
May 29, 1943 

_MANZJ.NAR FvLICY R.i!.GAiIDING Fffi.J' ~SJL,NAL IDU.rtS .!'CR T.aJl..CllliRS UNDER CIVIL SERVICE 

1. Due to the fact that present Civil ::il':rvice regulations stipulate that employees 
are to work 48 hours per week distributed over six days, and that teachers are 
only a portion or our appointed personnel which is held strictly to general 
regulations , teachers must take cognizance or the fact that morale requires 
compliance with both the letter and spirit of the regulations . 

2 . Teachers, by choice of pr of ession, obligate themselves to an extent to g ive 
voluntarily of their time and effort to community bettennent without thought of 
compensation; perhaps even more than any other public spirited citizens. 

3 . Considering the above 1 it seems reasonable to expect teachers to ~laun as 
working hours only those spent actually working in their classrooms, or in 
directing pupils regularly enrolled in education courses when engaged in pur-
suits which are recognized as part ot the planned and approved programs ·or the 
schools, or school business at the library, warehouse, Visual Education,. and 
Administration buildings , or in meet i ngs which are directly part or the school 
program, such as P . T, A . and C1:1rriculu111, or as a speaker representing the 
schools in: a community sponsored p·rogram, or night school teaching and study 
hall supervision after school hours . Any class s~onsorel activities such as 
picnics or hikes or class parties must be cleared through t he principal's or rice 
before being recognized as ofricial school business . School sponsors for Girl 
Reserves or Hi-Y, etc. must be approved by the Principals and credit limited to 
certain amount or time each week, 

4 , Teachers should plan to try to complete their preparations and paper work in 
their classrooms during the Civil Service hours between 8:00 A. M, and 12: 00 
noon and 1:00 P . M, end 5: 00 P. M. However, elementary teachers may complete 
their day's work on Saturday at building 1-14, because of the distance to t heir 
variou,s classrooms, and high school teachers may regard Mess 7 or 7- 15 the same 
as other class.rooms . 

5. Professional reading, etc . in one ' s home should be considered not as work i ng · 
hours , but as personal improvement . 

6 , Teachers should r eport to t heir principals at 8:00 A, M,,1 :S&turday so that t he 
principals may know, and approve where they are, at least from 8 :00 A. M. until 
12: 00 noon on that day . ( It must be borne in mind that overtime compensation 
is based primarily on the premise that employees work eight hours on Saturday. ) 

7 . Teachers who have completed 49· hourj of bona fide profess ional service by 12:00 
noon on Saturday, may feel free to use Saturday afternoon as they choose, pro-
vided they notify the ·-principals before leaving the project prior to 5:00 P .M. 

8 . Due to the r ·act that teachers ' essentiaJz personal business t rips to the 
neighboring towns cannot be made, in mos t ca ses , except on Saturday , due 
recognition will be g iven to such trips. But they should be reported as part 
of the account ing required of the principals, it they are made Saturday mornil'lg. 
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