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PHILOSUPHY OF THE BLUlMBElTARY SCHCOLS

You accented this position as & teacher in & Vear Relocatian
Center fully aware thet you were facing an experiment in demo~
crecy. Boys and girls who are the testing grounds of this
cxperiment will face you each morning. They wait hopefully for
some assurance that those fundementals which you are explaining
are workable princinles of democracy necessary for post-war re-
adjustment in & world where minorities have equal rights with
majorities, The story you read, your pleasant 'Good-morning?',
your smile or your frown, your attitude tovard the fisticuffs of
little boys,--these ere evidences of democracy in action., May
this challenge serve as an inspiration for your contribution to
the war effort.

This . handbeok was prepared with the hope of assisting
teachers in working out with the pupils the principles expressed
in the above statement. It is not & finished product., Additions
%ill be necessary from time to timé s the situation develops new
aspects, and as progress in procedures is effected. Suggestions
for the imorovement of attitudes and procedures are vwelcomed at
any time, The value of the hendbook will be indicated Dby the
thumb marks on the pages,

7 { e .r'-‘r;‘"j‘ 7 1-:/
_{("f"?’i-'?'(«(g' e o R s
September 10, 1943 Chairman, Handbook Committee




INTERPRETATLUN OF TaE CUHsIGULUM OUTLINE

The committee on curriculum for the year 1942 - 1943 prepared
outlines of courses of study for Art, Mathematics, Language Arts
and Health and Physical Education. An outline for FElementary
Science is being prepared at this time. It is hoped that an out-
line for tne Social Studies can be evolved during the school year,
1945 - 1944. Tnese bulietins are available in the office in each

school aresa.

Concerning the scnool administration in general the following

regulations have been set up:

"Tne school shall meet state requirements for
courses of study and for graduation from elementary
school and from hign school. Requirements for :school
attendance shali conform to the iaws of the state in
which the Project is located.

nScnools shall operate throughout the year, with
one month vacation during each year. The school - year
shali be organized to provide 180 days for classroom and
vocational iastruction leading toward elementary and
high school graduation, and a modified summer program
with work opportunities and speclalized vocational

experience.



Interpretation of tne Curriculum Qutline —- continued

"The languzge of iastruction in all schoois of all
types within the center shail be English.n

--Administrative Instruction No. 23, pugust 24, 1942,

"It was explained that for interpretive purposes
the Japanese language is permissable."

—-Workshop Notes, 1942.

The curriculum design providing for the integration and coor-
dination of the schools in the relocation center is presented on

the following page:
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TEXTBOOKS ALD SUPPLILGS

I Textbooks
Textbooks are checked out of the stock room. The secre-
tary ohecks out book numbers to teachers and the teachers re-
cord these numbers in their notebooks. They are responsible

for the care of these books until they &re returned,

I1 Mageazines, Pepers, Supplementary Texts

These are checked out in the secretary's checking~out sys-

tem for an indefinite timc, They erec cheoked off when recturned,

IIT ‘leckly Rcaders

Vcekly Readers ere circulated among the grades according
to a routing slip which checcks on date, tcacher, and grade,

Approximatcly two deys arc allowcd in cech classroom,

IV Supplics

The supplics in thc stoek room arc taken out by recuisi-
tioning, BRach tcachcr is supplied with a Rccuisition Book in
which cach ordcr is rccordcd@ in duplicatc, Onc copy is left in
the officc, In this manncr, uscs of supplics and eamounts . of
s;pplics on hand can bc dctermincd.

A1l »crmancnt supplics such as bats, balls, and scissors
arc chcekcd out from the scerctary. Vhen roeturncd, they arc

chceked off the list.



Textbooxs and Supplies -- continued

Supplies are ordered in advance for periods of three months.
Each teacher may order the supplies which are necessary for con-
ducting the work in her classroom. Catalogs may be obtained from
the office to aid in filling in the following form for use when

ordering supplies:



MINIDOKA PROJECT SCHOOLS
Hunt, Idaho

Name Room

Date Grade
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Article ! tion(Cat. | reg. on wt, Cost | Cost of
; No,) Hand i Co,
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KEGORDS AND REPURTS

Reports

ALl reports which are nanded to the office should be on

uniform paper, typing paper or paper the same size, with this

heading:
MINIDOKA PROJECT SCHOOLS
Hunt, Idaho
Building : Graae
Teacner Date

Any report whatsoever will be handed in in ink or type-

written, gever in pencil,

Pupil Attendance

Attendance records for each class are marked twice daily
and returned to the box in eacih office for those sheets by
9:50 a. m. and 2:00 p. m, Boys' attendance record is kept on
one sheet, girls'on anétner. In eacn square is a space for 5
days. The following dlagram sinows how to mark the attendance

% W g , * means tardy, - means absent in the morning

record,.

' means absent in tne afternoon. Children's heolidays are

marked toug t;? i.

e



Records and Reports — continued

111

Monthly attendance reports are due ai 3:00 p. m. on the
last school uay of each month., After 3 days' absence, pupils
are aropped on the fourth day and a D is placed in the proper
space. In compiling the monthly attehdance raport;‘teachrrs
erc urged to follow thsse dircctions closely, so that =1l sb-

tendance reports will be unifornm.. -

Any child absent more than ¥ days is not to be re-entered
in secnool unless he has a permit from the doctor or nurse say-
ing that he is free from any sickness. These permits may be

secured from the Public Health Nurse at the Project Hospital,

Written excuses are required for tardiness and absences.
These excuses ard kept by teachers for a period of  three
months in order to deterimine reasons for absences and tardi-

[IESS e

Pupil Transfers

Care must be taken not to issue transfers to another
building without a conference with both the Supgrintendent and
the Principal. It is the policy to make every possible indi-
vidual adjustment, but assignments are made in & manner which
seems most fair to all concerned.

q



Records and Reports -- continued —- 2

IV

Forms are available in the office for pupil transfer to

schools outside the Project.,

Transcript forms for pupil transfers to other Projects
within the War Relocation juthority are available in the

office.

New Pupils
New pupils are required to fill in the Preliminary FEn-

rollment Sheets in tae office before entering the classrooms,

e

Growth Reports

The three elementary pupil growth reports, Kindergarten,
Primary, and Intermediate, prepared by teacher committees for

use in this situation, proved satisfactory and meaningful.

No negative markings are used. In the right hand column
achievement in Subjects and Skills according to ability is
messured in terms of satistactory S, unsatisfactory U, and .
outstanding 0. On the left hand side, evidences of growth in
personality are marked by the plus sign, and blanks are left
in cases where impfovement is needed. Comments should

be made on each child's report.

1o



Re¢ords =nd Reports -- continued —- 3

VI

Due to the paper shortage, teachers will keep duplicates

of each growth report except the last in their own notebooks.

A duplicate copy of the final growth report is kept in the

child's individual folder.

growth reports are sent home on .Monday noon following
the close of each nine week period. They should be completed
as nearly as possible during the ninth week of the report pe-
riod and turned in to the office in ample time for them to be

cnecked by the Principal and returned to the teachers.

Lesson Plans

In order to maske certain that the lesson plans would
prove useful and helpful to the teacher, 1t has been decided
that each teacher would adopt the form which seemed most ef-
fective for her grade level with the following points in com-
mon:

1. General aims or objectives for the year

2. Allotment of subject matter for the year

keeping in mind the fact that the report pe-
riods are nine weeks in length.

3. Organization of eacn week's plans so that the

answers to the following questions can be

1



Records and Reports — continued -- 4

easily ascertained by either_ a supervisor,
_substitute teacher, or a visitor:
a. What am I trying to do?
b. How am I going to do it?
¢. Am I doing it?
4, Not more than two pages of the teachert's note
book for one day's plans
5. Plans aiways in readiness for the week on

Monday morning

VII Teachers' Reports on Year's Vork

Each teacher will keep hner notebook which contains
the following:
l. Lesson Plans
2. WOrk covered by each group
a. Including major units of study
b. Textbooks studied
Ce Suppiementél books
3, (Case studies of problem children

These reports will be chetked at the end of the school year.

(2



Records aid Reports -- continued —-- 5

The pupil's individual folders which are kept on file

in the outer oftice should contain the following at

close of tne school year:

1.

Physical Record

Elementary Pupil Permanent Record

Major Units of Study

Preliminary Enrollment Sheet

Duplicate of last Growth Report

Profile Chart and Test Records

Specimen of the child's work

Case History of special cases which should

cover tine following points:

e

be

de

Cw

f.

h.

i.

Name, age, date, date of birth,
teacher, grade

Family history, including brothers
and sisters

Pnysical condition

Mental ability

Social and emotional adjustment
Home Life

Any past records available

Any other comments

Forms for case referrals will be

available at the Principalts office

13
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HEALTH ANL SAFETY

Health in the Classroom

ll

Physical inspections are made daily. The important
thing is to observe sbnormalities. Be alert and ob-
serve at all times early symptoms of comnmunicable

diseasess A cold may be a symptom of disease.

Waen a child is sent home from school a teachar
or pupil snould accompany him. Send his name, family
number, and adaress to the office. Blanks are in the

office for the teacner's convenience.

First Aid xits are available for each grade at each
school for treating scratches and minor accidents.
Forms available in the office are to be filled out
for every treatment administered. Accidents requir-
ing medical attention are reported to the offices im-
mediately.

Piatform scales are available for periodic use in

weighing and measuring pupils.

Fire drill regulations will be set up as soon as pos-

sible after the opening of schools.

Teachers should stand away from windows SO that chil-

dren need not face the light.

4



Health in the Classroom -- continued

6. Special attention should be paid to seating arraﬁge—
ments aund adlistment most beneficial to the children.

7. Hatgs are not worn ia the rooms. Wraps should be
removed.

8. Information relative to a health room and a childrens!
rest room is available through the Principal's office.

8. The Sneiien Eye Charts are given at the beginning of
each school year, according to the following direc-
tions:

a. Prepare the youngsters first. Give instruc-
tions as to what to do.

b. Use a separate card for each eye and sepa-
rate cards for each pupil. Discard used
cards immediately after use. Place card
Jjust against the nose.

¢c. Select a place where there is no direct
glare between the child and the chart., If
there is a glare, cover the windows. Place
a mark with chalk 20 feet from the chart.

d. Test pupils wearing glasses with and with-

out them. Test each eye separately.

(£-2



Health in tne Classroom —- gontinued = <

II gafety

L

S

4,

e. The aistance from the chart is the numera-
tor, usually 20 feet. The denominator is
the number above the last line the pupil is
able to read. Indicate the left and the
right eye when recording.

f. When you find a child memorizing the chart,
start him on another line or have him ‘read
backwards. When a pupil starts to blink,

' strain, or lean his Head forward, he should

be stopeed.

Fire drill regulations will be set up as soon as pos-
sible after the opening of the schools.

Emergency doors are to be used for emergencies only.
They are kKept clear and are unlocked when school is
in session.

Snowballing is not permitted at senools. The teach-
ing of some good snow games is recommended. Explain
to the children why torowing snowballs is dangerous.
It is important that childrep stay entirely clear of

the canal and irrigation ditches within the Project.

1é



Safety -- continued

kL

There is no safe place for children to play on the
canal. W. R. A. has an agreemept with the Canal Com-
mittee that tne banks of the c¢anal ﬁre to be pa-
trolled and kept clear at all times. The scboois can
do much toward developing a comwunity awareness of W,
R. A. regulations and to secure an understanding co-
operation of the residents.

5. Children should be reminded often that it is dangerous

to standa on the teeter-totters.

Junior Safety Patrol

. Members of the Junior Safety Patrol are chosen every nine
weeks from groups of fourth, fifth, and sixth grade boys and
girls. Members of the Patrol may be appointed by the Pringipal
or they may be chosen by the pupils themselves with the princi-
pal's approval, Weekly meetings are held with the Prineipal,
and the Supervisor of Patrol, under the auspices of the Inter-
nal Security Division of tne'Project.

l. The Junior Safety Patrol attempts:

a. To protect the children on the highway and at
intersections,

be To give valuable training in  leadership,
groupkactivities, and in community participa-

tion.

7



Safety -- continued -- 2

e

Se

4,

5,

¢. To educate the children in traffic safetly

habits.

Children are to walx on the left side, completely off

the road going to and from school, unless the ground,
is too muady to walk on.

Children are to walk by the main road where Patrol of-
ficérs are on duty going to and from school. They are
not to cross in the middle of the road between mess
halls or laundry rooms or on the side road where the

recreation halls are located.

The children are to walk and cross only at designated

school crossings where Patrol officers are on duty

with flags.

Teachers are urged to build up the work of the Junior
Safety Patrol, so that the children will have Vthe

proper respect and attitude toward the Patrol of-

ficers.



SERVICES TO AID TEACHEKRS

I gServices of Trained Specialists Made Available to Teachers

1.

A Pubiic Health Nurse may be consulted through the
Pringcipal's Office.

A Medical Social Worker will give aid in cases re-
quiring both medical and social adjustment.

A Community Analyst from inis study of the attitudes
and reactioans of the people in tne comwmunity is
wiliing to assist the teachers in making adjustments
among tne children.

A Counselor will assist in cases needing help from
the Welfare Department.

A State Orthopedic G;inic cooperates with War Relo-
cation Authority in providing care for the orthope-
dic cases.

The Director of Health and Physical Education acts
as consultant to the teachers in planning exerciges

and games sultable for tneir groups.

II Libraries

The hours in the Juvenile Libraries, located in Blocks

4L anda 7, are from 8:00 to 12:00 a.,m. and 1:00 to 5:00 p.n.

Story Hours will be arranged on Thursdays at the Huntville

library, and on Fridays at the Stafford library.

Library periods for each class may be arranged with the

19



ibraries — continued
librarian for tne purpose nf acemainting the children with the
proper use of books and proper library conduct.

Teachers may secure books for classroom use for periods
of from one week to one month. If peachers wish to reserve
books for class use, forms are available at the libraries.

Other services include a picture and pamphlet collection,
and magazines waich are being indexed for unit material. Bib-
liographies for teacning units will be prepared by the librar-
ians for the teachers.

A professional lLibrary is maintained in Block 23, barrack
9.

III TWorkshop
Worksnops are held for the elementary teachers generally
the week before school opens. These workshops are for the
purpose of':
L. Orienting new teacners
2. Improving ingtruction through curriculum study and
revision
3., Liberalizing teachers' attitudes by principals, su-
pervisors, and teachers sitting in conferences to-
gether, working on mutual problems
4. Earicning the srea of xnowledge of teachers by ex-

change of experieuces

20



v

Parent-Teacher Association.-.

"

The Parent-Tescher Association,... ~"has taken seriously
its objective to aevelop between educators and the general
public sucn united efforts as will secure for every child the
highest advantages in physical, mental, social, and spiritual
eaucation. Fach P. T. A. wmects once each month at such time
as is agreed upon by the membersiip. '

Other Ofganizations

Idaho Stute Teachers' Association in which it is expected
that each teacher have wmembership,keeps téachers informed con-
cerning professional attitudes, &and provides necessary rela-
tionships with otner scnools in the state.

It is to tne professional interest of teachers to main-

tein membership in tne National Education Association,

VI Dupiication

l. Facilities for duplicating materials are:
a. Hana hectograpns - one for each teacher
b. Rexograph in the curriculum office in
Recreation Hali 25 (Master copies must
be prepared three days in advance of
need)

c. M imeographs - one in each school office



VII

Janitorial Seevice

Jenitorial services fiuctuate with labor needs and weather
conditions. In general, floors are gwept and fires are built
once each day.

Keys to school rooms are kept on keyboards in the respec-
tive school offices. Duplicate xeys are kept by the janitors

who care for the roous.

22



IV Ventilation

It‘is urged that all teachers watch the matter of venti-

lation.

Restlessness - in children is sometipes due to poor

ventilation in the room.

v Writing

1t has been agreed that Manuscript writing is to be used

in Grades 1 and 2. The Rice system of writing mas adopted for

use in the other grades.

vI Sources of Information for Teachers

1.

A builetin is in- each school office. Consult it

often for necessary information and any pertinent ad-
ninistrative policies posted there.

A Principal's bulletin for keeping teachers informed
on matters necessary for carrying on their work is
posted weekly. When you have read it, please initial
it.

A Superintendent's bulletin is' issued at intervals
giving information on matters in general pertaining
to the schools.

Teachers' mail boxes are in each principal's office
Supplements to the teacher's Handbook are available
in the Principal's office

W. R. A. bulletins are issued periodically

All bulletins should‘be-ﬂept in chronological order

in teachers'! files.

24



ViL gghoolroom Egui pment

VIII

IX

An inventory of schoolroom equipment including the number
of chairs ana tables and other furniture whicn is checked out

to eacn teacher, suould be available at any time,

Cameras and Radios

nThe Reports Officer in eacn relocation center till be
provided witn a cemera and with the necessary supplies and
equipuwent for taking photographs, with the objective of ena-
bling nim to pnotograpn significent events and activities at
the center.

—-Administrative Instruction No. 74, January 2, 1943

School photographs and photographs of significant activi-
ties may be arranged for tnrough the Principal's office if the
request is made in advance.

Radios equipped with short-wave sending and receiving

sets are not permitted within the center.

Discipline
It is the hope of Leacuers and administrators that disci-
pline will mean:
1. Training in independence of action
2., Develuping an insight into conduct
%, Directing a problem-sclving attack

on aitfficulties

a0



Discipline--continued

X1

These objectives cwam be achieved only with adjustive
activity ou the part of the child torough which he learns to
satisfy his motives airectly, effectively and with regard to
the personaiities of others.

"Firm but gentle" is a good diseiplinary attitude. Tak-

ing away privileges is much better than spanking.

Age for School Entrance

Children who are six years of age on or before January 1
of the school year may be admitted to the first grade.
Cnildren who are five years old on or before the opening

date of school may be admitted to the kindergarten.

Telephone and Telegraphic Accommodations

There is a pay telephone in the second wing of the admin-
istration Bullding. Telephone service is available 24 hours-a
day.

Tne telegraphic office is located in the Leaves Building.
Telegrapnic service is available during office hours, 8:00 a.m.

to 5:00 p.a.

26



GUPERVISION .
Teacner Training Department

The Teacher Training Department was organized to £i11 a
two-fold needszfi;at, to make it pogsible for Jaﬁanese
stuaents to earn accepted colliege credit from somé accredited
institution of higner learning; second, to train Japanese
evacuees L0 become teachers' assistants and in some cases
home-room teachers. Due to a shortage of appointed personnel
teachers, it was expected that a part of the teaching gstaff
would come from tne teacher training department.

Concerning relations between the appointed personnel

teacners, it is well to remember, tnat:

a. Student teachers take some respoasibility in
planning the week's schedule.

b. Teacher traineeg are expected to spend a part
of each day in professional reading or class
preparation.

¢c. Teacher tralnees are to attend demonstrations
and make observation visitse.

d. Teacner trainees are students who are learning
tne profession of teaching, they are more than

Just recording clerks or secretaries.
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II Supervision

III

The general policy 1in supervision is tnat of working co-
operatively with teachers and of giving them maximum assistance
to the end tnat tney .may do their work well and with the least
amount of.difficulty.

Invitations to visit classrooms to see activities of
special interest are aiways appreciated by those serving in a
supervisory capacity.

Teacuners are urged to ask for coaferences following super-
visory vigits.

It is hoped tuat teachers will feel free to express any

difficulties wnere advice ig necessary.

Inter-Visitation Demonstration

When planning for excursions, outside speakers, or visit-
ing between classrooms, teachers are requested always to dis-
cuss such plans in advance with the Principal of your resgpect-
ive builaing. This is done witn the intention of coordinating
the whole school:organization rather than discouraging such
activities.

Demonstration lessons are urgently desired. This cooper-
ation with the teacher training program is a part of a teach-

er's obiigation and privilege,
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IV

Civil Service Rating Sheets

Evéry Civil service employee 1s rated according to his a-
bility and the pérformance of the duties involved in his posgi-
tion. This rating i1s made objectively by each  employee's
supervisors. Ratings are usually made on or about April 1 of
each year. 8pecific information regarding these rating sheets

may'be obtained through tne Principal's office.

Faculty Meetings

Elementary teachers' meetings are held on Saturday
mornings and at otner times as tihe occasion demands.

Geueral faculty meetings are held when there are matters
of general interest to be discussed.

Staft meetings for all Project employees are held upon

call.
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ANNUAL LEAVE, SICK LEAVE, RETIREMENT

I Annual Leave

"Emergency and indefinite employees shall be entitled to
agnual leave with pay accruing at the rate of 2 1/6 days per
month for each month of service and may in addition thereto be

granted accumulated leave.

"Employees shall be charged with annual leave only for ab-

sences on days upon which they would otherwise work and receive

pay .

"An employee voluntarily separated from the service with-
out prejudice during any calendar year shall be entitled to all
of his accumulated leave plus his current accrued leave to and

including the date of separation.

t"Leave shall be granted at such time or +times as may be
deemed to be in the public interest."
--Annual and Sick Leave Laws and

Regulations for Government Employees.

"Leave slips must be turned in prior to the absence in-
volved. Such requeste should be made to your principal or to
me with the reason for the absence so that permission may be

given for the leave before it occurs. Any other practice may
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Annual Leave -- continued

iz

result in refusal of the annual leave and the placing of the
individual. on lsave without pay for the absence incurred."

—-Superiatendeat's Bulletin, No. 9, June 24, 1943

Sick Leave

tEmpLoyees shall be entitled to sick leave at the rate of
1% days a montn, and if such leave is not used, it shall ac-
cumulate: Provided, that the total accumulation shall not ex-
ceea 90 days. Sick leave accruing during any month of service

shall be avaiiable at any time during the month.

ngick leave shall not be granted for slight illness or in-
disposition not incapacitating the employee for the performance
of his regular auties, or for absence for the purpose of being
treatea professionally by a aeatist or oculist in his office
but sick iéave may be granted for detention at home or in a
hospital by illnéss or disability due to causes as which a den-

tist or occulist is qualifiea to certify.

nNotification of absence on account of sickness shall be

given ds soon as possible on the first day of absence.

nppplication. for sick leave shall be filed within two days

after return to duty. For periods of absence of 3 work days or



Sick Leave -- continued

I1I

less, tne total of which shall not exceed 12 work days in any
one calendar year, the applicant's signed statement on a pre-

scribed form may be accepted.

"In case of a period of absence in excess of 3 work days
a certificate of a registered practicing physician or other
practitioner supporting the application for sick leave shall be
filed not later than 15 days after return to duty.?
-- Annual and Sick Leave Laws and

Regulations for Government Fmployees

Retirement

Sec. 9--"All employees who may be brought then or‘ there-
after within the purview of the Retirement Act by legislative
enactment, or by appointment, or through classification, or by
transfer, or reinstatement, or Executive order, or otherwise,
shall be required to deposit with the Treasurer of the United
States to the credit of the "civil-service retirement and dis-
ability fund" a sum equal to 5 per centum of the employee's
bagic salary, pay, or compensation received for services ren-
dered on and after July 1, 1942, together with interest com-
pounded &t the rate of 4 per eentum per annum compounded on

June 50 of each fiscal year, but such interest shall not be in-
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Retirement

cluded for any period during which the employee was separated

from the service.

"Tne amount so deposited, less §1 for each month, or major
fraction thereof, of service after the effective date of this
Act, shall be credited to the employee's individual account as

provided in Section 12.

Sec. 12--"In the case of any officer or employee to whom
this Act applies wno shall be transferred to a position not
within the purview of this Act, or who shall become abseolutely
separatea from the service before he shall have completed an
aggregate of five years of service computed in accordance with
section 5 of this Act, the anount of deductions from his basic
salary, pay, or compensation crecited to his individval ac-
count, together wita interest at 4 per centum compounded on
June 30 of each year shall be returned to such officer or em-
ployee."

~-The Civil Service Retirement Act
with Annotations and Regulations.

The above quotations from the Civil Service Laws are not
complete, but are given in answer to guestions most frequent-
ly asxed by teachers. Other provisicns and ramifications of
these Laws will be fully explained to you by the Personnel

Officer in the Aaministration Area.
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IV Check-Qut Procedure

nTt seems necessary to inform faculty members as tp the
correct procedures to folliow vpon leaving the Project. Firsty
pleage remember that we mush require thirty days notice. Sec-
ond, it is necessery Zfor yoa to secure and have properly
signed a property release slip which indicates  that such
equipment checxked out tc yon has been retvrned. If you live-
in a dormitory, this will iaclude a checxing in of the furni-
ture there. ' Third. we must have in our possession your let-
.ter of resignation in triplicate. Fourth, you must return
your identification card, and driver's license if you have
one,."

--Superintendent's Bulletin No, 7, April 21, 1943,
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