continuo his cduoctions

1oentify tho prodlem and rofer in writing to the 4BD
Guidaneco Staff for acticns

If thoro ir a desire to retum to schcel, but thoro #ill bo o
dolay, schedulo o date te rovisit,

Report pregress ¢n enoh 0ase cesignad in tho acocuntability log,
making speeinl offert to reocnd cuapleto infcemacticn «n cach
student contaoct attcoapted.

III. Each cttondrnce rcoruiter is oxpected te perfuna tho job rele os
desoribea ¢n o rcgular daris,

1v, COIDITINS OF IIPLOYIINT
ne  Attond tho bi-ticckly nmccting hold :.t the Centors

be Herk the averago weckly henrs which aro csrignal inlividually

¢s Ratu of pay = $2.25 / hr,
A, Satisfoctory ccjletion of o 30 dry prebation period is required.

Rovisicn 2

7-68
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.JOB DEFINITICN - FIELD /TTIND.JICT VORKLR

( 1.  GRIEN.L RESP(ISIBILITY

8 lloke porsenal visits to tho hemos of cdult students whe hovo
.. . o SRR T

-

interrhbtod thoir attcendanco in Adult Baéio Eﬂuoatioh ol&saoh?
be Comuaunicate to this adult tho deairo «f tho idult Dluoaticn

Program t< asgist in any uay possiblo t¢ ennblo il or hor to roturn
to class as soen ne §aniblo.

II. DIXIFIC RESP(ABIBILITY

. asuumo the tctal respennibility for the stulent canignod +o him
for tho folloving:
le Parscnal contnot oven if soveral attorpts oro required.

E 2. An intervicu uith the etudent of suffioicent length to
detoitiiae the noture of the reason uly the ctudent e not

[ attending,

! 3. Crecato tho ol.ar und rotonding cn tho pert of tho student
the Adult Nlucaticn wonts hin to ccntinuo his cduocaticn.
4. If thero io a desiro to rcturn to sohcely but thore will bo

} a delay, schedulo a dato to revisits

5. Identity the problew and refer in uriting amplificd by
perscnal Ciscussion with tho ABZ Ouidnnoo Stoff for poluticn.
6., Comvwniccto ti the dropout on thoe solutic volved by the
Guidance Stoff tnd tho Field Attondanco Morkes which will cnabdie
hin or har to return to olass. '

I11. Tho Filod Attendance lorker 18 cxpeotod to purform tho job rolo os
Aesoribed <n £ regular b-sio. Tho rato of pay is $5.32 / hr.  Hours
wrrked per uvock ahall ba on a noed tneia cna rhall- averagoe ton hours
por toak,




1,

2,

1.

_JOB DEFINITICN - CCILIUNITY CCOUNCELOR, PLHITL:TL.RY UNIT

OINUVL AESITONSIBILITILS
o. ingsist in froilitating coimunity ~nd oftuo:.ticnzl rdjustment for tho

disoharged innntes whoe have participatoed in tho cdue ticnal olasscs at
tho Westchestor County Ponitentiary.

b, Ccntriduto to tho over all objcotivo of the cvalunticn of tho
cduorticnnl prograns

SPLCIFIC alSTGISIBILITIES

a. Crocto and nrintain a vorking reliticnship with tho rescuroe ataff
of tho Penitontiary end the cduonticn=l toam opor:ted by the Whito
Pleins Adult Dduc-ticn Department.

b. Bo involved with o serics of pereoxit interview and essiet tho
wnfistes in arriving ot formmel plans fer shert and leng toie goals for

od justment h; out.e!du 14£2> streesing cduerticnal iuvelvenent to whate
cver d;éroo foéx.ail;io‘-

¢, fLoccmpany vhenover pcosible discharges studinto to thoeir rewsidence,
orploynent interviow and cduocticnal first stop.

d: Po?fom a serics ?f porsonz_ll f(.-llou-up visit-ticna en cach discharged
studont ot intervale tc detensine degreo and quality of cdjustacnt.

¢ Croato and maintain detailed reecrds on cach etudent oontactad,
COUDITIONS. OF iLOYUINE

8. Usc of cwuntclors ocar 18 roquiry, & nileage alleuwancee is pivvided,
b. Porfcrn jecb rols under the supervisicn of Dr. Burl R. Keesler, ond
tho Dirceter (f Ldult Basio Bluchutions

¢, Uork rn svor-go of 74 heure / wovk, with tho flexidbil:ty to adjust to
vorying nunabors of studonts inmntos boing dischargwl from doy to day and

week to weck,

d. llon aro disoharged overy working day licnday through Friday at 8130 4.1t
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and ohnall bo acoumpaniod from thot point.
s Complianco with oll Penitonticry regulcaticns nd projeoticn of a

supportivo image L« tho mon ocniacted beth in and out of the feeility.



i JOB DISCRIPTIG! — GUIDANGE VORKER, PERITRNTL.Y UNIT

( ' 1. QORIERAL RESPGISIBILITIES: Tho guidanco werker in tho ponitontiery sotting

is opsontially b rehabilitaticn ocunsolor-vhebo dhorte=range’ guale aro
aohioved thrcvgh helping inmates nako tho moat of tho ocduottioncl oppor-
tunitics availade at the penitontiary in preperation for roturn to tho

{ comaunity. Tho longurango goals aro dieohargod thruugh holping them
rolato tho;r cduoationul oxporieﬁccb to o more produo!ivo, diim

i obiding 1ifo cutside, utilieing suon oommunity agonoics and resourcos
: g aro ncoesadry to assist thom in thoir plen fur rohdbilitrtion,

2, SPICIFIC RLSPONSIFILITIOS: Undcr suporvision ¢f tho penitentiary unit
i coordinator {or his ropresontative) tho guidenco wcrkor-

6., Sheres in responsidility fer ploocment teating of ocandidates for
instruction, in sccring of tests, propnrstion of initinl test rcocids
and rogistration of ncu studenisy

b, lssumes full reeponsidility for tho cduonticnal and perscnal
dovolopnent of cach ¢f tho men aseigned to the group for which ho ia
scrving as guidanoo worker frow tho point of introduoticn to tho teachor
to tho point of discharge fron tho penitontiary or dropping cut ¢f the
prograng ccnduots attendanoe checks t¢ detoraing roasons for none
attendanco and dovelop plans with tie students and / cr tho teachor to
cnosurago botter attondancej serves cs intorproter of the student to
otlior staff membors and ovordin-tes their cfforts on his bohalfy

os Dovelops & roleotionship with cach mon for vhen he i respensibdle

at suoh dopth a8 he tnd tho ocunsclor are ocpadlo of eng ging in,
utilieing tho resourecs cof tho mentol hoelth staff of tho penitontiary
vhen indietted; dotorzencs tho rohabilivntion potontirl of tho ocansclor
and aseists hin in doveloping renlistio plans for rcturn t0 tho ccamunity.
ds  Transfers following responsidility cf students to the {community
ccunselor) through o joint oxit intorvicu ounducted pricr to dieohargo
for purposcs of revicwing, refining tad / or rovieing plane for return to
tho tcamunity;

6
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3.

Os  lrintoins o counsolor's reocrd of oooch student roflooting his curront
cduoctionnl status ond his curront plans for rohubilitation, os voll as
oll roforral ocontrots mado on hiu beholf pursucs suoh correspondonoo

08 miy foocilitrto his roturn to tho comaunity, inoluding lottors of
introduvtion to fidult Dduostion Contors to pursuo furthor cdno:iticn, otos,
propores such othor resords and roports ao may bo roquired by tho
ocordinator of the oduscaticnal unit or tho Dirocotor of Adult Basio
uontiong

f« Porforma such ¢thor dutios as the cocordinator of tho oduonticnal unit
may roequest.

CRIDITI(NG OF NRIPLOYHAIT

8. MWork ono or tuc ovonings por wook as assigned — 3 hrs / night,

bs Rate of pry ~$8.25 / hr.




1.

2,

3.

Job.Dofinitivn = Instructicnal UHatorizle Speoinlist - Penituntiary Unit

Jonoral Roppennibility —~ Precovido cssistance to the olauurcon toccher

whioh imprcves frstruotiun

Speoific Rospensibilitios

a8, Provido the toachur with tho writton currioculer matiricls ap thoy
aro doveloped by tho ..dult Basio Dduncativn Staff

b, Ulilieing domenstration tochniques assist tecchor im tho grouping
of studonts at adapt tc nou entrants an? ohanging nocds <f cxieting
students,

¢s Ccnsult vith tcachor ¢n ohoiroe of nctrly availr-ble instructicnal
matorinle rnd ceoist in tho introduciicn end offeotive uso of thom

in olrsu.

de Introtucu the uso of sclocted rusding mechinee cnd fanili-rigo tho
tonchor with thoir offcotivo utilisaticn,

6. To keop an up to dato inventory of all instructicnzl m:torial

fv  Stcro ond ocatologuo motorial by group lovol in crdor to froilitato
its vge by toachor.

& Regrizition reading matorial c8 noods require

he To bo fanilicr with present ond neuly pudblished axtorinls for
ponitontiary instruction.

i+ To cssund rospensidility for ordoring, stcring, &nd tho propor usage
of all supylics andt toaching inplenonts,

Schodule = 3 hours -1tornate weukes To bu shared detucon Penitonticry
and Rochamboau as ncedod,



Job Detiniticn - Toachor High School Equivenoy Penitentiery Unit
ls Gonoral Responsibility - Te participoato s o tezchor in an oducaticnal

progrom designod to propare interetted sorocnod inmates, who have
volunterily elooted to partioipate, for the High School Squiveleoncy
diploma tests.

2. Spcoifioc Responsibilitics

as refcer tc guidence stoff student whe eon bunofit from cduc: tionel
counscling,

be to attond on oriontnticn neoting prior to the first ol .ec session
end stafl mcotings when required

¢, to oondvot the olnos two ovonings each weok

ds to utilizo the ocurricular guide provided

©e to observo cll of the institution's rogulations cnd prooodured

fs 1o plan lessons rnd direct foous teaching so as to compliment the
cffortes of oco-~teachers

&+ keop ncoessary reocrds, cud file rolated roporis.

he cetoblish cnd maintain rapport with studonts

3._Working Conditicns

Number of hrs, 3 per night, 2 timos / weeck

Reto of pay is tho regular 4dult Educaticn rate of $8,25 / hr
4. Qualifications

a. & profossicnecl who can be offootive in the onvircnment

b, & men vho is intorcstod in this kind of program with ample onthusiasm
end onergy

oe troaining and certifiontion in an accdomic field, prefcrably English,
reading, moth or sooial studies

d. succossful jr. or high sohoovl toaching oxporience or equivalont
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Job Dofinition =~ Loarning Loberatoery Suporvisor

Y. Qonercl Reomnonsibilitios

os Suporvise the soope cnd contont «f instrvction in the learning

laboratorios in suoh & niznmor that the stoff and the tcrohers oun

realistiorlly ~nd ocmfortzbly acoomplish the philesophio gonls of the

fieBeEe progreine

be Lend the staff in tho wansgemoent of eroh learning scssion so thet

the individual student lenrning needs arc met to the fullest degroov pescible
2. Speoifio Responsibilitios

as Suporvise end partioipote in individuslized and olustor group
institicticn of students on -u_cngaing.basig.dgsipnet t rohiove iv-xinun
learning possible with the aveilable timey etrff ond oguipmont.
bs Contribute toward the acquisition of exportise by the te~ohers :nd the
laboratory stoff in the eort of bringing togothor the lacrnor snd the media
os Suporvise the students evaluction program, inoluding meke up tosting
and inteke rcapprcisale.
de Contribute toward the ovclution of a fuimat vndor vhioh meximwum
‘8tudent dondenio’ gain can bo Aohiceved ih tho laboratory sotting.
es Aotively undertake designoted responsibilities in whatever rescaroh
offort this A«B.Es progrom vndertokes,
f. Contributo toward and participate in tonolier oriontcticn end stuff
treining oxpericnoe as scheduled.
g+ Supervige the training of lcboratory staff ond their meiantenanoe of
roquired recurds, logs, inventorics and guido lines cs required.
he Prepare required swaiarics of doata and evaluations concerning the
operaticn of the loboratorices ws required,

3. Yorking Sohedule
a. 5 days / wook, 7 hr / doy, ono ovening / wock 3% hours.

n



JOB DIFIFITICH ~ LELNING LABORATORY IUSTICTICN

(' ) ONEUL 1LSPAISIBILITIES
3 a. To ossune the acccuntability for the soope, queality ~nd range of

instruotion in the leberstory sotting for undercduostod sdults who
are reading between total illitoraocy end ninth grade.

be To utilize all the profoseionzl training end experionce,in order to
oreate ond maintein an instrvotional environment oonduocivo to naximun
growth, strossing:
1, Sonsitivity to individual nocds for suoocess
2. Goleotion of substitute 1ﬁ§truoticn exporience of the students ot

his point of frustriticn or imprtionoe,

3, Govorn the learning prooess with enthusiesin, orectivity and a
rospaot for the studont's ocm.iitment toword learning.

| SLECIFIC :USTOUSIBILITIES

ae¢ For the olasues moheduled into the Learning Lab, the Learning

i Laboratory Instruotor sh:ll cssist the Learning Lab Suporvisor uith
‘ the soleotion, distributicn and introduction of instruoticncl mctoriels
and equipment,
- ) be Consult with tho A«BeZs itecding Laboratory Supervisor on proccdures
and mothodologies which provide instructicn for 1ndividua18 and groups,
‘ through tho propor utiligetion of "Soft" and "Hard" modia,
o« Prrtioipete ~nd ocntribute tc tonocher training opportunities through
[ workshop, scninars, and other instruoticnal offering.
) d. Assist, instruot, end guideclcssrocm tecchers in tho offeotive
i utilization of oonstruotional medie in the Learning Leboratorye. Provide
the olassroom teachers with femilicrity with tho contents, design,
toohniques. of use, renge of instruoticn (nd testing preoedures ace=

oupanying ecoh instruvotional media.
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()

cs Exohange infornction with olessrocis teuchers crcnoorning pupil progress in
the Leboratory ond the ol:ssrocm, ond their adjustment tec the Laboratory
instruoticnal modia,

fs Horking with the tecaohing leb side, inesurc thet at the ocnclusion of cach
day or ovening session, the scoft / hard media cnd tho furniture haove been
returned to their roeerocotive positions,

WORKING ;QUI AF: IITS
B¢ Doy: 9 a.ms to 2 paise = 12 hour lench (4% hrs)
be Zivening: 6 pems to 10 pom. = Instructionel Jiours

13
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I,

JOB DITINITION « LABCIUTOXY TEACHE:L ASSISTINT

RATICN:.LE

Host IMublio Sohool Progrems todey lLivo introduoccd the praotico of
utiliging toachor ascistants. The goals have been to proevido ndditiuvnal
stoff whioh ooculd porforna routine instruotionel dutios whioh do not
roquire thie highly spcoiclized training of tho professien:l toroliore The
supploniontary staff onn then free the tozoher to devote more timo to the
planning ond implenentr-ticn of instruotion.

The Sohool Distriot of the City of White Plains hed cdopted & Leliocy
wvhioh authorized the use of tecoher escistentse In the dry school
promramg, }bacher.assistants. arg utiliged.in & veriety of wuys to porform

tasks vhioh do not require the Bpociclized expurtlso of the traincd
teacher.

For tho pzst two years, the Adult Eduoation Program hos utiliwzod
teacher cssistents as lecrning leboratory tecoher cssistunte.

PERFO.5. 1CE OF JOB ROLE

- Laboratory teaoher assistcnts aro an intezral part of the.eduorticnal
staf'fe In the porfonianoe of thoir roles, they arc regulary in contaot
uith tho student populstion end they orce regularly under the sujicrvision
of sevoral mcmbers of the professioncl staff. The notvre of their joberole
requires that thoy have oonsidercblo sophistioztion in intor-personal
relationship skill, In the seleotinn of employces for these positions,
every offort is made to seleot individuels who more than mect the miniium
qualificationss Whon loboratory tecoher asuistonts ere hired, supervisors
lave the responsibility of continuously soreening their performance.

This prcotioe ensvres thet they perform striotly within their respon-
sibilities as outlined in this individucl job definition.

Quelifioctions = Lioberitory Teacher Astistent

1. The otpaocity to effcotively ooviunionte with o discdv. ntoged
adult population.

2, L high sohool diplomas The rate / hour will be adjvsted upward
based upon cdditionel years of ocollege not to exceed 4.

3. The capzoity tc effeoctively porform instructioneal tesks, under
ocontinuous professicnal supoervisione

T4



] B, Respcnsibilitics
j
K 1, Undortako respoiasibility foir tlhe instrvoticn of & olustor or

} group of studonts for o portion of & 1lésson, vnder the direot
: end oontinous suvuorvisicn of i professional torohor,

! 2. Operate o mcohino vhich is providing instruoticn fer & spooifio
? pupose cnd tiie,

3, Assemble cnd propsre tie media nceded for instruotion.
4. Review with individual studonts thoir delly progresse

5. Share with the tecoher hor opinicn of students speoifio

RTINS N

instruotional need wnd porforicnoe.

{} 6. Reoord student data vnder instruoticns of professional,

) 7. Assist with the oorreoticn of stonderdized tests.

! 11T, HWO.KTUG CCIDLTIGHS

. Laberatory Teaoher fssistont

i A. State Civil Sorvioe Comnissicn regulations havo estcblished that
, tecoher assistints as being in the ilon=Compotitive Civil Servioo

”‘) oclossificoation and cwe net required to take Civil Service

. exaninations.

. B, Local Distriot Administrotive policy mekes mondatery the

i follouing rcguleticnss

1. All perscniel in this octegory shell usce time-olockse

Ll 2. Bosed on the foot t.ai this or tegory cf employces is
hired on an hourly bisis, they will be paid only for
gotual hoursworked, There is no payuent for holidiys,
vooation tiwe, or slort scssicns,

3. There is ne previsicn for siok or porscncl locve with paye
C. Current rate of pry Las o $3.,00 per hour base, uith cdjustuonts

for cdditional training ot the rcto of $.25 por hour for cach
year of oollege ocmpleted,
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el i

!
( ) 1, Qoneral lesponsibility = to mcintoin integrity of instruotion
-

2. _Speoifio lespensibilitics

a. Seoleotion, distributicn tnd introduoticn of instruotioncal -nd eqaipment
to teachers.

be Consult with Dircotor and Guidcnce Steff on the prooecdures whioh muke
provision for iandividuel difforeicos in lecrning rates by selcotive
olase pleocient and Tecoher Orient..tion.

oe¢ Provide for tecoi.er training in both small group end in seminari.

} de Quicde tceachers 1a the ntilization of effcotive olass room miencgement
techniques.,

e. Provide to 211 teaclers aspistanoce in beoominz ‘familier with the
oontents of, and the v.olue of tewohing from tiie Curricular Guides
as they beoowe available.

Y m—— [P ——

f. Soheduling of auseiiblies, trips, guest speakers ;nd sooial affairs,

g. Follow through vith teachers on the varicus requests for informution
l on attendance, test sofedules and pupil inforur.tion.

h. Orientation of new zind substitute teachers,
- i, Utilizing dewonstration teohiiques: ascint tecohers in the grouping
of students to adapt to new entrants and ohanging needs of exieting

l students.

je Corsult with tevcher on choioes on neuly avcilable inctructional
) materials and implenent the vcquisition there of.

Jetlumbexs of hours / day: tie equivalent of 4 Hrs. / day=-4days /uk., and
the 3% hre / nite - 3 nites / vk,

Revision #
7=68
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II,

III

s -

JOB DEFINITICN ~ CLERK-TYPIST
GENERAL RESPCNSIBILITY

Perform general clerical and tvning duties for the Adult Basic
Education office,

SPECIFIC RESPCNSIBILITES

Types from rough draft of finished copy; types masters for
duplication: operates ditto, mimeograrh, adding and other office
mnachines; proofreads._typed matérial, ehswers routine in. uiries in
person and by phonej Jdistributes 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 kmowledge of office terminology, vrocedures
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 directionsj ability to get along well with others;
ability to write legibly and en aptitude for clerical work,

UIREMENTS

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

Rate of pay: $2,40per hour

Hours: 35 hour week,

7



JOB DEFINITICN - FILE CLERK

1, GENERAL RESPONSIBILITY

To maintain the system of recording the data required to support

final claims,

II SPJCIFIC RESPONSIBILITY

a,
ba
<,
d,

S.

f,

)
h,

’

Ixtract student attendance from register end record on class test
records,

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

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

Evaluate for accuracy and then complete with a listing « the Albany
Rugistration Forms by project,

Evaluate for accuracy and then complete with a listing = the
Demogravhic Survey Forms by project,

Maintain the active and inactive pupil registration file,
Prepare inteke folders and file students falders,

Kaintain the drop out file and recruiting census file,

IIT1 _JOB SPECIFICS

a,

Revision

Part-time 25 hrs, /wk, 8 $1,90 / hr,

#2 7-68
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JOB DEFIFITION « FINAL CLAIM CLERK

?

GENERAL RESPONSIBILITY = To prepare the Final Claims for the Adult Basic

11,

I1I,

I,

a,

b,

C.

a,

b,

Ce

d.

Educatlion Program

Maintain an on going evaluation of the attendance recard and
test records systems as maintained by clerical staff,

Supervise the Albany Registration Form File #nd the quality
and completeness of these forms to meet existing standards,

Recording of the attendance,entry, drop-out dates, end 8th
grade graduates on the claas test records,

Record test results,

Maintain the inventory of tests and vrovide for recording of
them as needed,

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,

Prepare the Albany Negistration Forms as required by Claims,
Prepare the Walfare Case Number and Category of lists by class

Prepare and review the (student data) Final Claim for all
budgets and the appropriate lettsrs oi tranamittal,

Job specifics -~ Four evenings per week © 33 hours per night at

semi $4,00 / hr,
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- _JOB DEFINITILN - ATTENDANCE CLERK

I, GENERAL RESPCHSIRILITY - to create and mainteain sttendance register,

a,

b. .

e,
f.

&
h,

To block in recycle registers for each clses in each budget.

To institute and utilize a memo systexn to teachers which would
have a check lost for items needing modificatiion.

To insure thst student transfers are shown in both registers,

. To insure that cause of lengthy a&bsences is in register,

That each dronped studént has reason inseribed in register.
Registers show students entering historically,
Registers Totals are run at close of use.

Request of supervisor of instruction that registers are
signed by both co~tesachers,

II. The drop out procedure is regularly supervised.

a,

b,
c,
d.

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

Maintain the program drop out chart,
An up to date record is maintained of each droo out assigned,
Final disposition is noted in register.

Our active attendance file reflects accurately dronned and
re-~enrolled students.

Ifours -~ one or two hours each day,




I,

IT.

111,

GiaBal LB JLIBLITY -

JOB D AT - RO GDIC. Cluil T3 CHIR

advonced level ptucents with the speoific goal of providing
speoialized snalle-group inctruction des:gned to fill exicting
gaps 1n learning,

SPECIFIC R3.POMSIBILITIGS

a,

b,

Ce

d,

Qs

£,

o e

To be femiliar with the test analysis of ..: 5St.:nford
Achievement Tests at intermediate and uppes levels.

To utilize rocent test prnducts for eaoh studcat and meke
a detailed analysis of each ol the sub-tests in order to
identify concepts, understandings and skille which he has
demonstrated diffioculty with,

To arrange for the olaus in grouping and with instruotioncl
times vhich will enable studenis who have comaon skill cnd
or subjeot dicalbilities to he taught in small groups.

To.provide fpr each student a owmlative skill-log vhich
will enable him to sce his growth and equip him with a
focus for review.

To manage the scope of the diagnostio instruotion to avsuve
that subsequent exposuree to disabilities that have been
remedioted provide for an examin.ution of that olill and
its proper uce.

Te oreate an attitude amony the students th:t each student
is matching himeslf and hic achievoment vroduct a_sinst
vhat he wants it to be.

B,

b,

-.M..._.

To novticipate as a toccher in a claso of

A general wderct-onding of i.at and how elementary tubjeots

are taught.

A good unuerstanding of tests ~nd weasuvrei.ents and a high
competenoe with the remedistion of subjeot disabilities.
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I.

1.

JOD D FINITION = ADZ CLACSROGI T3:CITR

(S —

Geneyal Responsibilities

A,

B,

Ce.

D.

P,

To waintain a high quality of inctraotion.
To keep up-to-date all attendanoce records and student record file.

To utilize the expariences gained in the learning laboratory oenter
with programmod wnd calf--directed materials in the areap of recding
with tho arithmetio, cooiul living skills and langmale arts ckills of
the fndividual etudent.

To srovide the best olimate posuible for the periodic tuo-wndred

hour testing oyoles. Remind those absent for the teat to roport to
the learniny laboratury for make-up tecting. Review teut result irith
pupils in ordar to maintain an attitude of oncourazenent aad deoire

to improve. Current aciievoment test data 46 rogularly recorded on the
reverse sida of the aitondance oard, )

To reinforce couwnselor!s invitotion to student that he uvail himnelf
of cownseling services aviailable.

To share with councelor:. pertinont data ooncerning student as observed
in cleseroom eetting and frou teacher=student rel..tionship,

Speoifio Responnibilities

A,

B.

Ce

D.

Plan the inctruotioncl uchedule so that maximum individualiged or omall
oluster groupins instruction can take plice titis the le:rniny luhoratory
and the olussroom.

Plen enriclumsent cctivities necessary for tie individuwal cud the cluster
group within whioh he/ehe &6 operating ia the olce:room or the le.rning
leboratory. LHeelk the ascistonce of the Inotruotional Su ervicor ind
the learning l.borutory Surervisor-Spooialist.

Plan the ev..luation and pro.ress of eich individw.l student with the
Learaing Laboratory Supervisor~bpeoialint in reg; rd to proxamaed
and sclf-directed wedia.

Becone thoroughly familiar uith the use of rrozyaanied and velf-directed
mcteriale whilevorking with the Leuraing L.ubdoratory Staff,

Introduce oach nev ttudent to the Learning Labdoratory Su -ervisor-
Speoialist and Learning Laoratory Aide so tiat they noy prepare for
the student the apropriante instructional materinis and folders



I1 _Speoifio Responsibilities (continued)

II1,

F.

g,

e

A,
B,
C.

D,

il g N - -

Inform the Learnin; L:bLoratory Stoff of any studente that have trans-
ferred or have departed frem our program.

Beoome thoroushly familair with the use of nll miochines,

Initiate Student Tranofer Forit as neccsuiry, theroby substonticlly
contributing to ultimate deoisicn regerding student pluce.ent.

Job Requirenents

B.A, Doegreo in cduc.tion

License in com..on Lranches,

Cortificatica in Adult ducation (B or C required)

1. Bvening Prograim - Teach two evenings 3 hours / night
2. bay progruu ~ Teach five duye / week 4 hours / day
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Job Definition - Administrative Assjstant to the Agssistant Director
of Adult Fducation for Adult Basic Education

I. General Responsibilities

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

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

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

II. Specific Responsibilities
a) Prepare budget modicications.
b) Arrange logistics for meetings and social events.
¢) Schedule and conduct &f 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.
8) Supervise the systea for purchasing supplies and its record systems.
h) Prepare rcugh drafts of final claims.
1) Prepare class test record plan, and review its data.
J) React to requested changes in final clainms.
k) Supervise all attendance systems,
1) Review periodically all data systeas,
a) Prepare data suamaries for Special Reports.
n) Participate in the creation of new data recording systems.

I11. Requirecents




Functions Performed by Assistant Director of Adult Educatioﬂ for Adult

Basio Education

Monies

Funding Negotiations

Budget Preparations

Budget Approval

Budget Modifications#

Budget Transmittal

Planning - Funds Staff Space Equipment

_— e i g

Agency Relationships

Meetings and Graducations*

Visitors, tours, and Meetings*

Data Collection and Disemination®®
P.R. Repert HWriting

Image Building

Documentation of Value of Progranm
Conventions and Seminars

Consultant Servicos to other Ed. Units

Leadership

Communication of Philosophy of Program

Interpretation of Federal and State

Guidlines

Creating Policy Statements

Establishing policy

Training of Supervieors

Guiding Direction of Departmentse

Postering Verti:al and llorssantal
cations®

General Staff Urientation

Staffing

Hiring

Interviewing

Orientation

Training

Supervision

Recording and Evaluation®
Communicating

*Initial Preparation by Adult Assistant for Assistant Director

o *Could be performed by Adult Assistant

Instruction

Assigned Work load

Reviewing Data on Performance
Revising Instructional Emphasis
Reviewing logistical Services*
Cireating New Instructional Services
Curricular Construction

Formal Training and Orientation
Communicating

Accountability®

Plan all Purchasing’

Supervise Payroll Pieparation and Recordir
Plan Class Test Record Sets#

Review Class Teast Record Sets®

Plan Final Clafim®*

React to Requested Changes in Final Clais*
Supervise all Testingt

Supervise maintenance of all Attendance
recordoh#

Review all Data systemsgh

Create Now Sata Systems

Review Attendance Reportsih

85

[ERJ!:*Could be performed at the request of the Adult Assistant

IToxt Provided by ERI



(continued - page 3)

IV. Working Conditions
a. $8500 to start

b, 35 hrs/wk
¢, Fringe benefits comparsble to civil service employees
d. Position opened immediately

#The perfomance of this task at the Westchoster County Penitentiary
requires a male.

Original 8/25/6¢
Revised 2/25/70
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JOB DEFINITION -- OFFICE MANAGER

GENERAL RESPONSIBILITY

A.

B.

C.

A,

R,

To supervise, train, and direct the clerical staff in the
accomplishment of the production of the ABE office.

To underteke specific assignments from the Coordinator, assign
the tesks, review the work done, assemble the product and report
to the Coordinator all details concerning its completion.

To organize, process and document all of the purchases made in
the ABE progran.

SPECIFIC RESPONSIBILITIES

lleet with the Coordinator daily for a brief reviow of tho work
accomplished, and to accept from him now amajgnments.

1.
2,
3.
L.
5
8.
7.
8.
9.

10.
11.
12,

Typing urgently needed

Typing of a routine nature

Duplicating service, mimeograph or ditto
Clerical tasks of a specific nature
Generdl filing -

Arrangements for visitors

Arrangements for specisl neetings
Arrangements for social meetings

A roview of and an assignment of all requests for clerical
services made by any ABE staff.

Assignment of telephone answering load
All records required for all clerical personnel

The reviews and compilation of all time cards, and the
personal prepacation of the clerical payroll.

Acarpt. personal responsibility for the clerical preparation of:

1.
2,

3-

Atendanro compitations for 1ough draft of class test records

Route when ready the rough draft of class test reoords to
H. Zacconi for her input on test data and graduates,

Assign and review tha completion of rogiaters to be created
for each project
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2-.
4. Assign and reviow the completion of Welfare Catogory lists
and HWelfare Category suwiary for each WE project
Personslly manage the petty cash task.

Personally, manage the initial preparation, typing, processing,
recording, transmittal and recording of all realsitions.

Design and manage policy statements to be followed by all staff
concerning how the receipt of all goods purcharad are to be
documented. When breeches of this procedure happen, a written
notification is to be made to the Coordinator.

Organize a file system for ABE office.

Organize a storage system for ABE supplies.

Organigze a file system and a storage system for yourself.
Purchase all office supplies and postage.

Haintain the appsarance of the ARR office including:

1, Bulletin Boards

2, Clerical desks

3. Clerical phones

L. Typewriters covired

5. Counter

6. SG{ coplor supjiies and repair.



JOB DEPINITION
TEACHER, HIGH SCHOOL EQUIVALENCY

General Responsibilities

To participate as a tescher in the educational program designed to prepare
adults who are motivated to attain High School Equivalency Diplona.

Specific Resronsibilities

a. Maintain an exchange of infcrmation with guldance staff concerning each
student,

b. To attain orientation meetings and ataff meetings when required on regular
basis,

6. To conduct the olass 60 as to enable each student's academic needs to
be met. as completely us is possible,

d. To work closely with the Supervisor of Instruction and the Supervisor of
the Learning Laboratory.

e. To utiligze the curricular gulde provided.

f. To n»lan lessons and direct the teaching so as to specifically prepare
the students to pass the GED emamination.

g. Keep necessary records, and prepare related reports.
h. Establish and maintain rappert with students needs and aspirations,

Horking Conditions

Number of hours 5 hrs day/ 5 days week/ L3 weeks year.
Rate of pay is the funded Adult Education rate of $8.05/ hr.

Qualifications
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 enthusiasa and energy.

¢. Training and certification in an acadenic fleld, preferadbly English, reading
math or soclal studles,

d. Successful junior or high school teaching experience - two years minimm,
e. Speleific eollege cuoursea in teaching methadology relating to high school
Note: C and D required




I.

ENGLISH-SPANISH)

JOB DEFINITION -BI-LINGUAL GUIDANCE COUNSELOR
N (T

General Responsibility

To help create an environment, through guldance and counseling
services, in which students may best develop to their fullest
potential, both personally and educationally.

Specific Responsibilities

A. Conduct scheduled and "as needed" counseling interviews as
follows: .

1, Jntake
a. Extend a warm welcome; goala and aspirations; describe
nature of program and how it is designed Lo meet student.

needs; instill confidence needod to undertake reviewed
learning experience.

b, Cather personal data.

¢. Exposa to Orthoscope testing to detect possible visual
difficulties.

d. Effect immodlsate class placement based upon screening
device administared to determine approximate reading
level.

e. Personally escort student to classroom; introduce to
teachers and classmates.

f. Encourage student to avail hinself of counseling services.
2| Héﬁiﬂl Fo.uw. nc
Ruview with student his class placement and personal adjustment.

3. Progreas Interview

Review with student his progress in the prograa and re-examina-
tion of goals.

L. Oraduation Interviex

Student 'a next step is discussed and opportunities open to
him in hgher education or vocational training are explored.



B,

C.

D.

E.

F.

a.

-2-

Maintain counselor records of student reflecting personal data,
his educational status, short and long-term goals, progress
interviews, etc.

Help student identify and solve personal problems which could
inhibit educational progress or cause termination in the progranm,
e.g. transportation, child care, emotional stress, job applications,
student visas, etoc. _

Circulate among student population freely to become a familiar
figure thereby encouraging students to initiate contact when
counseling is indicated.

Share relevant information with teacher and staff concerning eludent
which mail he helpful in better understanding hin,

Bstablish and maintaining frequent contacts to report
referral agencies by maintaining frequent contacts to report
progress of students and provide other necsssary requested data.,

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.

117. JOB QUALIFICATIONS AND CONDITIONS

A,

B.
C.
D.
E.
F.

a.

Ability to relate to student population comprising primarily
under-educated, native or foreign-born adults.

Ability to communicate in the Spanish Language.

Ability to treat confidential data with tact and discretion.
Mature, with insight and perception.

Full comnitment to jeb role.

Bachelor's degres or equivalent; no guidance certification
reguired, though graduate studies and/or experience in social
work are helpful.

Full-tine (48.25 per hour 5 days per week
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JOB DEFINITION = AEE FLOATING TEACHER

General Responsibilities

A,
B,
C.

D,

E.

To maintain a high quality of instruction.
To keep up--to-date attendance records.

To utilize the experience gaine¢ in the learning laboratory center
with programmed and self-directed materials in the areas of reading
with the aritmetio, sooial living skills and language arts skills
of the individual astudent.

To work from lesson plans left by the regular teacher, when
functioning as a substitute teacher.

To do curriculer related tasks at the disoretion of tha Suporvisor
of Instruction.

Specific Responsibilities
Using vlans made by the regular teacher:

A,

B,

C.

D,

E.

F.

Carry out the instructional schedule for each individual student,
wmeshing the classroom and the learning laboratory instruction.

Carry out the instructional schedule so that maximus individualiged
or small cluster grouping instruction can take place with the
learning laboratory and the classroosx,

Carry out enrichment activities necessary for the individual and the
cluster group within which he/ehe is operating in the classroom or the
learning laboratory. Sesk the assistance of the Instructional
Supervisor and the Learning laboratory Supervisor - specialist.

When necessary, plan the evaluation and progress of each individual
student with the Learning laboratory Supervisor - Specialist in regard
to programed and self-directed media.

Become thorgoughly familiar with the use of programmed and self-directed
naterials while working with the Learning Laboratory Staff.

Becone thoroughly familiar with the use of all 1lab machines and AV
equipment .



()

1I1.

a.
H.
I.
J.
K.

Become thoroughly familiar with the use of all medis in the classroom.

Head or participate in task forces.
Maintein a current professional library.
Do selected curricular tasks.

Be directly responsible to the Instructionel Supervisor.

Job Responsibilities

A.

B,
c.

B. A. Degree in education.
1icense or teaching expoeriencoe in cammon brarches.

Cortification in Adult Education.
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Job Definition ~-Media Aide

I,

II.

To work under the direct supervision of ABE
Supervisor of Instruction

GENERAL RESPONSIBILITYTS

a) To operate and store and maintain the video tape package in con-
Junction with educational and public relation functions.

b) To provide a multi-media presentation for all scheduled visitors.

SPECIFIC_RESPONSIBILITIES

part 1.

part 2.

part 3.

part 4.

Operate the video tape unit as requested.

Edit, store schedule use of video tapes.

Maintain video equipment,

Fur.ction as the media team member in video tape projects.

Conduct tours for visitors ae requested.

Present media overview of the Center using tape and carronsel.
Prepare tour schedule and conduct it.

Provide for appointment with relevant staff.

From self and visitors,

Work on instiuctional 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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Aruitoxt provided by Eic:

ERIC

1,

2,

3.

White Plains Adult Bducation Conter
Acdult Desio Eduoation
Heehaibean foliool
228 "isher Avenue
White Plains, ilcu York

Job Dofinition /51 - Acceleratcd - ..cating Instruotor

Genoral esponsibility

A. Uncer thoe supcrvision of the Leeraing Leb Su,arvisor, work
directly with students, tcacirers and eides in the Labor:tory.

Specifio, ;esponsibilitics

A. Becoue Ta.iliar wuitdh: the content of iunstruotional watorials and
tiie use of .:ecuines and equipiiont used in acceleraiced reading.
3o failiar with the nannals for eaoll of <lie instructioanal wmedia
in use, :

5. lIstablish the program and set tihe instruotional style for
b -
accelerated reading clisses sclieduled into tiie lab.

Coe Iunstruct the students in use of iucdia and explain purpose of
cach wachine to student,

De .icspond to questions Troa students coincerning their adjustucat
to the iiaterials and ia ocnsultation uith the Learning Lab-
or.tory supervisor, provide substitute uaterials ap;; ronriate to
individual necds,.

E. Offer %o tiie adult population infoniation about the valuo of the
accclerated reading progran so as to induce il:zn to utilize it to
attaiin the ro0als they lLave set for theuselves es sohisticated
readers.

, Viaintain detailed sruphs and reconds dealing vitl the asccelerated
readia coir)oaent,

G, Assist in otrer vital arcas of laboratory functioaing wien
not ‘sciieduled witl: accelerated recading grouys.

Hs Assist tcachers and studoats uith the lecation of | oierials
and equinient.

Quailficsiions
A, T.A. or R,S3. Degrece or cguivalent,

D. Ability to be flexible wider a highly structured setting.
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POLICY HTHTNTITS
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HIITE PLATVG ADULT TDUCATION C ZMTR
Adult Basio ¥duoation

Policy Statement #1b - Non-Fnglish Classes — Ootober, 1968

In order to assist staff in the implementation of an optional learning
experience for thete olussis, a series of guidlines are offered liere.

1,

2,

3.

4,

He

6.

T

Eligibility ~ Students vho have as an instructional need "En;lish
for Non-%nzlish Hpeaking 4dults' and who hive had less than an
eizhth grade education in their country of origin.

Initial Soreening - All adults who are dontaoted vwho wish to be
considered for placement in an %.B.E. Non-Enilis class must be
referred to A.B.E. Guidance staff who will tuke hriof inforiation
und then utilize the Non-Tnglish teacher who will talli with the
adult to determine his eligibility. If the student is eligible,
he is returned to the Guidance staff for the reguler intoke pro-
cedure.

Initial Testing — Because of ob¥ious limitations in reading
oapacity, the administration of a readiny test is only to be
undertaken if some success is possible, It is recommnended that
only the word meaning and the arithmetic computition sub-tests
be used.

Inutruotion = The basic goalt of instructicn for these oluures ure
to equip the students with visu.l, verbal and auditory proficiency’
in English to a dezree that they ocn be transferred to the regular
A.B.E. developmental program. Thus the content of instruotion

must be almost totally aimed towamd the rapid acquisition of the
Tnglish language skills with stress placed upon npoken leonguage
proficiency. Instruotion in sooial living skills and aritimetio
are minor goals and should serve only to provide variety and
opportunities.

Inctruotional Style -~ The use of foreign languaje cupacities of

the teacher should in jencral be limited to provide clerificition
of conoepts and establishiont of diulogue., Thus the prigary coatent
of instruction slhiould be offered in the En;lish language.

Media ~ Teaohers of tiese olusses are encouraged to use in taeir
clacsrooms all relevent materials located in the learaniny lubor.tories
on a loan bacis. Speoifio media will be purcanzced for the olass

upon the teaohers recomnciadution thit it ie effective for the cliso,

100 Hour Test Cyoles = A class 1lict will ba circulated to the lion-
English tezoher in advance of the date of testing. The tcacher is
authorized to muke suggested levels of tests to be used for each
student. The te~oher will be determinator of vhon and if

paragraph meaning and or arithmetio reusoning will be utilized for
each student, ODtudents who attend on day/weel: only vould not be
tested according to the day 100 hour teeting schedule, but identified
as limited attendees and soheduled to be tested in the laboratory
wien 100 hour test cyoles are soheduled for evening olasses.
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Polioy Stateuent -#2
Achievement Tosting December 1968

[~ Je

(, J In vieu of the need for frequent meapurement of students on stindardized
' achievenmnt tests and due to the anxiety concerning their perfcrinance, the
folloving test procedures are to be folloved?

1. Clasg Test Dets Sheet: This sheet is to be utilized by the teeccier

within devss after the test oyole in counseling cach student on
his or her hrogress as tieasured by:

: a. Stanford Achieveuent Test Recding and Heth scores.

s b. Able AohieveméntSpelling Test (for day olasces only)

; ¢. Periodic Teacher Prepared Exams.

. d. Class Quizzes (optional for night olasses)

. The Data on this shoet is to be inaintained by the teacher for each

- students. It is expeoted thaut this procedure will provide the student
wit . soveral indices of his or her periorinancej guidance covnseling
on test scores in to be utilized only in extreme cascs of diratiulootion,

1T A. The Stanford Achieveaent Test: This is 3 stonderdized examination
and the only time it can be brought into contact with the student is
during the aotuval testing session operated under absolute compliance
to the manual direotions.
b. Able Aohievemernt Spelling Test: 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 r1anual, score
th>n, and return the test paper to the student for hie or her revieu.
The appropriate test ianual will be distributed to each teacher who
will then adwminieter this test sevoral days prior to the 100 or 200 hours
test cycles
o. _Periodic Teacher Prepared Exems: The standardized tesi does not
adequately measurc all of the specifio reading skills, Therefore, the
student is entitled to an index of his or her aquisition of those
skills taught in the classroom. The Able Test will be made available
to all teachers to provide ssistance in the construction of these
periodic examinations. Five olasc da s prior to the 100 or 200 hour test
cycle date, the teac:ers are to adninistor their periodio exam in
i reading and arithmetic. The actual Able Test is not to be used directly
1 for this porpose, however, teut jtems uay be created which are similar
’ to those contained in it.
d. Class Quizges: A general sumhary of the stvdent's pcrformance on
these ticekly mecasurements will enable hin to perceive the relationship
bctireen attendance and achicveaente

TTT. Selection of Aprropriate Stanford Achievenent Tesb: Sonie very clear
patterns have emerged from the experience that &his prozram has had uith
achievement test resulis. Witir the frequent testing schedule, much
care nust be taken in the selection of tue test level to prevent score
fluctuation end student discourzgeuients The proccdure used in selecting
test levels, onco.pacses the range of test scores for cach test level
and insures an expectance of success for caol: student, This proccdurs,
formerly used for reading Bcores, will now be applied in the selection

of aritlunatic levels. Thus, in goi.0 instances pupils vill be exposed
to one level of rcading and a different lovel for math.

95




Policy Statement #2 (2) Revised December 1968

IV.Implemontation of 100 and 200 llour Testing: A Class test Data Sheoot

containing provious rcading end math scoreus, tcst level, and

assigned testing contoers will bo ciroulated 3 days prior to the tost
date, Teaclhiors aro encouraged to suggest {on a soparate sheet) changes
in test placement wlien, in the opinion of tho :icacher, such changes
are varranted,

V. Schedule for Stenford Achicvemont Testing: *

-

e s s ey v

DAY FORM NIGHT ¥ORI
January 21 X January 14 X
Narch 18 Y Harch 4 Y
June 13 X May 20 W
September 16 Y Sopteombor 19 X

* NHeBe Night olasuves will be tested evory 100 houra: day claspes
1#1ill bo tested overy 200 houvs,
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Policy Statem:nt #2

. \ ACITEVEZNT TESTING SCHEDULE Est
- 3 #4 75 #6 |7 o 3
Ni gan i Janvary 6 | Janvary 7 1 January 8 } Y Wanvary 14 Da 1 #
m M m | Januazy m January 13 Januvery 14 Yanuwary 23 ; January 27
Tay i Janvary 13 m Jenuar:- 14 m January Hmm Januwary 17 , Junuary 20 anuary 21 Janvary 27 | January 28
Nigat ) Febrvary 24 ; Pebruary 25 m . February 261 llarch larc: : :

w m w “ Ty 3 .Tmﬁ.ob 4 sarch 17 liarch 18
Day N iizren 10 M flarch 11 : Larch 13 m ilarch 14 w Nerch 17 wﬁuoﬁ 18 iarch 28 Harch 31

0 s ]
Wight . L ; R i : i <
iigh | llay 12 " ay 12 : { Lay 14 ltay 19 T« 20 ay 29 Sone 2

t 4

a 2 1

Day ~ June M June 6 M Junc 10 m Jeme 11| June 12 wne 13 {lune 17 | June 18
Day m Septeaber w M * ] Wow,«oa.vou 14 ]

] Li
Night | September ” i M ! wmovaosﬁvau by,

] : { i : ;

! ! H

# Glass Tcst lata Sheet {CTDS) sent to hemeroom teacher.
2 Zomeroom texcher &dminisiers Periodic Teccher Prepared Exam and records scores on CRDS.
#(For DAY clas:es only) Zomeroom tcacher edcinisters Class Reading Quiz and records scores on CTDS.

74 Teacher sends recoaaended cheages in test placcument to J. Donov-n on a separate sheat of peper and
retains CTDS; tcachor cdéainistors Able Achicvement Spelling Test and rocords scores on CIDb.

List of test administrators and testing centers arc digspibuted to all teac..ers.

N

Pest zdornistrator gives Stanford fchicveent Test to all stvdonts listcd on Administrction List ati-

#6

aclhicd to test boxes; sach homeroom tezac..er retnrns hie CUDS te J. Donovan TN EOTATELY ADTEN TRCTING.
%wm.w.o,«w?uwwm@ﬂoﬁczm omnwogmwouoosuwo&muomm-
mw

CTDS - is rcturned to the homoroom tecacher with currcnt test scorce.
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Policy Statement #2
PROCEDULE USZS Tl DXNTLRIINATICH CF

12T LEVELS

The average reading score of the student's most reoant Stanford

Achlevenent Test is considered.

To insure a conservative test plaocament, five-~tenths {0.5)

gain is subtrunted from the raw reading average.

The resultant score is tlicn used in view of the fcllowing
*renge chart' to deternine the test level to be adninistration:

TEST LIVEL
Prinary I
Primary II
Internediate I

Intermediate II

EXAMPLE:

Average reading score on previous SAT
Subtract 0.5 gzain

Resultant Score

Test level adninistered

SCORE, RAJCE
1.5 =~ 244
2.5 - 3.9
4,0 -~ 5.4

5¢5

25

~0s2..
2,0

Primary I
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WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATION

Policy Statement if3 Custodial Services November 1968

Rochambeau 1s probably one of the immost fully utilized educational facili--
ties in New York State. The bullding is staffed with a very able team of
custodial employees under the direct supervision of lr. John Dondero, Head
Custodian. It is the goal 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 te be routed as follows:
a. Teachers - for items within their classroom ~ lirs., Serrao
b. Laboratory Staff ~ for items within the laboratory - Mrs. Giuliane

c. Olerical Staff ~ for items within their area of respensibility
Mrs. Mines,

d. Specific requests for use of facilities i.e., gym, library, etc.-
ir. Lethbridge

2. A2l 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 nenner the quality or timeliness of a
custodial service rendered.

L. In the event that any staff member needs to communicate their app-
raisal of a specific custodisl) service which has been performed, they
are to do so directly with lMr. Lethbridge.

5, These guidelines should enable our custodial staff to perform their

nornal work load of maintaining a very heavily used building, and as
tine permits, supply staff with the acivices which they request.
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Policy Statement %4
To: All ABC Clorical Staff
From: E. Lothbridge

A1l Civil Service euyloyeeas arce required by the locel district to operate
within a previously ostablished schedulo of hours vita dofinite starting
times and definitc onding tines.

Il is obligatory on the nart of all Civil Sorvioe Clerical cmployees to
utilize the cards and the hours that are punohed on them, to ropresont
rogular, accurato conulisice with caoh person's sciedulo, Each cmployee
must manage her working hours in suoh a uenner that shie punches in and out
within fiftoon minutes of her starting and ending time.

This is required so that the Accounting Departuent of Education Ilouso will not
bo paying additional overtime which raimes two probloms for tho Administrative
Staff, 1) Utilization of monies in dudgets, 2) imparting of a working pattern
difference, with hours in oxcoss of the proviously ostablishoed work sohedule
for caoh ciaployee.

Employecs arc urged to pay oloso attention to thig in order thar clerical
cmployecs of the Adult Education Centor project the image of a steff that
is complying uith o olearly definced working schedulo.

Attachod is a staff rostor with their schcdule. In ordor to clecarly portray
to Education House any irrcguleritios in a givon working schodule, the
following procedures are offored as a guide:

1) An inutance vhero an employee worke less hours in & givon ucck than
she is rcgularly scheduled, the reason must be olearly written on the
tino card. Advance suthorization must be obtained from Elliot
Lethbridge for any hours in oxcecss of her regular gchedulo,

2) The samo proccdurc would bo uscd for an employce's
A. Vacation
B. Illness
C, Porsonal Busincsg
In instsiocs whore Civil Scrvice employcos have a question vhich requires
clasgification of items outlined in this memo, Ploasu contact Nlose Orosskopf.
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Name
Delores Mines

Joan Baulieu

Helen Zacconi
Louise Coble
Delores Mosley
Dorothy Kelly
Nora Zilembo
Josephine Traber

Grace Solano

Poliocy Statement #4

WHITE PLAINS ADULT EDUCATION CENTER
Adult Basic Education

Number of Hours
JFer Week
41

193

25
35
35
35
35
273
20

9:00 -~ 3:00

11:00 - 2:30
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! POLICY STATEMENT #5

( ) There are many aspeots of the environment at our school which have

| been carsfully caloulatcd to adjust to the unique needs and capacities of

i 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 halle and the cafeteria is to
! remain in force ag it doee not repressnt a litter problem because
adequate ash trays are available in both places. Smoking in olassrooms
will Ve allowed under only the following oircumstances.

A. Smoking in the olassroom is permissible only at the regular break
period and at the lunch peridd.

B. That the smoking members of the olars undertake to supply their owm
ash trays for their individual use, and that they further exeroise
pressure on their fallow emokers to empiy and store their ash trays
at the end of each olass session.

C. In instances where this privilege is abused by an individual olaes,
and the results of smoking becomes a litter problem, the privilege
will be revoked for that particular class.

) IT. YATING IN_THE CLASSROOM - In general, students sre expeoted to eat their
i Junch in the cafeteria. The practice of eating in classrooms must be
restricted because of the fact that fdud crumbs on the floor are ground
l 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 oa the first floor *~225-and
one room on the third floor =323- in vhich eating will'be permitted only
if the follcwing rules are reguilarly and scrupulously obsorveds

] A, All utensils be cleaned daily and stored dailye.
B. All supplies of instant coffee are stored daily

! C. All raper bags, cups and wrappings be discarded in the plastic
lined receptacle provided,

D. HNo hot meals of any kind are brought into the room.
RE. The coffee mking facilities are shared with students from other

A.B.E. classes on the same floor if they provide their owm supplies
Aand oboor'vo the rulesg listed heide
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POLICY STATEMENT #6
LAB_STAFF, SUPERVISORS AND CLERICAIL STAFF-WORKING CONDITIC'i

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, onthusiasm 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 historicall- . -re
has rarely been time to eat lunch in a proper manner. The time | e for
us to exercise the required self-discipline which will enable vach of ws 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 we take 30 minutes avay from our desks.

Elliot Lethbridge



Gool. public rolations is vitiel to our survivil in Adult Dduecction, Tao
inago that vo projeoot os an ctuceii-acl wnit diveetly jroportunato to tho
conteot tiiat people havo vith ws. This contoet fells into two citogerics, tio
in=person recoption t)at visitors end potontitl studenis exporivico siiciy they
piaones The iaportanoco of thie co:otion of tlio mekers ox the !ltuidreds of phone
culls to thie Ceator should bz coatinuclly kept ia aind, ws it is wn inte;rel
rart of our public rolatiouns,.

Soe guidolines arc offorcd for Adult Lducation stoff viio use thoe hono
rosularly in tho hopo thit o Li h quality YPhono ILiw;cY el be »nrojected by all.
I FOI UiE LiMALG OUTGOLIG CALLS

A. 3o ocrtain {iat vhon you initiocte an out oin: oull tlut you press an
wilighted button oo your vhone, the lijlited oncs nav oliendy in use,

Be  In thw event thet vour yhone conversttion is intorrupted by soucono
mot'' folloving (c.) ebovo, pirto tiet the line is wlvesd s iu vee - in
ti.o lwope thet tho porsca 1o g intirrupted vill obtain wn wsed
linc.

C. W.en infor.sed of o iico {n: onll, e8 ¢ ;prccontion arciast plokiag up
he urony, witangio, do aot bogin tolldanz i .oddctaly.e Pouce for o
briof uaont ueling sure tiwt soacono olse is noi gpeakiag. Tien
hegin vour coaversi.tion,
SO AR U AR SOl S PRV
As Do cortoin that yor lon the intarec. au der you o goiy, to dial is
ti:a corrcot oo {or {0 person you vi.nd 0 reach in tho Luilding.

Do Press tic (IQICH) button dosi, it is + o lost oae on the right oa your
phone,

Co 30 cortaia thvt vhon you dial, you allow the pl stic dialin; ring %o

wotum 40 its orijinal position Lefore you Cial the sceend intorcou
nuaber,
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Polio - Licto.ont #7

LFOR.T 3 LS ICAL, JTAVE ILC A L 0B RIS, 8% T B0 LDULE

Angiror ©11 oclls proaptly.

In asikdng a cidlor to weit, 8ay; "Hill you »lecsu hold thoe lino,
waAle T got $ho infoastion," or "Will 'oun [lessa nold the 1ino,
Ivid)l ring e ... .'8 1lino," Yait for tho citler's roply
Wien - on rotera to V.. 1ino, 47 6 tho wlloer for wniting. If it
1ill teko tico to get tho inforu tion, offor to eull b:ok.

If & oall hiws bdeoa trcasforved to cays auaber of wialf, cad ir the
intercol, is boeing vsod, w0 ing it in ossidle for sou to treasfer
tho o:ll, o guro to infers the ouller, t ot th.0 i1 i Luay
and vould t7.0- 1iko 4o (e) hold tho line, (L) luorve a wessage,

or (0) ¢:11 baoss Should ¢ o czllor Tis. to lold ¢ o line, Hot

hos not boonn furpotto, ond wiso to give Nia the option to c¢oll
1\".01(.

A3 crnlls ahould be scrocawd by tho olericel ALY stoff. eny
tiues, tho oallor is inturestod in ot cr progria &t (007 besdus
In this cago ;ou expleia that iire . of lanpover or iirs. |
of Adult Dlrc:ticn ill b0 edlo to Lelp thow, thea trcusfer tho
cell,

Tw sorecain; of c:.1lls for t1e AJL su, cavisory stoff can relicve
tie of routino guestions, thus onclling tiea to by ndle to
utiligo their tias ooro ofricicatlr, Suoh calls s @ wolfere
fagmirien &8 5 attontaoe cad / or earolluent; o, ¢iatients to be
ueds by ohcoking etoff eppoint..eat onluikixs or books. If ctoff
208 n visitor or student 13 hisfhcr offioe tcke o nesscge frou
t0 caller or ek tioua to oall in ¢ short tiue,
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ADULT BAHIC Z»0'CATIC!

P.orch 13, 1369

POLICY, STATE BT 8,

ATTEIDA.CE CA:D3

Attendanoo cords oro tho docw:enis uscd to conpile the registers
for our progratm. Therofore, it is oxtremely imporiant tast cccurcte
attendonce rocords VLo kopte As toccers in this [rogroa tho responsi-
bility rests uith you.

BLaoch tecoher reecives tio cavolopes: Ono for cards of present
students «nd ono for adsent students. Tie Guidance Assistont usca
440 cbscnco oxnds as the source of ier telophone conticts oad the

noed for recruiter Lowo visits.

".::Tl;ﬂ}snd..@ac,ps.rsilé.'...,... UTURIRIORIR 1

Vo of Tl LT TR el

&.2[1.?.... %:.1,4/ B A 0. ...,
2/24 2

;. — e R ,.,.L... Y [N i R, ...} et .

o
- . LAY -ooo.Jmo. .

I ;"] Tais rupresoats an rbecncu
[C—"j Tais roproscnts boiag present

E deT These roprascat 6 4etal citendance for tio
wee': of 2/24

Usgc o oxacil ey morkin, conds
All Cay t.ochwrs lus wcdnesdw LG Thursday ai ht tecciems aro
responsible for totaling tie attendance for all ptudents in their
olrsses.

Attondeace eavoloper for day students slionld be ia the office by

aoon= for night students by 3130 /pene  Sleuld a studeat cotor cdter ¢

enveln:cs have been tnamed into thie office, plecsc eh-aje N ooxd
whca signing ot for ti:o day.

e
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POLICY STATE:DZIT /9
TEACIIER ASSISTANTS AND TEACHER AIDES

e awe

I. ilationale

liost public school progrems today have introduced the practice of
utilizing teacher assistants and’or aides. The zoals have been to provide
additional staff which could perform routine duties which do not require
the highly specialized trainirg of the professionsl teachor. The supple-
mentary staff cen then free the teacher to devote wore time to the planning
and implomentation of instruction. A decision to add teacher assistant,
and/or teacher aides to any educational progran requires consideration of
the salary end training expenses for the additional staff. This aedditional
cost to any progran can only be Justified if there ensues a direct, necsur-
sble and continuing positive inpact upon the quality of instruction.

The School District of the City of 'hite Plains has adopted a policy
which authorizes the use of teacher sssistants, and teacher aides. In the
day school prozran, teacher assistants are utilized in e variety of ways
to perforn tesks which do nou require the specialized exportise of the
treined teccher. Teacher aldes e utilized to perform clerical and record-
keeping functions walch do not require the judgenent or treining of a
tescher.

In the Adult Education Progran, teccher assistants have been produz-
tively utilized as guidance assistants and as Learning Laboratory assistants.
‘feacher aldes have been valuable in perforuing the roles of learning
Laboratory adies.

II. Perfornance of Job ilols

Tescher aseistants and teacher aides are an intergral part of the
educational staff. In the performancs 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 considereble sophistication in inter-
personal relationship skills. In the selection of employeed for these
positions, every effort is nade to select individuls who pore than neet
the ninfinn qualifications. lhen teacher assistants and teacher aides
are hired in a specific job category, all supervisors are charged with
the responsidility of continuously screening their performance. Thise
practice enswes that they perfom strictly within their authority and
responsibilities as ocutlined in the individual job-definitions. In
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opder to naintain & harponious working relationship between professsional
staff and teacher assistants, and teccher aldes, it is essential that
both clecrly underatand their respective roles, oblizations, and responsi-
bildties. As a basis for guiding the performance of these positions

and their relationship to thet of the professional teacher, the following
chart is provided:

A. (ualdfications

1. A mininua of a Baccalaureate degree, preferably
in the field of education, Graduate courses e

or degree if poasible. X

2, Denonstrated competence in the area of
teaching, X

3, Sufficient teaching or related experience
in order to asswae all professional

responsibilities. X
L. The capacity to effectively communicate with _

a disedvantaged edult population. X X
5. A high school diplota and a ninimun of one q

yeer of college, The rate/hour will be
edjusted upward based upon additional years
of college not to exceed 4. X

6. The demonatrated ability to effectively
perforn instructional tasks, under
continuous professional supervision. X

B, Responsibilities

1. Contlinuous professional growth via
university coursee, worksihip conferences, F‘
ADG teacher training and other study and
reading. X

2. ivaluate the dally needs and performence
of students. X |

3. Participate in discussions with other 5
professionals on the plans for neeting '

the needs of students, X ‘
4. Contribute toward the creation of curricula '
S\lideso x
5, Bvaluate instructional media. X

108

6. Create the long range plans for classes of
students. X
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TEACHER
TWACHER | ASSISINIT. |
7. laintein a deily lesson plen indicating X :
tihe work of each student.
8., DLvaluate and record the achievenent of students. X
9. Provide shifts !n instructional content in order
to nake provision for individual. X
10, lianagze and control the classroon, X
11, Introduce and sun up dally lessons. X
12, Contrivbute toward staff plenning and clanges
in total instiuctional progran. X
}3. Provide traininz and rezular supervision of
student tocchers, volunteer aides, and
teacier assiastants, X
14, Undericl.e responsibility for the instruction
of a cluster or group of students for a
vortion of a lesson, under tie direct end
coatiinuous supervision of a professionsl
teacner, X X
15, O.erate & :aciine whlch is providing instruction
for a specific purpose and tine. X
156, Gathers the nedia for instruction. X
17. levienr with fndividual students their daily
pro;ress., X
13, Share with the teacher Ler opinion of students
specific instructional nced and perfomance, X
19, Record student data under instructions of
professional, X
20, hssists vith the correction of standardized
tests, X
21. Malatedn the instructional naterials in their
proper location(s), X
22, iaiateins the instructional seating arranenent
for Linlividual students, cluste:r or Irou s, X
23, Assists with maintensiice of learning letoratory
files rfor professional and studmt use, X
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I11. Uorking Conditions
Teacher Assistant and Teacher Aldes
A, State Civil Service Comnission regulations have established that
teacher assistants and teacher aides as being in tha Non--Competitive
Civil Service classification, They are not required to take civil
service exaninations.

B, Local District Adrinistrative policy nakes mandatory the following
regulations:

1. All personnel in this catejory shall uso time- clocks.

2. Based on the fact that this cctegory of employees is
hired on an hourly basis, they will be paid only for
actual hours worked, There is no payment for holidays,
vacation tine, or short sessions.

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

C. Curreat rate of pay has a $3.00 per hour base, with adjustments
for additional training,
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II.

lay 7, 1969

During the fcur years of oporation of this progran, there have been
very few incidents of student behavior which have required administrative
action. The quality of instruction and the ncnazement skills of the
staff are the najor factors in naintaining this low frequency.

The goals of this program are to provide a learning eavironment
villeh is totally conducive to enabiing zdults to invest in thenselves
through learning and/or job traininz, Instructional staff have the
greatest degree of dally contact with students and therefcre should be
awar'e of tlie procedures to be followed in tue very infrequent incidents
when student's behavior is disruptive.

Disruptive Behsvior

A, A\ vital part of the learning c:gecience for disadvantaged adults in
an adult education setting can be the gradual acquisition of
sophistication in interpersonal-relationship skills. The teacner has
s, dircct dspect on this shift in behavior on the part of the student
as the degree of trust is built between the student and the teacher.

e In instances where & student behaves in a nanner wiich nagetively
effects the individuals in the classs, the teacher should undertake
to utilice the wide veriety 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
tdsbehavior is frequent, the following procedures are to be followed:

1, f%eachor record on a confidential basis a brief description of
the incident noting date, tine, and plece. If these instances
centinue and if in the judgenent of the teacher, additional
resources should be *rought to bear on the prohlen, Limediate
referral should be nada to the guldance staff.

2, Counseling service provided by ASG suldence staff should under-
take the gather the relevant facts fro.1 teacher aad student.
Individual counseling with the student will be undertaken to
determnine the scope and intenaliy of thie studant's behavior,
Bvery effort will be nade by tie guldaince counselor to act in
support. of the teacher's goal to ieduco o1 eiiidnate the negative
behaﬂort

P UM
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C. 1In the event that counseling either with ABE gvidance and/or other
agnecy counseling staff if tiey are involved in the student's
K educational or training project is not successful; the case 8 to
“ be referred to the director of the progran for a case conference.

_ D. /4 case conforence will review all tihe facts and arrive at a
’j disposition of the cese, The range of tihe dispositions could be:

1,

. 2,
; 3.
' L,

Ciienge of student's class - if practical
A nodified student schedule
A temporary suspensiont

Exclusion fron the program

} : III. Conclusion

A1l dnstructional staff are encouraged to utilize the procedures

’; outlined in tliis policy statemert., In the interests of maintaining
an instructional program of maximun intensity, no student shall reasin
in class when his behavior precludes instruction.

# A conplete review of the case by the Director of Adult lducation and the
Office of the Superintendent of Schools would be required pirior to this

action.




POLICY. STATRUENT, j#12 NECISTRATION, PROCEDURES, .

Adult Basic Education policy has always been one of open enrollment
for all adults in need of upgreding 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 agoncies, i. e,, Manpower Development Training, Adult Education
Office, friends, etc. Students often infiltrate a class or the 1lab
without complete intake procedures. This is essential for the purpose
of docunenting information or locating & student in case of an energency.

It is therefore imporative that each new student be referred to the
Guidance Departnent of Adult Basic Education and the following records
be conmpleted:

1. OGAR Card

2. Registration Card

3. fTest itecord Card

4., Attendance Card
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Policy Statenent ;14 Demonstration Laboratory

I. Rationale: The past three years experience in Adult Basic Education wuake
possible the following observations about tiae learning laborctory:

A. 4 wide variety cf high interest, advlt oriented, sequentially orzanized
programned, self-directed and nachine oreiented instructional systcoms
has been assembled.

B. Awmple portions of the itedie have been purchased, enalysed, and instructi
ally tested in the laboratory.

C. A basic pattern of instruction with selected nedia for under -educated
odults have proved effective and appealin;. This pattern has been
tested for three years and has subsequently teen modified based on
actual student use so that it now constitutes a high intensity
developmental reading proaran.

1. Res‘llt_u:

L. Illiterate adult students enrolled in Adult Basic I'ducation classes
have c¢lecrly 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 zain is higher, student
interest is greater, drop-outs are nore inclined te¢ return, new
enrollees are dranatically irpressed with the aura of the lad when
they first see it.

3. Teacher's reaction to the schedule yiich enables ner class tn ettend
a laboratory one hour daily has bLeen positive, as it has provided:

1. An opportunity to exenine in depth a wide varlety of nedia which
is appropriate to the instructional grade level range of her ¢lass.

2. Dnables then Lo observe on a first haml basis how the laboratory

specialist analyses the instructional needs of a class and separctes
the class into clusters.

3. Temdtted her to becone quite fadliar with the specific teaching
style unique unto a specific kind of media.

4. Consult with lLaboratory Speleialist ccncerning specific selection of
noiia to roet individnal student {nst.tuctional reods.

11,
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III. e--enforcement in the Demonstration Leborstory: In order to provide
additional instruction in reading (word meaning and paragraph reading),
the Deronstration Laboratory will be used to re-enforce the bigh intensity
instruction offered each studenty one hour per day in the learning laborator
The followinz structured plan is offered:

L. llaterials to e Used- This nedia is to be selected for its appropriatenc
for ecch class level. (Phased--out of the Learning Laboratory)

1. 5. R. A. Reading Laboratory Kits

2. S. R. A. Reading for Understanding Kits

3. licGraw Hill Prograsried Reading

L. Barnell Loft Series

5. California Test Bureau Programied Readinz Series .

6. Teacher directed activities of the Educational Developmental
Laboratories.,

a, Tach X Pre -~ Post Lessons
b. Go Books
7. liichigan Lenguage Series
B. liaterials Used in the Classroom
1. lew Practice Rezders
2. DBe 4 Better Reader
L. Readers Digest
5. Reading for lleaning
6. Step Up Your Reading Power
‘7. Increase Your Vocabulary
C. Form of Teacner Training in the Deponstratiocn Laboratory
1. ‘lhile the teacher's class is under instructiin in the learning
laboratory, the Instructional Supervisor will work with each
teacher. The teacher training will bezin with the Basic and
Prinary Teachers.
a. Teacher and Instructional Supervisor will work (one--on-one)
with each of the naterials tiie teacher is expected to use

effectively.

b, Instructional Supervisor will denonstrate for the teacher the
use of the naterial(s) with the teacher's students.
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¢. Classroom teacher will demonstrate to the Instructional
Supervisor how well she has mastered the skills with her class
while in the latoratory.

Instructional Supervisor will demonstrate how the students
(in any given class) can be clustered for instruction in

a. Programmed , N
. H

b. Self-directed

¢, Traditional naterials

50 that the clusters cen be naintained while classrooni instruction
takes place,

Instructional Supervisor will demonstrate how the
a. Curriculun Guide (grid) is to be used
b.  Federal Guide in Reading

¢. Iducational Developmental Laboratories lfanual and other
nanuals which apply to each set of instructional materials

d. Teacher's Guide

Instructional Supervisor will demonstrate how slhie expects each
classroon teaclier to nmaintain the following:

a, MAttendance Cards -~ all information necessery to have on
attendance cards

b, Student Action Folders

¢, Intake Summary Forn

d. Inventory of Classroom Instructional liaterials
e, Student’. Evaluation Progress Charts

f. Procedures for correlating a student's progress in the class-~
roon and the learning lab.
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D. Scheduling of Classes into the Dernonstration Lob ~ Possible Plans

1. Analysis of regular sciicol day

a.
b,

C,

9:30 - 2:00 4% hour day, % hour for lunch 15 minutes for break

1 lour in learning laboratory

1 hour each day to be devoted to Social lLiving Skills or
nathematical skills.,

45 minytes demonstration leb
1 howr in classroon

Inglish as a Second Language classes will ugse Demonstration
Laboratory on Friedays.

2. Denonstration Laboratory Teacher Training Schedule
Prinary I

Level Teacher

Hrs., Jefferson

9:30
9:30

!

10:30 cless is in Learning Laboratory
10:30 Mrs. Jefferson working with llrs. Serrao in Demonstration
T.aborestory

t

12:30 - 1:15 lirs. Jefferson's class goes to Demonstration Laboratory
10:30 .« 11:30 Basic Teacher's class in Lab

10:30 - 11:30 Basic Teacher' work with lirs. Serrao
1:15 - 2:00 Basic Teacher's class cones to Demonstration Laboratory

-
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1EORALDUM
T0: lir. S. Goplerud
Fuet: Ulliot Lethbridge

Ab: Tull-time Student Program at the Adult Xducation Center for
ue31dent Allens

An elien who is residinz in this country vwho wishes to neet the
eligibility requirements of the Imigration authorities and obtain a
student visa nust:

I. 1. Zequirements

a. Be 3ssured of support while resident in USA (Forn 120 -+ $25.00
fee).

b, lot be enployed,

¢. Conplete form 1-506 and receive the approval of this form
by the Immigration authorities and signed by the Superintendent
of Schools,

d. Be continuously in attendance &t a "full-timei’ school which
constitutes twenty-hours of instruction in class,

e. Application for change of status fron visitor to student
(Form — 120

2. Elizibility for School
a. An alien wiio has had less tiian 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 zrade education
in his country of origin, can be enrolled in a specially
scheduled program at the Adult liducation Center.

1I. #Special Schedule
Day Learning Laboratory lfon, Jed 9:30 - 10:30 2 hrs,
Day Day Americanization lfon, tled 10:30 -~ 2:00 6
Day Thursday Class Thurs. 9:00 ~ 2:00 L n
Evening Americanization I. Yon, ‘led 7:00 -- 9:00 L ¥
livening  Americanization I. Tues, Ta, 7:00 -~ 9:00 4 0

[MC . Total 20 hrs.
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Policy Statenent_j‘6 - High School Equivalency. Program (GID),

Rotionale - The close working relationship between the A. B, %, staff and
VIN teams have made a High School Equivalency Preparation Class (G=n)
available for all clients referred by the Director of the WIN Progran,
¥r. Henry Heil. The 4. B. E. staff constitutes resources to provide
services in support of ultimately enabling as many \/IN-GED trainees to
earn & lligh School Equivalency Diplome in as short a period as possible.

The GID Dxandination

A,

fligdbility

1. MNew York State residency is required.

2. Tvery applicant nust be 21 years of age or older on the
dete of exarination, with the followinz exceptions:

An applicant who is between 16 and 21 is also
eligible to take the exanination and to receive a
diploma if:

his last attendance as a rezularly enrolled student
in & full-time school progran of instruction was at
least 1 year before the date of his examination.

His application rmust be ccconmpanied by a Certificate
of Withdrawal (Form DET 603A).

Application

Application procedure. Each applicant is required to fill out
each iten of information requested on the application form and
subiit the application and the fee in person to the principal

(or the counselor) of the nearest high schicol. 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
applicent, will certify the application by signing his name in
the place provided. The principal will then send the application
end the fee to the center at which the applicant wishes to be
tested. Do not send applications or fees to the State Education
Departnent,

Fee. A fee of $6.00 is required in the form of a bank check or
noney order, mnade payable to the State liducation Department,
Albeny, New York 12224, The fee nust be zttached and forwarded
with the application to the testing center, not the iducation
Departraent. Cash must not be submitted, since the Departrment will
not be responsible for any loss.
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The Exandnation - Content

The 5 GED tests are administered in 10 hours, wsually over a
two—day testing period. Two hours are periitted 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
rmost examinees will have enough tine to {in sh each test, the
amount of time allowed is strictly linited.

The 5 tests of the battery cover 5 subject areas usually found
in the high school curriculunm:

1. The test measuring ability to use correct punctuation,
spellins, grammar, and vocabulary.

2. 'The test in social studies neasuring ebility to read and
interpret correctly passages in history, economics, and
world events.

3. The natural science test measuring ability to interpret
possages dealing with the different aspocts of scientific
principles encountered in everyday life,

L. The English literature test measuring abiliti to
interpret passages of prose and prose and poetry.

5. The test in general mathemalics ressuring ability to use
the fundamentals of arithmetic, suci as are taught in a
high school general nathematics class -- also including
questions dealing with elementary alzebra, geometry,
and modern nathenatics.

Tae lixainabion - Passing Standards
The nmaxira standard scores attainable on GHYD are approximately
75 on each individual test and a total of about 375 on all 5

test in the battery. . On some parts of sone forms of the
exanination as few as 20 percent crrrect responses are equivalent
to a score of 35. In general, if the studenits answer between

40 and 50 vercent of the questions on each of the tests correctly,
they will pass any of the current forms of the GIDT.

The minimua standard scores required in llew 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. )

UIN Referrals for GED Class

In the interests of providing for each client the best educational
placenent, the staff at Rochambeau 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 acadenic areas and rapid
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growth ensuing from learning,

2, Upon contact with and approval of the WL counselor,
the staff can provide test data on an iiwediate basis
for any client for whom placement is being considered,

3. The following criterion based upon several ycars of
experience seems to set standards which will insure
reasonable opportunity to benefit from a specific class
placenent.,

a) Mi imun Criterion for placenent in a High
School Equivalency class ~

- 85
- Standford Achievement Intermediate II 7.5
average reading and average math scores,
with no nore than 1 year diffcrence in the
sub-test scores.
i, e.: Reading (Word HMeaning & Paragraph Meaning)
lath (Arithmetic Computation & Arithmetic

Application)
— New York State Reading Conpetency Exam 6573
Local District Arithnetic Dixam 655

#¥b) Minimum criterion for approval of High School
Equivalency examination application

— Stanford Achievement Test ~ advanced form -
Language arts and average reading and average
meth scores of 8.5 with no nore than 6 ronths
difference in sub-test scores.

F. iebesting

State regulations specify that an applicant nay retake the GED Tests
at any tine after the first testing., A period of 12 months must
elapse between all testings after the second testing. This require-
rent may be waived upon written application to the Departient, for
reasons satisfactory to the Commissioner of Tducation. The
procedure for applying for retesting is the same 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 developnent through additional
study before retaking the tests., A different form of the tests is
used each time an epplicant is tested.

#111 enrolled GED students who have compiled 75 hours of instruction
will be tested every 8 week/block of time as of Novenber 24, 1969.

#3:Sorie criterion can be waived upon the recormendation of the
teacher and the approval of the director.

J;E(l(;‘ , 121




1169
Revised 3770
POLLCY STATELINT ;417 - TESTING FOX 8TH GRADE DIPLONAS

I. uadstionale -- Students wlhio enroll in the A.B.K. program have as an imnediate
goal the acquisition of an 8th grade diploma as soon as it is possible to
attain one. The services provided by this progran should indicate the
opportunity to take the exam as early as possible.

Lffective iinediately the folleowing procedure shall be implemented:

1. All test manuals and keys shall be permanently deposited with
lrs. Zacconi.

2. The criterion for Leing allowed to take the 8th grade test shall be:

a) Stanford Achievenent Intermediate II -- roading and arithmetic
average scores of 7.5

b) A mininun of 7.0 on paragraph meaning and 7.0 in arithmetic
¢) Teacher's Judgement as to student's generel functioning level
d) Guidance interview with student to review the opportunity.

3. lirs. 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, lirs. ilolfe,

4. lirs, Vlolfe shall designate a counselor to meet the next day that
the student is present, to prepare her for exan readiness and
arrange & scheduled test for that day.

5. lis., Zecconi will administer the reading test first, score it
and inform guidance of the results.

I1. Adcitional procedures vhich apply to GiD candidates who could be A.B.EI.
candidetes for 8th grade ond WIN designated GIED applicant:

1. If the candidate becomes a graduste of Gth grade, and sets a
goal of enrollrent in GED

a) Administer remainder of the Internmediate 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

¢) 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 talen (san booklet) and
give results to teacher.

Q  # 'This score is to be used as initial score for all GID students.
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Decesber, 1549
POLICY STATRIT ;/19, ~ DEMOUSTRATION LABORATORY.

flationale - Jith the wide variety of instructicnal 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 itedia, there exists a clesr need
for a system to provide for the transfer of these skills to the classroon
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 classroon.

Goal -- To provide specific training in the art of utilization of a given nedia
on an intensive basis.

Proceduro - - The Supervisor of Instruction has the responsibility for the
intesrity of instruction in the classroom, snd has the required intimate know-
ledze of the media due to her involvenent with the Learning Laboratory Supevisor.
A1l training for a specific tezcher shall take place in the Denonstration
Laboretory under the Superviscr of Instruction. A choice is made of a media which
is relevant to the classroon teacher's grade level rangze. The teacher!s class is
scheduled into the Learning Laboratory while the teacher is involved in the

* initial Jemonstration Laberatory experiences.

DINOUSTAATION LABORATORY, SL:IUEHCI

1. Analysis of class achievement test scores and Teacher
abtendonce patterns - establish clusters of instruction ., Supervisor of °
Instruction

2. Intensive study of contenl orf rnedia and nanual ........... Supervisor of
Instruction’
Teacner

3. Preparation of the instructional plan ..sveeseeressessssss Supervisor of
Instruction

L. ¥xecution of plan = tcacher ObSErves ...sseessssessassesas Supervisor of
Instruction

5, INeview of the plan and its execution ..eev.v...esvve.0s... Teacher/Supervisor
of Instr.

6. Teacher prepares instructional Plan c..veesessssssssassoas Teacher/Supervisor

of Instr.

7. Tezcher executes instructional plan cee . ieen ,
Supervisor of Instruction observes.......eecesee00.00...., Teachersclass

£. leview of plan and its execution svevevecesocesseassrsanns Teacher/Supervisor
of Instr.

9. Teacher executes plan, Supervisor '
of Instirvction AUAItS .eeseeseesccerccsnsescscsesaarsassss leacher class
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(Continuation) Decenber, 1969
POLICY STATEIHT ;19 -+ DI{ONSTIATION LABORATORY
10. Teacher i{akes plan and medie to classroom
for rezular use

11. Execution of plan with media is observed
periodically 0 6 0.0 00 0 5 08 000005 00000200200 006000% 0000000000000 SuperVisor of
Instruction,
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WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATION Revised Nov. 1970

POLICY STATEMENT #20 - ACHIEVEMENT TESTING DATES
Stanford Achievement Advanced Stanford Achievement Int. II Stanford Achievement Int.

. 11
WIN-ARE ALl Other .
WIN-GED Porm| Day Classes Form ABR_Night Classes [Form
August 25, 1970 Y | September 22, 1970 W December 2, 1970 Y
October 27 1970 W | December 8, 1970 X March 2 1971 W
December 16 1970 X | February 23. 1971 Y May 11, 197} X
February 23, 197) Y | May 19, 1970 W -
Summer
Apri) 28, 1971 W | August 5_ 197! X _Attendeed July 7 1971 X
Summer i
June 23 197 X | July 7, 1971 W _Attendeedq August )8 1971 Y
ummer
Ausust 25, 197) Y ] August 18, 1971 X Attendeed September 7 197) H
October 21 _197} W | September 14. 3971 | X ) AZan

NOTE: This test schedule 1s to be followed carefully. Intensive imake-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 Packege in the next 2 week period following a project
ending., The following check list is furnished to provide
a working schedule.

Project Description Project Ending Date

Part I - Predevelopment

Tentive Actual Performed
Task desdline dste desdline date By _ _Intial
1 Regord initisl test scores _30 days _H, Zaccond
"2 Prepare CTR Check list & master Regis 10 days __E. Leth
3 Summarize 100 hy. attend. on att. card 9 days B, CGrubsr
.4 Record dropped, late entry, etc, 6 days _B, Gruber
_5___Fecord test scores on attendance caxd End of budg.
art IT - Register tion
6 Record Bth grade test scores on
Q&ztemgngg card +1 H. M-——
ecord completers on attendance card +3 B. Gruber
8 Summarigze 200 hr. attendance
—_on_attendance card Hy . Gruber
Reviev st 8 15 E, leth
10 Inscribe students into regis.from
__envelope +6 Clerical
—_— Part 111 - Class Test Record Prep,
1) Ass t o ce_cards to CTR +7 E, leth
_12 List students on CTR +8 _J. Baullew
13 Inscribs sttendance, Lesi date 10 J, Baullew
-14_Inscribe left, etc. complete form +10 J. Baulieu
Prepare tuden t 410 J Jieu
Prepare Pro Sheet + ——Js Baylleu
17 Completo test gain in Rdz and Math _ +l] Jo Baullew
38 Review CIR Package with E, Lethbridge +l1 Jo Baullew
19 ] CIR 13 . Bawldew
-20 _Propare ARF Summary Sheets +12 Js Baullew
21 __Assemd M ) +13 _J. Bawdeuw

L_Assemble and Maj) CTR Packeges
22__Store register and attendance card 13 . .. J. Baulieu
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POLICY STATMENT #2 - REQUEST FOR CLERICAL SERVICES

RATIONALE: Our clerical staff, under the direction of the Office Manager
constitutes the most vital section of the ABE Program. They masage to
complete 21l the varied tasks requested of tiiem as proaptly and efficiently

. as possible, In order that scme systematic approach to the requests for
clerical services be initiated, the following procedures will be initiated
immediately and followed regularly.

I. Sequence of Servicses
#A, Ongoing operation of ABE office Priority 1
B. Unanticipated services Assistant Direntor " 2
##C, Supervisors advance requesté for services "

D. Staff with special needs or responsibilities " [

##E, Supervisors requests for immediate services " 5
without advance notice.

¥HEF, Staff requests for immediate services withoat " O

advance notice.

II. Staff and suporvicors are urged to examine bholir roopocbive
job assignments and with great care establish anticipated clarieal
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.

T1T. A1) elerical servico neods are reviewed by the Nffice 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
acsigned.

#Routine tasks of reproduction and replication, etec.
wi3ce Ttem I1. As much advance notice as possible is essential for
effectiba 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.

##4Tho items will receive a low priority and will require an in-person
Juotsfiestinn to the Asatistant Diroctor to receive a better priority.
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POLICY STATHMENT 527

od

ACHIEVIZOINT TESTING FOR *iESL, STUDLITS

RATIONALIY: In order to provide a basis for determining acadernic
growth, the followinz criteria will be used for
selecting B, S. L. candidates for standardized testing:

1, 411 X. S. L. students will be periodically tested
in Math Computational Skills,

2, Students, whon the teacher Seems to be at a high
comunicative level, ##are to be tested in recading
on a Foimary I test in both iJord Meaning and
Paragraph Meaning. These students shall also be
given the math sections as adiinistered to traditional
ABRE c¢lasses.

#inglis!: &s a Second Language.

A student vho is closa to the point of transler into traditional
ART class \/i nonth Lzeway), based on toacher's judienent.
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 POLICY, U 710 28 ro Piti OTICUAT, Q05 OF GUIDLIES.
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Tests scored end racorded - Je Zaccond

toi 1hh.l. lists sloving . $cores recorded on :ittouliace

'sub test scorcs es wvell cards aid othier dota record

a8 averase sCorcs. o 8. 6L CLS.

"KIVstiéits scores A. Serveo Tae quota of sitndent pro.rotions
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O
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POLICY STATRIJWT 34
BPLOYABILITY ORTENTAUION CIASSES (WOi)

Subiect: Rules of opera:ion of WOW classes

Internal Use
In the new 1970-71 school year to open and operate WO classes,
we should respect the following rules:

1., The number of student should be 11 in eacii section to start.

2. We will open :ew section, A.l., and P.li, each Honday according
to the above mentioned nunber of the newly enrolled students,

3. 'le will not open a second lionday section, unless there are at
loast & additional new students (over the 11 in the first section).
Ia case the nuiber of students are insufficient to open a second
section; we will piace them in the first section.

L. If the total number is students for tne initial tionday section
is less than 6, we will open that llonday section.

5. There will be no need for the overlap of students from one to
arother section. The students should coniplete the section in
vihich they started.

5. The transfer of students fron one teacier to the other in AL,
or P.li, classes with the seme startin); date will be possible
only in the first 3 deys before our Ci~4021 report to Albany
is iieiled,

7. If students for any resson must be transferred from a A... or
D li section or vice-versa (in section with the same starting
date) after the 3rd dey of the section openings, the original
sttendance card transferred to the new teacher should not be
chenged, corrected but left with the saie originel data, The
cowiselor who made the transfer should replace the original card
witii & new one writinz with red pencil tle name of the previous
toncher, the student's name, the !0J mark, the starting date of
the section and under the name of previous tealer the name of
tihio new tescher at:

¢, Cowiseling by UIll tean, an interrupted :}0J student can be placed
back in the WOM program to couplete any specific week (no. 1-2-3-4)

9. If & student interrupted a section but returned again for soie
folloving section, we should consider this student as a newly
enrolled with new attendance card

1C, All the te chers are requested to 1ill out correctli the set
index cards, narking repularly the daild attendance to put on
the cards all the neceasary narks (LMi-3&k1, All-Pii) the welfare
obhieviations ANC, IR and keep ~11 tha cads in their envelopes.
Thenk you for your kind copperation, 131

Sincerely,

o Francis Sinmonfay




RPLOYABILITY ORIENTATIONCOLASSES (HOH)

POLICY STATIMENT /3l

In the new 1970-71 school year to open and operate WO classes,
we should respect thie following rules:

1.
2.

3.

k.

5.

The number of students should be 11 in each section to start,

/e will open new sections, A.M. and P.ll. each londay according
to the above rentioned number of the newly enrolled students.

e will not open a second lionday section, unless there are at
lezst & additional new s'udents (over the 11 in the first section).
In case the nuaber of students are insufficient to open a second
section, we will place their in the first section.

If the total nwiber of students for the initial lionday section
is loss then 6, we will open that Mondey section,

There will be 10 need for the overlap of students from one to
anothei section. The students should coaplete the section in
waich they started.

Counsoling by 111 tean, an interrupted 'I0i! student can de placed
back in the WO progran to complete any specific week (no.l-2-3-4)

Thank you forr your kind ecooperation,

Sincerely,

Francis Sinonfay
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WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATICN

POLICY STATEMENT #35 = PAYROLL PROCEDURE

RATIQNALE = There has existed for many years an administrative effort to
acoomplish the prompt and scourate payment of all staffs The nature of
the funding of this program is copletediand thus striot procedures must

be utnizef’a in order to assign staff to the various seotions of some 20 .
budgets in a year®s times The growth of the program to its present sive,
and the resultant inorease in the number of gtaff employed has necessitated
the oreation: of these prooed\}res. All staff are urged to familiarize them=
selves with these prooedures, and to follow them,

STEP 1 = Professional Staff are assigned specifio working sohedules,

which are, on ccoasion modified by vorbal authorization of Supervisorss The
sign=in sheots in the ABE Office should always refleot the aotusl deily
working hours of each employces These sign=in sheeirs are valid records

of staff=time workeds It is imperative that staff sign in and out acoord=
ing to the ourrent work sohodule assigned by tho Supervisors

STEP 11 - Professional Staff should oomplote o time-shecot for each

payroll poriod showing the hours work.. Jor caoh day of tho two wook pay
periods Theso time~shoots aro to bo glven to tho appropriate Suporvison
prior to tho doadline dato listod on tho sochedules Tiino=shoots roooived
aftor this doadlino will recsult in a two-woek delay in receipt of salary
for that poriod.

STEP 111 =~ Eaoh Suporvisor shall review tho timo-shcot in order to cheok

1% with both tho verbdnl authoriscd sohedulo and the signe=in sheet of oaoh
staff & mdore Tho supervisor will authoriso paid holidays, siok lcavo days
and porsonol lecavo dayss Eaoh suporvisor will masntoin a owmlative rocord
of suoh days usod for oach of tho staff undor hor suporvisdens Suporvisore
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RUZS

will show initialod approval of cach time=shoot for caoh cmploycace

STEP IV = Suporvisors aro rcsponsiblo for tranémi'tting the total timee~

shoots to tho scorotary of tho ABE oonduotor by tha date due,

STEP V =~ On tho day that pay ohacks aro rcooivoed, thoy will be rovicwed

by Mre Boirno for accuraocy and promptly dolivored to tho appropriato

puporvisors for thoir distribution to thelr staff,

STEP V1 « All phonod or in-porson questions concerning poy checks shall

be handled by Mre John Beirne of tho ABE acoounting secotion,

SUPERVISORS

Ee

He

Ae

Je

D,

Landsman

Giuliano

Sorrno

Boimao

Ninca

Day ond Ev;)n.&ng duldando Profossionals

Day and Evoning Laboratory Profossionals
Doy and Evoning Loarning Laboratory
Toachor Assistants

Lavoratory Taék Forco

Day Teachors
Evoning Toaochers

Instruotional Task Force

Fieoal Controller
Aocounts Clork

Adninistrative Assistont

All Olorionl Bmployoos
Day and Evoning
All Ponitontiary Staoff

Rooruitors
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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,

B.

Therefore, this Board of Education authorizes and instructs the
Superintendent of Schools and his designees to:

1. Establish adrdnistrative 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. Estsblish procedures for removing such individusls 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 abeence.

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 influecrce of
any hallucinogen, deliriant, amphetamine, barbiturate, narcotic drug
mari juana or any other substance which it is 113ugal under the laws
of the State of New York to sell and/or possess and/or consume.

It is expressly prohibited by this Board of Education that awy
person or peraons carry, be in possession of, use, purvey or

place anywhere, on Board~cwned premised and/or at aru during school
sponsored activities any dangerous drugs or implements associated

with their use, as defined in the New York State Pensl Law,
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-2
This Board of Education enpowers and instructs the Superintendent of
Schools and his designees té establish admdnistrative procedures for
immediately removing students found 1n.viélation of this Board
regulation from the company of other students, through tenporary
detention in the health office, principal's office or other place,

or through temporary dismissal from school.

The Board of Education further eupowers and instructs the Superintendent
of Schools and his designees to establish administrative procedures
waich would, at the discretion of the Superintendent or his designees,
provide slso for the suspension of such students under Section 3214,
Subd. 4, of the State Education Law which authorizes board of

education to invoke suspension upon a minor: 1) who is insubordinate

or disorderly, or whose conduct otherwise endanyers the safety,

morals, health or welfare of others; 2) whose physical or mental
condition endangers the health, safety or morals of hinself or of

other minors; ..."

tudents in violation of this section of this policy shall have
noted upon their permanent records the oause and duration of any

suspension resulting frem the violation.
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VHITE PLAING PUDLIC SCIHOOLS
ADHIHISTRATIVE REGULATIONS

Inplementing the Health Policy of the Doard of Education as it applies to
the Use and Possession of Dirugs and llarcotics.

In carrying out Sections A and B of the llealth Policy adopted by the
thite Plains Board of Fducation on February 9, 1970, the following procedures
will be used:

CATEGORY, 1
THS STUDINT SEEKING ASSISTANCE ON 1S O INITIATIVE

1, ‘Mmen a student has contacted a person in whom he confides, the confidant
should counsel the student to confer with school personnel (physician,
guldance counselor, social worker, psychologist), ar appropriate alternative
referral agent in the community (private piiysician, 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 inforn his parents, the confidant should continue to counsel
the student to get him to seek professiocaal assistance and to confide in his
parents, Also, the student nust be made aware of the problens 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~
nentioned resources, the resource person should counsel the student to
“~“inforn his parents or guardian of the situation while in the presence of a
counselor,

If the student refuses to consent to personally inforwm his parents or to
have them informed, she person counseling the student shoudl continue to
exert efforts to have the student decide to inforii 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 oir delay decision abeivt the recommended
counseling session and/or physical examination, the person conferring with
the parents or guardian should continue to counsel then to sesk professional
assistance.

4. Periodic reports should be submitted to appropriate school personnel during
he tine tlie student is participating in counseling sessions with any
non-school agency. Reports concerning significant progress and/or
Q deterioration should be sent directly to appropriate school personnel.
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CATEGORY II

THE STUDENT IN APPARENT CONTROL OF HIS ACTIONS

1. 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 otserved 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
quardian, or referring the student to appropriate commnity 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 posaible.

L. 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 posaible.)
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 vsed 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 respo?sible
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.

¢. If other alternatives fail, suspend the student, and notify the
parent.s 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 pe contacted
for informstion 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
irstruction or assignment to t¢n educatianal 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 fors following the
Q case will be designated; this person will keep the principal and the
[ERJ!:‘ Diroctor of Personnel Servicea informed regariing the status of the case,
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CATEGORY JTI

THE STUDENT DISPLAYING SYMPTOMS TO A DEGREE NECESSITATING REFERRAL TO A
SCHOOL NURSE AT THE REQUEST OF EITHER SCHOOL PERSONNEL OR THE JSTUDENT.

1.

2,

3.

be

First aid will be administered by the school nurse. The sihool physician
will be notified and the student detalned until the school physician can
make an examination of the student.

If the observation of the school physician indicates suspicion of drug use
the principal will be notified.

The principal, or his designated representative, will sontact the parents
of the student and request that they come to school immediately for &
conference,

Parents will be informed that the student is to be kept out of school mntil
the circumstances surrounding the incident can be further invostiggted.
Parents should be encouraged to seek medical sxamination of the student by
their physician.

If a diagnosis of drug use in made, the parents are to be not?fied in
writing that the student is suspende¢d and that the case is being referred
to the Superintendent of Schools for review, The student will be withdrawn
from regular class attendance, and specific provision will be made for his
instruction until after the Superintendent's review.

As a part of the Superintendent's review, a study of the studegt'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.)

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 fo? ?he
student and they will be informed as to what educational opportun%tles

are to be made available to the student. These may include home instruction
or assignment to an educatiopal program away from the school in which he

is enrolled.

At the time of the Superintendent's review, the person in the schgol
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.



CATEGORY IV

THE STUDENT DISPLAYING SYMPT(MS TO A DEGREE NECESSITATING EMERGENCY TREAT=-
MENT: {(i.e., UNCONSCIOUS OR NFAR 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 ra‘ent ar 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 princinal will be notified of the obscrvations of the school
and/or hospital physician.

3., If there is suspicion of drug use, the school prinecipal, or his peprosenta-
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 comunity 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 bte made to the pirents 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 avajlable 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
ADIIMIISTRATIVE REGULATIONS

Impléﬁenting the llealth Policy of the White Plains Board of DIducation 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 Fron School

TFollowing our usual procedures when children become ill in school, the
parents are notified and requested to call for the child. Children should
remndin in the health room until they leave the sciiool building.

Notifiestici of Contagious Disease

In the olementary schools a form entitled “llotification of Contagious
Disease" is sent home wiienever the scliool nurse is notified of a
physician'’s diagnosis of & contagious disease within the classroorn,

Re-admission to School

1. Re--admission to school following illness from a contagious disease is to
be deteriiined by the child's physical condition rather than a specific
nunber of days following the onset of the illness.

2. ihen & school. nurse is on duty she should see the child before he retiurns
to the classroomn, 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 shnould be
consulted. Children returning to school after a contagious illness
should not be sent home by a school secretary.

3. Yhen a child presents a note from the fenaily 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
nake the decision.

4. Vihen a parent calls to report that the physician has said that the child
is ready to return to scliool, the nurse--teacher should try to determine
waether the physician has seen the child oxr wilether the parents have
obtained the opinion by phone. If the nurse-teacher feels that the
cnild sinould not be re-admitied and the parents question this
reconmendation, the child shomld be kept in the health room and the
schiool doctor notifiod,

Q . .
shery 1, 1963
E MC Wy Ly,

Full Tt Provided by ERIC.

Llgb 141



WHITE PLAINS ADULT EDUCATION CENTER
ADULT BASIC EDUCATION

September 2, 1970

POLICY STATEMENT # 39
NATED EMPLOYEES

RATIONALE ~ The large number of employees presently on staff combined with
additional arrivals to facilitate a growing program, necessitate a
centralized personnvl procedure.

Effoctive immediately, the following procedures are provided for staff
to follow without exception.

NFW_EMPLOYEES

I, 1, Immediately upon the decision to hire any new employee, the

Supervisor shall introduce the naw 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:
8. 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.,

TFRMINATED EMPLOYEES

II. 1. Written notification of termination be provided in advance by the
ABE Supervisor to tho Adult Education School Office Manager.

a. ABE Supervisors Assignment of Employees
l. Mrs. Serrao =« all teachers including Penitentiary
2. Mrs. Giuliano - gll Lab staff including Teacher Assistants
3., Mrs, Mines - all clerical employees
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