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FROM THL OFFI
TO CLASSRCOM THACFERS
LET US REVISW:

1. All legave slips are suvmitted to principalss from there they are
- routed over the Superinicnientfs desk and to the Administration Per-
A< N gonnel offices Return from leava raguires a repoct first to the

ﬁ rriucioal, '

e Illné&ﬁf&uat.be reported as soon 3s possibvle to the princinal,
A written ubfe is ths best means of potificstions '

3. G2t the hadit of placing your requests in writing on memorandum
form. . I possible keep a carbon copy in your own perscnal I'lles,
It halps ¢lear up difficulties that Tfrequently arrive through mis=
anx 1 ers?-anding .

4. Keep in mind that on working days 'there must be some way of get-
ting in topeh with every teacher at any time, Leaye a note in your
classroqm or with your prinecip2l or with the person in the adjoining
™Mom. ien phone calls or messages come in from the Adminlstration
Jduring working hours it is embarrassing not to be able to locatz a
teachers
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wrs, Please feel frece to come in and disc ideas apd pla hat

you have for making your work more interesting and more adjusted to
the needs of your students. Get in the habit of keeping your princis
03ls im touchk with the type of work you are ciarrying on. It helps
orineipals to better evaluate and appreciate your work and at the sane
2 time it prevents mistakes that happen by not keeping in touech with -
; gchool policys New teachers especially should take agvantage of
frequent guidance and assistance.
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+ The record of professional hours shouli be turned in for the g
10t wseks It 'is #wdse to keep noies on a desk ealendar or diary. -
he forms are not mimeographed because .we want to first try out a
aple form before making it permanent.
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7. Congratulations on the elementary opening. The rooms were atirac-
tive, in order, and the Tirst day's work was well prepared. The gen-
eral tone of the antire clementary school population was excellent.

\_»~ A vigitor can "feel" the harmony beilwsen principals, teachers, and

% . oupils. Most of this favorable change was due to 2 betier physieal
situation and ap increasging solidarity among tgachers om clementary
gtandards and aims, By delaying hizh school opening until ouildings
are resdy and teachers are prepared, the same improvement should rasult.

8, ‘8 exgeet teachers to lock around the community for snrdchment for
1ig or hap elasswork. We hope an attitede of responsibility towsard come= -7 |
cundity service can be Jdeysloped in school chiliren. As you plan these '
ractical community experiencesy such is bringing speakers intp the class-
room Or exeursions t6 the hospl't.a_l, talk cver your plim with your prin~
eisils and allow us o properly sscurs permission or authorization,
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