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CHAPTER I

INTRODUCTION

The success of the teaching-learning process is

closely related to the capabilities of the teachers who

guide the experience. When one assumes the value of the

master teacher in the classroom, it is then imperative

that everything possible be done to assure that the best

person be in this position. Furthermore, it is mandatory

that all factors contributing to the performance of this

that no vital area is overlooked.

The value of close attention to the maximum

1

It is universally conceded that the quality of 
a teaching staff and the efficiency with which it 
performs its daily tasks determine in large measure 
how well prepared our young people are to meet their 
future responsibilities at the end of their public 
school careers.1

Willard S. Elsbree and E. Edmund Reutter, Jr., 
Staff Personnel in the Public Schools (Engelwood Cliffs, 
N. J.: Prentice-Hall, Inc., 1954), p. 1.

development of the teaching staff might be expressed in a

teacher should be closely examined in order to be sure
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way in addition to the essential function in the classroom.

This significance of the personnel area is revealed through

an examination of the budget.

Such a tremen

dous investment surely calls for the wisest possible

utilization of personnel.

school system offer a great challenge to educational admin

istration . There has been, however, considerable delay in

accepting this responsibility. Chandler and Petty point

to this failure in the following:

2

3

N. Y. :

The many needs of the professional staff of a

The term "personnel administration” did not 
appear in the early literature of educational admin
istration; even now it is seen infrequently. This 
indicates some of the slowness of the field of 
education in adapting and applying this important 
tool of management to its problems. Rarely has 
there been a planned program of personnel adminis
tration in public school systems. The personnel 
function has usually been performed in connection 
with various other administrative operations, and 
in such performance it often has been subordinated 
to other operations.3

Salaries of teachers con-

B. J. Chandler and Paul V. Petty, Personnel 
Management in School Administration (Yonkers-on-Hudson, 

World Book Company, 1955), p. 3.

Edgar L. Morphet, Roe L. Johns, and Theodore L. 
Reller, Educational Administration (Engelwood Cliffs,
N. J.: Prentice-Hall, Inc., 1959), p. 346.

stitute 65 to 75 per cent of the current expense budget for
2 most school systems in the United States.
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In mentioning "this important tool of management,11 the

authors emphasize that industry has made great strides in

recognizing the importance of the human factor in organiza

tional performance. This movement was initiated by

Under

the impetus of various organizations such as the American

Management Association, Institute of Public Administration,

Society for Personnel Administration, and Personnel Research

Federation, the personnel function had gained importance by

fledged branch of administration.

As one becomes aware of the lack of adequate

interest in personnel administration in the field of educa-

in order to give direction

much more extensive program ofto efforts in this area. a

Suggestions that have been made asresearch is needed.

possible approaches to further investigation include case

studies, experimental practices, accurate descriptions and

cit. ,

the 1930's and had taken its rightful place
5

as a full-

4Paul Pigors and Charles A. Myers, Personnel 
Administration (New York: McGraw-Hill Book Company, Inc., 
1961), p. 6.

through considerable emphasis on employee welfare.

Frederick W. Taylor prior to World War I and was expressed

p. 21.

tion, it becomes apparent that,

5Chandler and Petty, op.
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Statement of the Problem

The purpose of this study is to develop from the

literature criteria that will involve the classroom teacher

from recruitment through separation and will represent the

best possible practices in personnel administration. The

criteria will then be used to assess the staff personnel

policies and procedures found in the Huntsville and Madison

County School Systems.

Explanations and Definitions

includes those professional persons assigned tocerned,

positions in individual schools who have a vested interest

in the accomplishment of the objectives of the organiza-

This is not meant to infer that the personnel function .

tion at the system level will not be treated, but rather

that the principal concern of the study will lie with the

personnel at the school level.

For the purpose of this study, personnel

20.

of leadership and relationships.6

6Ibid., p.

Staff personnel, in so far as this study is con-

records, analyses of processes, and psychological studies
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administration may be defined as a staff function of

general educational administration that is responsible for

the development of sound procedures that will enable all

personnel to work toward the attainment of common goals.

Statement of Delimitations

While many of the criteria developed in this study

would be applicable to the non-professional staff and to

central office personnel, it was felt that the inclusion of

the two groups would result in an unwieldy task as the

attempt was made to assess the procedures and policies of

the two systems in terms of the criteria.

Application of the criteria will be limited to the

Huntsville and Madison County School Systems and no attempt

will be made to evaluate practices suggested in the litera

ture or those known to be in existence in other school

systems.

Methodology

The development of the criteria is divided into

five general areas covering the growth of staff personnel

from recruitment through separation. These logical divi

sions of the personnel function were suggested by Elsbree,
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Reutter,

1. Obtaining Personnel

Job description; recruitment; selection

2. Utilizing Personnel

Assignment; orientation; general working conditions

3. Compensating Personnel

Salary; insurance; fringe benefits

4. Developing Personnel

Professional growth; evaluation; records

5. Separating Personnel

Involuntary separation; voluntary separation

The official reports by the two school systems to

the State Department of Education of Alabama and records

on file in the office of each superintendent will be used

to aid in the analyses of the characteristics of the staffs.

Questionnaires developed for the purpose of this study will

Interviews will bebe administered to the staff personnel.

Any available publications

7 Willard S. Elsbree, E. Edmund Reutter, Jr., and 
Associates, Principles of Staff Personnel Administration 
in Public Schools (New York: Bureau of Publications, 
Teachers College, Columbia University, 1959), p. viii.

and Associates.7

the two teachers' associations.

conducted with teachers, school officials, and officers of
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bearing on the study that are found in the systems will be

used along with the records, reports, questionnaires, and

interviews to ascertain the personnel policies and proce

dures in the two school systems.

The final portion of the study will consist of

evaluating the staff personnel policies and procedures of

the Huntsville and Madison County School Systems in terms

of the developed criteria.



CHAPTER II

ADMINISTRATION OF STAFF PERSONNEL

As concern for improvement of the public schools

becomes more intensive, educators inevitably will be drawn

of action being followed and of the results they yield.

High on the priority list to undergo scrutiny will be ways

by which the personnel function can be improved, for the
1of the entire enterprise rests sguarely upon it.success

it isIn order to intelligently achieve this improvement,

necessary to set forth certain principles through which

Included must beexisting practices might be evaluated.

information pertaining to the number and kinds of people

to employ, clarification of their duties and relationships,

recruitment, selection, placement, compensation, coordina-

conditions and climate conducive to effective service.

8

''"William B. Castetter, Administering the School 
Personnel Program (New York: The Macmillan Company, 1962), 
p. 26.

into a reexamination of educational policies, of courses

tion, security, separation, as well as the maintenance of
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The people through whom the goals of education are achieved

Before delving into the various areas of staff

personnel, it should be noted that there are several princi

ples that are basic to the entire program and its policies.

Successful personnel administration in a school

system is dependent to a large degree on the involvement of

all those people who will be affected by the policies that

are developed. The American Association of School Adminis

trators point out the value of democratic administration in

all phases of the school program:

In no part of the school program is there a greater neces

sity of involving teachers and other staff members than in

American Association of School Administrators, 
Thirtieth Yearbook, The American School Superintendency 
(Washington, D. C.: American Association of School 
Administrators, 1952), p. 164.

2Ibid., p. 27.

The employees of public school systems are indi
viduals who have been selected to become members of 
a co-operative enterprise, the purpose of which is 
to provide instruction and to improve the quality of 
living in the community. Wholehearted, loyal, and 
enthusiastic support of a school system by the school 
personnel will be increased by their participation in 
formulating and executing the policies of the educa
tional system.

2 constitute the very substance of the personnel function.
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the personnel aspect.

ization have personal interests and objectives and it is

Unity of purpose is essential and these personnel and

cratic administration.

Allied with the role of the staff in personnel

administration is the participation of citizens. It is

imperative that the lay public understand the personnel

After there is consideration of the value of a

cooperative approach to making of personnel policy, it

would be well to think in terms of what the policy should

Pigors and Myers in writing in the field ofaccomplish.

industrial personnel maintain that policies in this area

necessary to allow the best possible staff to operateare

with maximum effectiveness and to offer guide lines which

make for consistency of purpose in terms of long-range

Individuals within the school organ-

institutional objectives can be integrated through demo-

also necessary to recognize institutional objectives.

function and when appropriate act in an advisory capacity 
to the school system.5

5Morphet, Johns, and Reller, op. cit., p. 119.

4Chandler and Petty, op. cit., p. 234.
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Adequate personnel policies and procedures within

vidual. Enion makes reference to the worth and dignity of

the individual and to his psychological needs in attempting

to determine what motivates people in a normal workday

situation. He concludes that most important are economic

security, emotional security, recognition, self expression,

Another principle basic to the personnel function

is that lines of authority and responsibility should be

clearly delineated. Employees that understand their

respective roles and see the relationship of their work to

the work of others are likely to become more efficient.

clarity of function is found in the central office and

teacher who becomes confused and her work with children

37 .

Elsbree and Reutter say that the greatest need for a

^Richard A. Enion, "For Love and Money," Personnel 
Journal, XLII (April, 1963), 181-83.

7 and self respect.

a school system must include a vital concern for the indi-

£ 
considerations as well as immediate concerns.

coordinators are not well defined, it is the classroom

when the roles of supervisors, directors, consultants, and

6Pigors and Myers, op, cit., p.
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Some attention should be directed toward the charac-

they form the basis of a

sound program. Many of these will be considered later as

each phase of the personnel function is discussed, but

general application.

The personnel policies of a school system should

reflect research in the area as well as successful experi

ence in this school system and others. Because of the

9 This is alsothese policies be periodically evaluated.

desirable in view of the changes within the system itself.

Along with evaluation of policy must come the prin-

Rigid policy could be fully asciple of flexibility.

There must be adequate provisionsuseless as none at all.

for dealing with emergencies and other exceptional situa-

Finally the personnel policies of

7.

cit. , 20-21.pp.

there are also those which have a

teristics of personnel policies as

10Roald F. Campbell, John E. Corbally, Jr., and 
John A. Ramseyer, Introduction to Educational Administra
tion (Boston: Allyn and Bacon, Inc., 1958), p. 101.

a school system

10 tions.

g 
often suffers.

9Chandler and Petty, op.

continuing research in the field, it is necessary that

g
Elsbree and Reutter, op. cit., p.



13

after being cooperatively developed by the teachers and

administration should be incorporated into the official

acts of the board of education.

necessitate clearly stating the policies in writing. The

adopted policies should then be communicated and inter

preted to the staff and community. Chandler and Petty

consider these two procedures to be of great importance

The administration of staff personnel is of such

importance that it is difficult to understand how it could
12 Castetter pointsbe neglected in so many school systems.

out possible results of this neglect in the following:

32.

Even a casual inspection in both small and large 
school districts would reveal serious weaknesses in 
the manner in which personnel activities are organized 
and administered. Among the more important of these 
are (1) assumption of administrative responsibilities 
by the board of education, such as recruitment and 
selection of teachers; (2) a dual system of control 
which places complete responsibility for all non- 
instructional personnel in the hands of an administra
tive agent not responsible to the superintendent of 
schools; (3) lack of personnel to undertake special
ized personnel work; (4) unwillingness of the chief 
school administrator to delegate certain personnel 
responsibilities to subordinates; (5) numerical 
insufficiency of the administrative staff, which

This, of course, will

in the personnel function .

cit., p. 18.
12Castetter, op. cit., p.

''"'''Chandler and Petty, op■
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While it is admitted that organization is not the

panacea for the solution of personnel problems, it is main

tained by authorities in school administration that organi

zation and the personnel function are interdependent and

the attainment of desired results will be affected by the

extent to which these facets are skillfully synchronized.

To accomplish this goal, one author suggests that the

entire activity should be under the direction of an

assistant superintendent in charge of personnel. This

support to employ a staff, will be in position to render

advice and service to the administration and to personnel

within the organization and will be responsible for sub

functions such as forecasting personnel needs; preparation

of pertinent budget data; job analyses; salary and wage

administration; record keeping; supervision of personnel

benefits; advisement and assistance in the recruitment,

These different

32-33.

33-34.

prevents effective performance of the total personnel 
function.13

selection, and placement of personnel; and continuous
14 appraisal of employment conditions.

individual, in a school system with adequate financial

13Ibid., pp.

14Ibid., pp.
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parts of the personnel function will be considered more in

detail as the five general areas of staff personnel are

discussed in this chapter.

tion of the criteria to the Huntsville and Madison County

School Systems, the following principles that are basic to

the entire personnel function are stated.

1. Staff members should be involved in the making and

executing of personnel policies.

2. The lay citizenry should be utilized in so far as

possible in the personnel function.

3 . Personnel policies should be developed and adminis

tered in order to ensure that the best possible

staff may operate with the greatest degree of

efficiency.

Personnel policies should exist to offer guidelines4.

which will make for consistency of purpose both in

terms of long range considerations and immediate

concerns.

There should be a vital concern for the individual.5.

his psychological needs and his worth and dignity.

Lines of authority and responsibility should be6.

clearly delineated in order to avoid confusion at

In summary and in order to facilitate the applica-
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all levels.

7. Personnel policies should reflect research in the

area as well as successful experience and should

be periodically evaluated.

8. Personnel policies should be sufficiently flexible

to deal with emergencies or exceptional situations.

Personnel policies should be written and adopted by9.

the board of education and communicated and inter

preted to the staff and community.

10.

assistant superintendent in charge of personnel

with a staff sufficient to perform the necessary

functions.

Obtaining Personnel

significance to education than
15 With the demandthe selection of prospective teachers.

far outdistancing the supply, this problem has continued to

Unfortunately, there aregrow in intensity over the years.

obstacles within education itself to successful recruiting.

No problem is of more

15Herold C. Hunt and Paul R. Pierce, The Practice 
of School Administration (Boston: Houghton Mifflin 
Company, 1958), p. 295.

In systems of sufficient size, there should be an
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16Elsbree and Reutter mention them and offer possible solu

tions .

The first recruitment obstacle mentioned by these

authors is the negative attitude of teachers. Some feel

bitter because of inadequate salaries or because they have

not been accorded the social status they deserve. These

attitudes have been transmitted to the high school student

and have interfered with his making a choice to teach.

Teachers must accept their responsibility in recruitment.

Inadequate salaries offer a serious obstacle to

the entry of our more able young people into the teaching

profession. Any attempt to raise the standards of teaching

without dealing realistically with the salary question

seems destined to fail.

Failure to utilize research findings is the third

reason offered by Elsbree and Reutter for the difficulties

Research has provided clues to the factorsin recruitment.

that predispose students toward teaching as a vocation, but

educators have neglected to avail themselves of this help.

Unfavorable public opinion or the current public

image of school teachers is a fourth obstacle in the way

20-30.PP-1 6Elsbree and Reutter, op. cit.,
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of procuring talented young men and women. Stereotypes
perpetrated through movies, television, novels and the

such must be modified through the efforts of a well-planned

campaign.

The final and perhaps the most important obstacle

to successful recruitment relates to the apathy of the

local teachers' associations toward the recruitment problem.

Examination of the programs of these organizations reveal

little concern for what could easily be the most important

factor in the future welfare of their members. Local

associations must include recruitment as anteachers'

integral part of their program and make a concerted attack

on the problem.
A recent study of the factors influencing the career

choice of prospective teachers found that two factors were

the most influential.
working with children and the desire to impart knowledge.

contributions to make in developing these assets of young

people.

They were the altruistic motives of
17

17Raymond B. Fox, “Factors Influencing the Career 
Choice of Prospective Teachers," The Journal of Teacher 
Education, XII (December, 1961), 427-32.

In both of these areas, all members of the profession have
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With the problem of recruitment that faces educa

tion established, the next area to be discussed will be

the procedures involved in the obtaining of personnel by

local school systems.

The perfect method for the selection of teachers
18in a school system has not been devised. This admission.

however, should not deter us in efforts to constantly

improve selection programs through study of prevailing

practices and trends, through the application of pertinent

research findings, and through continuing research efforts.

It shall be the purpose here to establish from these sources

certain principles that are basic in selection procedures.

Prior to being concerned with the actual selection

process, the employer must have definitely in mind the

Thischaracteristics of the position that is vacant.

information corresponds to the job description in industry.

Through the cooperation of the first-line supervisor and

An early text in industrial personnel

calls this phase of selection, knowledge of job

123.

263.19Pigors and Myers, op.

the employment department, industry knows exactly the type
19 job to be filled.

i 8Chandler and Petty, op. cit., p.

cit., p.
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requirements, and states that the employer should know the

operating content of the work, its special requirements in

terms of skill or training, length of learning period,

and if the position leads to advance-

Castetter questions the lack of extensive adoption

of position analysis or description on the part of public

(1) facili-schools and maintains that they would help to:

tate recruitment, selection, and placement; (2) point up

overlapping and duplication of functions; (3) provide a

basis for compensation planning; (4) enable personnel to

understand their duties and responsibilities; (5) clarify

organizational relationships; (6) determine staffing

adequacy; (7) provide a basis for budgeting personnel

(8) make available information for decisions relatingneeds;

It is apparent thatappraisal of personnel performance.

the job description is of use throughout the personnel

function.

Allied closely with the analysis of the position

119.

to transfer and promotion; and (9) furnish a guide for
21

terms of employment, 
. 20 ment.

20Ordway Tead and Henry C. Metcalf, Personnel 
Administration (New York: McGraw-Hill Book Company, Inc., 
1933) , p. 65.

21 Castetter, op. cit., p.
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to be employed.

to what constitutes desirable teaching qualifications.

research findings, is about the only guide available to
..22the practicing administrator. One can find numerous

lists of qualifications. One report, based on several

years of study at Teachers College, Columbia University,

makes the following suggestion:

Physical and emotional good health, community- 
mindedness, regard for individual pupils, adequacy 
of training, understanding of educational issues, 
stability and maturity, variety in the composite 
staff background, an adequate proportion of men are 
points established by these studies as being perti
nent to the administrator considering staffing 
problems of his system.

Teachers who are aware of community restraints, 
who are active in non-school community organiza
tions, but not too active, who continue to "take 
courses," who have plans to remain for some time in 
the community, who are a product of a school system 
other than the one employing them, who are beyond 
the foolish enthusiasms of youth but have the con
fidence of veterans, and who have traveled rather 
extensively, go to plays, and buy books, are likely 
to be good risks for the employing system.23

There is a wide divergence of opinion as

23Donald H. Ross (ed.) and others, Administration 
for Adaptability (New York: Metropolitan School Study 
Council, Teachers College, Columbia University, 1951), 
Vol. II, p. 3.

are the qualifications that will be required of the person

One source admits that "opinion, rather than validated

22Chandler and Petty, op. cit., p. 123.
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The employing school system would profit by

utilizing these broad qualifications at any time a prospec

tive teacher is being considered for employment, but there

other items that might be of importance for a particularare

position. These might include age.

The employer should be cautioned

that too rigid requirements could result in the elimination

of many excellent candidates from consideration for a posi

tion .

Another preliminary step to the actual selection

process for the superintendent of schools is to make an

analysis of existing staff resources in the light of many

of the characteristics mentioned above. Elsbree and

recommend that the central office should possess

information sufficient to show the distribution of teachers

by states and regions, by sex, by age, by teacher prepara

tory institutions and by prior teaching experience. This

knowledge will enable the superintendent to more intelli

gently fill the resource gaps in the present staff.

Numerous approaches are made to selection of

126.P-

70-71.PP-

25 Reutter

24Chandler and Petty, op. cit. ,

sex, special skills, or
. u 24even marital status.

25Elsbree and Reutter, op. cit.,
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teachers by the different school systems. Unfortunately,
most often, the procedure consists of contacting nearby

placement bureaus for recommendations and by accepting

applications from persons within the system or from others

The

this. maintain that it is of long-

range and immediate concern to administrators and promising

candidates should be sought during the entire year. A

realistic and effective selection program recognizes three

(1) high professional standards attract high-things:

caliber individuals; (2) the intensity of the search for

candidates is related to the prevailing relationship

between supply and demand; (3) desirable working conditions

57-58.pp.

129.

(including adequate teacher salaries) and wholesome com-

bility of having various geographic areas represented in a

26 „Ibid.,

well organized selection program goes much further than
27 Chandler and Petty

27Chandler and Petty, op. cit., p. 127.

In the discussion of a balanced staff, the desira-

munity attitudes toward education attract well qualified
, 28teachers.

2 6 who are aware that a particular vacancy exists.

28Ibid., p.
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school system was intimated. This can be accomplished only

through recruiting to that end. Furthermore as these con-

institutions should be supplied with carefully prepared

information that will enable the prospective candidate to

Selection of personnel thus becomes a two way

the prospective teacher is appraised by theprocess:

school system and the school system is appraised by the

In this kind of approach the superintendent willteacher.

often find that principals and teachers in the school where

involved in the selection procedure.

It has been established above that the employer

should know generally the characteristics that he seeks in

It then follows that there must bea prospective teacher.

devices designed to reveal the information sought from the

104.P-

the teacher may be placed are key people and should be
30

29J. P. Carlo, "Teacher Selection," National 
Association of Secondary Principals Bulletin, 43: 183—88,
September, 1959.

Of) - _Campbell, Corbally and Ramseyer, op. cit..

a systematic procedure that will provide data-gathering

tacts are made, the placement bureaus of teacher training

have an accurate picture of the job opportunity and the
29 school system.
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applicant. The application blanks, recommendation forms.

examinations, interviews, and other procedures should be

fashioned to yield data and observations on the charac-
31teristics under consideration.

A final concern in obtaining personnel is that of

promotion from within the ranks to a vacant position or

going outside the system to seek candidates. Morphet,

Johns and Reller state:

32

The following summarizes those principles which

underlie the recruitment and selection of personnel in a

school system.
All parts of the school system including the1.

instructional staff, and localadministration,

192-93.cit. , PP-
352.P-

Most school systems have accepted the desira
bility of promoting from within the system when 
equally competent people are available. Large 
systems with large personnel resources tend to 
promote from within more generally than smaller 
systems. Even large systems at times reach 
outside, seeking people with different backgrounds 
and experiences. It must be recognized that 
systems do become ingrown, but it also must be 
recognized that failure to promote from within may 
be unjust and impair morale. The principle of 
seeking the most promising person for the situa
tion must be observed in promotion practice.32

31Castetter, op.
o oMorphet, Johns and Reller, op. cit..
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teachers' association have a responsibility in

regard to recruitment.

2. There should be developed a job description for

each position in the school system to facilitate

recruitment, selection, and placement.

3 . A list of qualifications of the individual to fill

a particular position should be prepared, but the

requirements should not be so rigid as to eliminate

promising candidates.

The superintendent of schools is responsible for4.

having made an analysis of existing staff resources

in order that the selection of new teachers will

result in total staff balance.
Recruitment and selection should be a continuous5 .
process conducted over a wide geographic area.

Placement bureaus should be supplied with carefully6.
prepared information that will enable the prospec

tive candidate to have an accurate picture of both

the job opportunity and the school system.
All members of the professional staff should be7 .
involved as much as is feasible in the selection

procedure.
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8. systematic selection procedure

that will include data-gathering devices designed

to reveal the desired information.

9. Local staff members should be given preference in

filling vacant positions, but candidates should

also be sought from outside the system.

Utilizing Personnel

At the conclusion of the selection procedure, the

teacher is frequently not aware of her specific assignment,

especially in the larger school systems. If the personnel

resources have been carefully analyzed as has been suggested

in the previous section, the candidate will have been

selected to fill a known gap and her assignment will be

governed by her qualifications to meet the demands of the

particular job.

mention two abuses of assign

ment procedure found in many school systems. The first is

that sometimes in making assignments sufficient attention

is not given to the wishes of the teacher concerned. In

the interest of morale, the employer should try to satisfy

the desires of the new appointee as far as this is possible

There should be a

33 Elsbree and Reutter

3 3Elsbree and Reutter, op. cit., pp. 95-96.
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without sacrificing efficiency. A second serious mistake

made in the assignment of

large class or possibly assign her to a school noted for

its disciplinary problems. This is inexcusable and shows

a lack of concern for both the teacher and children.

Induction or orientation is an important step in

the process of moving from employment to the satisfaction

Castetter emphasizes theof teaching in the classroom.

importance of the induction procedure in the following:

The orientation may consist of a number of dif-

Included in the program could beferent activities.

mailing materials about the community and its school system

223 .

immediately upon appointment, holding sessions for a day or

a new teacher is to give her a

Induction may be defined as a systematic organi
zation effort to minimize problems confronting new 
personnel so that they can contribute maximally to 
the work of the school while realizing personal and 
professional satisfaction. A school system can 
recruit and select personnel, but until these indi
viduals become fully cognizant of the work to be 
performed, as well as the environment in which it 
is to be performed, they cannot be expected to con
tribute maximally to the goals of an enterprise. 
Administrative attention to induction problems is a 
relatively recent undertaking, and its importance is 
becoming increasingly appreciated by all organiza
tions of whatever purpose.34

more prior to the opening of school, appointing a "buddy"

34Castetter, op. cit., p.



29

central office staff on a variety of subjects of interest

to the beginning teacher. Often much of the orientation

program is the responsibility of the local teachers'

It should be emphasized that the activities

planned should be varied so that the needs of all the

teachers beginning in the system are satisfied. The help

that a recent college graduate requires is quite different

from that needed by a more experienced teacher.

An important aspect of staff utilization is the

consideration of the work load of each member of the

With an adequate number of staff members thefaculty.
total load may be distributed so that each teacher will

his fair share and there will be no overloading of acarry
One source suggests the use of one offew individuals.

several formulas to measure definitely the load equivalent

of each activity to which teachers are assigned. It should

that no teacher load formula has beenbe noted, however,

351.P.
cit. , 422-23.PP-

or a team of teachers in the school to assist the new

developed that gives proper consideration to the many
36 intangibles of the different activities.

. _ 35association.

teacher, and holding conferences by the principal or

35 Morphet, Johns, and Reller, 
3 6 Chandler and Petty, op.
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the professional quality and reliability of staff personnel

has been previously emphasized. Also of importance is the

placing of the proper person in the correct position. When

these two phases of the personnel function have been accom

plished, the teacher should then be allowed to pursue her

It is not

the purpose here to discuss the forces that interfere with

academic freedom, but rather to emphasize that the teacher

should have the greatest freedom possible in her methods

of instruction.

After

pointtrator's function, Campbell, Corbally, and Ramseyer

out the actual practices of the status leader can do much

to shape the attitudes and feelings of the staff and in

either increases or limits the effectiveness ofdoing so.

These authors also emphasize thethe work that is done.

290-93.

67 .P-
100-112.

stating this simple, but important phase of the adminis-
39

The value of sound selection procedure to ensure

39Ibid., pp.

37 profession without fear of undue censorship.

Educational administration has only one basic pur-
38 pose, that of facilitating teaching and learning.

opCampbell, Corbally, and Ramseyer, op. cit..

3 7Elsbree and Reutter, op■ cit., pp.
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effect of the physical surroundings on the teaching-learning

This is an administrative responsibility andprocess.

should include concern not only for the classroom situation

but for teachers' rooms to allow for rest and lesson prepa

ration as well.

A major emphasis in the administration of personnel

in industry is the handling of grievances.

companies where it is found, provide machinery to aid the

employer in the satisfaction of complaints, but also in non

union firms, provision must be made to provide for this
40personnel function.

three types are differentiated according to content. The

first type of complaint referred to tangible objects in

terms that could be defined by any competent employee and

This might be acould be tested by physical procedures.

machine out of order in industry or a lack of instructional

supplies in a school situation.

A second kind of complaint was based partly on

241.
41.

In a study of employee complaints,
41

F. J. Roethlesberger and W. J. Dickson, Manage
ment and the Worker (Cambridge, Mass.: Harvard University 
Press, 1939), pp. 225-69.

sensory experience but depended primarily on the attendant.

The union, in

4°Pigors and Myers, op. cit., p.
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subjective reactions. This might involve personal deci

sions on the part of the worker regarding the environment

or perhaps the nature of his work.

The final type of complaint mentioned in this study

had to do with the hopes and fears of the employees. This

kind of complaint is more subjective than the second and

to be understood would involve knowledge of the context from

which the employee developed the grievance.

By way of comparison and to note the similarities

between grievances occurring in a school and the types

listed above. the following are typical examples of com

plaints of school employees. Included are complaints about

Failure to provide a grievance procedure in a

school system will result in a worse situation than that

Any well-caused by the initial problem of the employee.

conceived plan for the settlement of grievances should

begin with the complainant face-to-face with his immediate

supervisor and if satisfaction is not obtained, provisions

42Willard Spalding, Organizing the Personnel of a 
Democratic School System, National Society for the Study 
of Education, 45th Yearbook (Chicago: University of 
Chicago Press, 1946), p. 72.

the salary schedule, extra-curricular duties, methods of
42 rating, and immediate supervisors.
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should be present to allow the complaint to go to the

officer next in line in the school system and finally, the

committee of arbitration if the other procedures have not

achieved results. in addition to

explaining the above procedure, also mention several advan

tages of its use. These include the use of established

precedents to reduce the number of conflicting opinions;

impartiality is more likely; consideration of pertinent

facts is ensured; and most of the petty complaints are

eliminated.

A final consideration of the utilization of per-

Thissonnel is the transfer program of a school system.

is closely associated with the desire of a superintendent

Theto achieve balance among the teachers in each school.

possibility of transfer offers many opportunities to

improve the service and satisfactions of the individual

teacher and to improve the educational service, however.

the program must be carefully developed and administered

When a transfer is effected

cit. , 354.P-
and Reller, 354.P-

in order that transfer privileges are not abused by either
44 teachers or administrators.

43 Elsbree and Reutter

employee should be able to present his grievance to a

43Elsbree and Reutter, op.
44Morphet, Johns, op. cit.,
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that results in a happier, better adjusted teacher, it is
the children who will benefit most.

The following principles are a basis for the

successful utilization of personnel in

1. The assignment procedure of a school system should

be based on a knowledge of present personnel

resources and positions to be filled, understanding

of the qualifications and preferences of the candi-

each classroom.

An orientation program should be planned and2.

implemented that will provide for the professional,

employees.

The work load for teachers should be distributed3.

After careful selection and orientation, the4.
teacher should then be given the greatest freedom

in her teaching of children.

School administration exists only to facilitate5.
the teaching-learning process.

There should be a definite policy in a school6.
system that will allow for the resolution of

a school system.

so that each teacher will carry his fair share.

date, and a desire to place the best teacher in

emotional, social, and personal needs of new
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grievances as close to the level of the employee

as possible.

7. Requests for transfers should be granted when they

are in the best interests of the teacher. school
system, and pupils.

Compensating Personnel

Competent teachers are often attracted to a school

system for reasons other than financial returns, however.

even a casual observer will realize that,

better the salary policies of a school, the better the
45qualifications of the teachers employed in that school.

There are other phases of compensation that must be con

sidered in order to gain

in a discussion of the

factors involved in the relatively lower level of salaries

in education point to the law of supply and demand as being

225.cit., P-op.
46.

York:
127-29.PP-

B. J. Chandler, Education and the Teacher (New 
Dodd, Mead and Company, 1961), p. 343.

a true picture of its effect upon

45Chandler and Petty,

47 Elsbree and Reutter

the staff of a particular school system, but the basis of
46a teacher's economic status is income received.

^Elsbree and Reutter, op. cit. ,

as a rule, the
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important. Discriminating boards of education will always

seek the better qualified candidate for a position and

will pay the highest possible salary. Unfortunately, how-

there are many school boards that are satisfied toever,

employ teachers who meet the bare technical requirements

of certification and who lack the qualifications essential

for high-level performance. This willingness to accept the

less qualified candidate results in an increase of the

supply and a decrease of the demand for the better qualified

Other

salary determinants mentioned by these authors include

activities of teacher organizations; marked variation in

than three-quarters of our public school teachers are

women.

presents six trendsthe amount actually paid.

that reflect the economic status of teachers, present and

future.
From 1929 toSalaries have gradually increased.1.

344-45.cit. , pp.op.

state certification requirements; and the fact that more

moving and the rate of progress are almost as important as
48 Chandler

48Chandler,

teacher, thus hindering efforts to increase salaries.

The direction in which teachers' salaries are
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1960, salaries increased four-fold and there is

every reason to believe that this trend upward

will continue.

2.

salaries of all wage earners has remained fairly

In 1929 the average teaching salary ofconstant.

$1400 compared favorably with $1405 average for

all persons working for wages and salaries. In

1953 the averages stood at $3615 for teachers and

$3590 for all wage earners.

The gap between average salaries for elementary3.

and secondary teachers has been closing. In 1930-

31 the average salary for elementary teachers was

By 1957$1866 and $2412 for high school teachers.

the respective averages stood at $4025 and $4560.

Most states have adopted minimum salary schedules4.
Thirty-five states have establishedfor teachers,

by statute or state regulation a minimum salary

for teachers.
The practice of salary differentials based on sex5.

In 1961 less than 20 per

cent of school systems made a difference in men's

and women's salaries purely on the basis of sex,

or race has declined.

The relationship between teachers' salaries and the
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while in 1941, about half the systems provided for
such a differential. Negro teachers were paid less

than white teachers in 55 per cent of the school

systems in 1941, but by 1960 this percentage had

dropped to less than 10 per cent.

6. Salaries for beginning teachers have increased more

than average salaries. In order to compete for the

systems to increase salaries for beginning teachers

faster than for teachers already in service.

When one accepts the importance of salaries to the

welfare of teachers, it is obvious that the framing of poli

cies on salaries is a fundamental part of school administra-

The adoption of a salary schedule is a necessity in

establishing a uniform salary policy in a school system.

There were many problems in salary negotiation in

school systems until after the beginning of this century.

in a recent study mention three phases

Company,

50Joseph A. Kershaw and Roland N. McKean, Teacher 
Shortages and Salary Schedules (New York: McGraw-Hill Book

Inc., 1962), pp. 21-22.

50 Kershaw and McKean

49 Harold E. Moore and Newell B. Walters, Personnel 
Administration in Education (New York: Harper and Brothers, 
1955), p. 257.

49 tion.

better candidates, the tendency has been for school
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of salary scheduling. The first was the bargaining between

the individual teacher and the school board. In the second

phase, there was a movement toward a schedule based on the

position occupied by the individual. This often resulted

in different salaries between grades and high school

teachers receiving greater income than those at the elemen

tary level. The third phase has come to be known as the

single salary schedule. This provides for a teacher's

salary to depend on her professional qualifications rather

than on the school level or assignment.

Moore and Walters give a clear explanation of an

adequate schedule.

An important part of salary schedule-making is the

determination of the manner of proceeding from the minimum

The increments must be sufficientlyto maximum salary.

spaced to encourage the teacher's remaining in the system,

cit. , 259 .P-

A salary schedule sets the amounts of salary 
that teachers with given levels of preparation and 
experience in given salary classes will be paid. 
It establishes the minimum and maximum salaries and 
provides for an orderly process for getting from 
the minimum to the maximum through annual increments. 
The beginning salary and salary advances are deter
mined by uniform rules and not by influence or 51 persuasion.

51Moore and Walters, op.
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but short enough to enable him to achieve the maximum
52salary within a reasonable length of time. The typical

53salary schedule contains twelve to thirteen increments.

A further consideration in the application of the

salary schedule is the inclusion in salary policies provi

sion governing prior experience credit. Generally it is

found that only a fractional part of the prior experience

is allowable for salary purposes. in

their discussion of salary policies find good arguments

The difficulty inboth for and against this approach.

appraising outside experience is mentioned along with the

fact that limiting the amount of prior experience helps to

these authorsOn the other hand,curtail teacher turnover.

point out that quantitative evaluation of outside experience

is unfair and there is such a thing as a staff that is too

More important is that members of a professionstable.
should be able to move to new localities without suffering

With the apparent disagreementundue financial penalties.

149.

54 Chandler and Petty

52Leo M. Chamberlain and Leslie W. Kindred, The 
Teacher and School Organization (Engelwood Cliffs, N. J.: 
Prentice-Hall, Inc., 1958), pp. 152-53.

53Castetter, op. cit., p.
54Chandler and Petty, op. cit., pp. 244-45.
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regarding prior experience among the authorities and in

actual practice. it would seem logical to suggest that

each local system must make its decision regarding the

matter in the light of its own particular conditions.

Fringe benefits have become an integral part of

the employer-employee relationship. We find this to be

true in the business world to a greater degree than in the

Because of the inherent differences

between education and other fields of employment, certain

benefits are not applicable to the teaching profession.

These include incentive and suggestion awards, profit

pointsemployee discounts.

to this difference and delineates five separate areas of

fringe benefits applicable to education. These are group

health insurance, income protection during disability,

group life insurance, personal time off and self improve-

For the purpose of developing

principles to enable one to assess the personnel policies

55Jack H. Kleinmann, Fringe Benefits for Public 
School Personnel (New York: Bureau of Publications, 
Teachers College, Columbia University, 1962), p. 1.

56t1_. .Ibid.

sharing plans, business-volume bonuses, stock options, and
56 A recent study by Kleinmann

field of education.

ment, and retirement.
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of a school system, the two forms of insurance will be

sidered in the final section of this chapter.

group of public school teachers in Dallas, Texas, who

discovered that their individual salaries were not equal

to the financial burden of a prolonged hospitalization. A

plan was worked out with Baylor University Hospital to

with a 33 per cent discount for any longer stay. The

program has grown considerably, but has continued to be

supported for the most part by contributors, often through

Boards of education have

cooperated in providing for payroll deductions and in some

cases paying for part of the premiums, however, Elsbree
58and Reutter point out that this is illegal in some states.

Addington in a recent study, found that the superintendents

that he interviewed thought that such an expenditure of

2.
172.

provide full coverage of hospital expenses for three weeks,
57

Group health insurance was originated in 1931 by a

discussed together and retirement benefits will be con-

public funds would be a wise investment in that there would

58Elsbree and Reutter, op■

57T1_. Ibid., p.

teachers' associations.

cit., p.
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Professional organizations

have also been active in this area in making low cost life

insurance available to its members.

An attractive aspect of group insurance and any

sound fringe benefit is that the employee can have these

advantages at a much less cost than if he had received an

increase in salary. It should be pointed out, however.

that a program of fringe benefits is not meant to replace

an adequate salary.

Group health insurance provides for the total or

partial payment of medical expenses arising from a dis

ability, but in order for an employee to be secure in his

work, provisions should be made for the continuance of his

income through at least
School systems almost universally provide fordisability.

59

314-15.pp.

a reasonable part of the period of

6 0Moore and Walters,

C. L. Addington, "A Review of Research on Human 
Relations in Business and Industrial Personnel Administra
tion with Implications for Educational Personnel Adminis
tration,1' (Unpublished Ph. D. dissertation, School of 
Education, University of Indiana, 1961), p. 234.

Group life insurance also gives the employee a

be better care of the teacher's family.59

sense of security and is often the only provision that 

person makes for his family.

op. cit.,
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reported in

1939 that a sick-leave plan based on the accumulation of

days rewarded most those teachers who were absent least

and placed a premium upon the teacher's being in the class

room whatever the condition of her health. This is a valid

point, but in 1962, Kleinmann wrote that 92 per cent of

the cumulative plan.

Leaves of absence for purposes other than illness

are less often prescribed by statute or included in local

These include leaves for professionalboard policies.

suggests that thought should alsosonal matters.
be given to the paying of expenses to professional meetings

for the growth of the teacher as well as for the improve

ment of the educational program.

51-52.PP-

York:
63. 64.Kleinmann, op. cit., p.

61 ,,Kleinmann,

development, professional service, civic duties, and per-

64 Gorman

62 Elsbree

the districts polled by N. E. A. in a personnel survey used

63

62Willard S. Elsbree, The American Teacher (New 
American Book Company, 1939), p. 495.

64B. W. Gorman, "Personnel Policies and the Teacher 
Shortage," American School Board Journal, 132 (April, 
1956), 34-36.

income continuation during disability through paid sick-
61 leave, generally at full salary.

op. cit.,
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Principles that are basic to the compensation of

personnel are:

1. Boards of education have

entire profession in seeking the best qualified

candidate and paying him the best possible salary.

2. All positions in a school system should be covered

by a salary schedule that establishes minimum and

maximum salaries and makes provisions for annual

increments for a reasonable number of years.

Board of education policies concerning initial and3 .

advanced professional preparation and pertinent

experience must be reflected in the application of

the salary schedule.

Various forms of group insurance should be made4.

available to staff personnel with the fullest

possible participation by the board of education

both in the administration of the program and in

the financial support of it.

Provision should be made for a reasonable annual5 .
period of paid sick leave on a cumulative basis.

Short paid leaves for specified personal reasons6.
should be provided staff personnel.

a responsibility to the
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Developing Personnel

After a professional staff member has beem employed

by a school system, it is only natural to expect that

necessary for the particular position. As fast-moving as

our world is today, knowledge acquired in one moment may

not be valid in the next. The teacher's responsibility in

this regard is expressed by Chandler and Petty in this way.

“Change, which should mean progress, makes it imperative

to educational progress by growing in service.

Although it is the responsibility of the individual

to grow professionally. the creation of conditions to

promote this growth is an obligation of the chief executive,

In emphasizing thehis staff and the board of education.

importance of this joint responsibility, Castetter states:

182.

that teachers keep abreast of developments and contribute
.,65

employee to continue to improve the capabilities that are

In sum, the chief executive must have unsplin
tered authority to make certain that the school 
system will be staffed today and tomorrow with 
personnel who will contribute maximally to the 
purposes of the enterprise. The contribution of 
the board of education to this end is the estab
lishment of policy which gives full-scale backing 
to the chief executive to create imaginative

65Chandler and Petty, op. cit., p.
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In-service training programs had their origin in

There is evidence that there was a variety of

Modern in-service education if it is to be effec

tive must involve all possible phases of the world in which

after defining in-servicewe live.

education as the process of learning in regard to the

actual teaching problems of the teacher list the following

in-service educational opportunities:

Conferences with supervisors or others following1.
their observations of the teacher at work.

Observation of a demonstration by another teacher2.

255.

361.

362.

Inc. ,

approaches to the problems of in-service educa— 
This is a prerequisite for staff improve-tion. ' 

ment.^6

66Castetter, op. cit., p.

69J. Galen Saylor and William M. Alexander, 
Curriculum Planning (New York: Rinehart and Company, 
1954), pp. 567-68.

the teachers 1 institute which by 1860 was a going concern

69 Saylor and Alexander

67„, .Elsbree,

resources and methods utilized in these early attempts to
68 improve the teacher while in service.

with many states appropriating public funds for its 
x. 67 support.

op. cit., p.

Ibid., p.
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or supervisor.

3 .

problems of concern.

4. Travel to secure firsthand information about

processes, places, and people included in the

scope of the curriculum.

5. Participation in professional meetings and con

ferences .

6. Attendance at programs of a general educational

nature.

Study of the community and its institutions.7.

The importance of the teacher's continuing to improve is

established and no method to accomplish this should be

neglected.

The most popular concept of leadership today is

that it must interact with others in a group situation in

The in-service development

gain experience that will enable them to assume positions

of greater responsibility provides a real service to the

As individuals participate as members ofschool system.

85.P-

Study of professional publications bearing on

program that provides opportunities for staff personnel to

70 order to be effective.

70Morphet, Johns and Reller, op. cit. ,
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study groups and exert leadership as committee chairmen,

they will become able to make a greater contribution to the

entire school community.

Evaluation is an integral part of the educative

The evaluation of teacher growth and performanceprocess.

is one of the most controversial areas in school adminis-

but just as it is necessary in the determination

of pupil progress, it is also required in the assessment of

a program of staff development. Classroom teachers have

not objected as vigorously to the use of evaluation for the

purpose of improving teacher growth as they have its use as
72 This discussiona means for determining salary promotion.

will be concerned with the former and will not become

involved in the controversy of merit pay.

The evaluation of teaching may be done in a variety

Chandlerof ways and by one or more of several persons.

that it may be done by school administra-say

teachers themselves, parents andtors and supervisors,

pupils, or cooperatively by combinations of these groups.

cit. , 235 .P.
235-36.

73 and Petty

• 71tration,

72Ibid., pp.

71Elsbree and Reutter, op.

73Chandler and Petty, op. cit., p. 261.
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Most often, it is found that rating is done by the imme

diate superior, but it would be better to include other

devices such as self and group evaluation. These authors

maintain that the cooperative approach involving a variety

of methods and persons will result in a strengthened

teaching program and will more nearly ensure that the

security of the individual teacher is maintained. It is

most important that the person being evaluated is fully

aware of his major strengths and weaknesses and when he is

directly involved in the process, this will be the case.

Much of what has been said above can be applied

both to the probationary teacher and to the teacher who is

since the former is not on permanent

suggestsystematically appraised.

keeping a cumulative record on each teacher's performance

as this will provide

strengths and weaknesses than can be obtained from super

visory observations extending over a very limited period

of time.
Staff personnel need sound physical and mental

cit. , 247.P-

a much more reliable record of

status, he and his work should be closely supervised and
74 Elsbree and Reutter

on tenure, however,

74Elsbree and Reutter, op.
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health to make their maximum contribution to the growth of
boys and girls. Much attention has been given to instruc

tion in health and safety and to the conditions within the

building, but there has been only superficial consideration

given to the health of the school employee with whom
75children come in daily contact.

Moore and Walters make the following recommendations

to assure healthy school employees.

This

These authors further recommend that through the partici

pation of all of the staff members, a health program that

would call for periodic physical examinations should be

evolved.
A system of personnel records is essential for

cit. , 310.P-op.

310-11.pp.

75Moore and Walters,
76TV_ •Ibid.,

The first step to assure this is by careful 
screening at the time of original employment. ' 
may involve inspection of college attendance and 
health records and careful observation of the 
general appearance of the individual. A thorough 
health examination by competent medical advisers to 
rule out those who are physically or mentally unfit 
for school employment should be made. The staff 
physician or medical adviser should certify to the 
superintendent that the candidate is in good health 
before recommending employment. While it is more 
difficult to appraise mental than physical health, 
every effort should be made to be sure that the 
prospective employee is mentally sound.76
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77efficient school administration. Elsbree and Reutter

point out that there has been no uniform system of record

keeping developed, but the information that can be gathered

in this way can be used in a number of ways. Data bearing

on employee qualifications, salaries,

in-service growth can be obtained from the personnel

records. Another important use will be by supervisors and

administrators, as this information will enable them to

structive relationship.

The authors suggest that a folder be maintained for

All pertinent material should be placed ineach teacher.

this folder with the exception of confidential information.

It is most important that data of this type should be

placed in a file that is open only to the superintendent

of schools and the board of education.

In a discussion of the development of personnel.

it is essential that sabbatical leave be considered. It

is defined as any legal plan approved by a school system

or

granted

cit. , 253-61.PP-

permitted under state law whereby a teacher may be

know the teachers better and will make possible a more con-

77Elsbree and Reutter, op.

a leave of absence for a semester or a school year

sick leave, and
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Various

methods are used in the different school systems in the

granting of leave, but usually a period of seven to ten

years of service is required before teacher is eligible.a

In the majority of systems granting leaves, teachers

emphasizes that a leave plan should

not be considered an end in itself, a collateral benefit,

generous gesture of the board of education. The

investment is made on the assumption that it will ulti

mately produce conditions of employment conducive to the

There must be policiesimprovement of instruction.

developed by the board of education that will be based

The authorupon conditions in the particular system.

suggests that with improved instruction as the primary

purpose in granting leaves, the policies should provide

adequate financial support and

procedures involved, including the obligations of the

recipient.

170-71.
304-14.cit., pp.

a clear statement of the

80 Castetter

nor a

cit., p. 170 .
79Ibid., pp.

79 receive no compensation.

7 8 Chamberlain and Kindred, op.

8 0Castetter, op■

7 8 for the purpose of study, travel, or health.
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No discussion of the growth of personnel would be

complete without consideration of the professional organi

zations . Elsbree emphasizes the importance of the

teachers' association in the following:

One unusual characteristic of the teaching profes

sion is its great number of organizations. More than 500

national and regional educational associations exist. Even

on the state level there are over 100 without counting the

It would be impossible to

gauge the tremendous effect these organizations have on

the local school system and since the primary concern here

this discussion will be confinedis the staff personnel,

lists the following common purposes of

They include (1) in-service educationlocal associations.

499.op ■

249 .

256.

Teachers' associations have played a unique part 
in the improvement of the teaching personnel and in 
the advancement of public education. While their 
efforts have been devoted largely to the economic 
and social betterment of their own members, they 
have championed many causes purely in the interest 
of child welfare.81

81Elsbree,

83 Chandler

82 various local associations.

to the local teachers' association.

83Ibid., p.

cit., p.

cit., p.8 2Chandler, op.
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of members; (2) teacher participation in policy develop

ment; (3) building of esprit de corps among the profes

sional staff; (4) promoting legislation favorable to educa

tion; (5) promoting community interest in and support of

educational progress; (6) stimulating professional initia

tive and spirit; and (7) providing support for state and

national programs.

This author further points out that teachers'

associations at all levels need to be made more effective.

Their potential contributions to the improvement of the

The effective local teachers1 association

must have the enthusiastic support of the superintendent,

The following principles form a basis for the

evaluation of a school system's program of personnel

development.

1.
education are responsible for the creation of a

comprehensive program that will foster the con

tinuing professional development of all personnel.

84 . ,Ibid.

teaching profession are yet to be realized in most
84 instances.

board of education, and the teachers themselves.

The superintendent, his staff, and the board of
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2. The in-service training program should consist of

attained.

3. The development of leadership on the part of indi

viduals is an important part of the training

program.

4. Evaluation of the staff is essential in a program

of personnel development.

Evaluation should be flexible and include a variety5.

of approaches by more than one supervisor.

The person being evaluated should be involved in6.

the procedure and at no time should the teacher

feel that her security is threatened because of

the process that is used for the evaluation.

The school system should have a well-planned health7 .

program for staff personnel.

A permanent, comprehensive cumulative personnel8.
folder for each staff member should be maintained.

but with confidential information filed separately

and made available only to authorized personnel.

Sabbatical leaves for staff personnel should be9 .
provided for professional improvement and the

so that maximum growth of personnel might be

a wide variety of media, resources, and experiences
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program should be based on policies of the board

that outline the qualifications for applicants,

financial participation by the school system, and

the obligations of the recipients.

10. There should be an active local teachers1 associa

tion receiving the enthusiastic support of the

superintendent, board of education, and teachers.

Separating Personnel

The separation of personnel is the final considera

tion of the personnel function of a school system. This

dismissaldiscussion will be divided into three parts:

transfer to another school system or profession,for cause,

and retirement.

Cases of dismissal will be minimized if the proper

procedures of selection and assignment that were described

Also during theearlier in this chapter are utilized.

period of probation, careful attention to aiding in the

development of the beginning teacher will reduce the number

A strong in-service development programof dismissals.
will enable the teacher to overcome weaknesses. In effect.

healthy program of personnel administration will solvea
of the teacher's problems before they reach the stagemany
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of requiring the dismissal of the individual.

Regardless of the safeguards taken, cases requiring

Rigors

offer the following steps of disciplinary

procedure in industry that have application here.

1. Preliminary investigation

2. An informal, friendly talk

3. An oral warning or reprimand

4. A written or official warning

5. a last resort, discharge

This is given here to illustrate the value of the superior's

working with the employee to point out deficiencies and

In the industrial plant andpossible ways to correct them.

the loss of a trained employee harms thein the school,

The close working relationindividual and the employer.

ship in a school creates the ideal situation in which to

help the teacher correct mistakes.

When the dismissal of a teacher who is on tenure

is necessary, certain procedures are required by law. The

first requirement of tenure procedure is that the teacher

notice that the board of education intends to

330.

be given a

Penalty or as

dismissal do arise in all employment situations.
. .. 85and Myers

85Pigors and Myers, op. cit., p.
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institute dismissal proceedings.

must accompany the notice. Charges are not sent to the
86teacher in Alabama, but may be requested.

The right to a hearing on the charges is the

greatest protection of tenure. The hearing is to determine

whether the acts or omissions did occur, and if so, whether

they constitute grounds for dismissal. The hearing must be

conducted fairly and must follow both the expression of the

law and the requirements of "due process," because it is

just as important for the welfare of schools that the board

not be prevented from removing an unsatisfactory teacher

because of its failure to observe a technicality as it is
87that the teacher not be dismissed unjustly.

Causes for dismissal are rather vague in some

The most commonly accepted causes are incompetency,states.

insubordination, immorality, neglect of duty, and abolition

Another essential part of tenure procedure is the
initial adverse decision. Theright for appeal from an

87TX_ ■ Ibid.

cit., pp. 192-95.

88Chandler and Petty, op. cit., pp. 300-301.

In some states, reasons

. . 88of a position.

86Elsbree and Reutter, op.
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better tenure laws establish

existing educational agencies, or to a tenure commission.

In any event, appeal is possible, however, it should be

and illegal actions of boards and will protect constitu

tional rights of teachers, but it will not ordinarily

Transfers and promotions within a school system have

been discussed in the section dealing with the utilization

Closely allied with this is the responsi-of personnel.

bility of the superintendent and supervisor to furnish, when

requested, factual and honest statements concerning staff

Every employee should have the right to advancemembers.

professionally and if the opportunity does not present

Provision for the health and welfare of persons who

53.P.

a definite appeal procedure.

cit., pp. 197-98.ogElsbree and Reutter, op.

itself in the school system in which he is employed, he

substitute its judgment for that of legally constituted
89school bodies.

noted that, as a rule, a court will nullify capricious

should receive the support of his superiors in seeking a
90 

position in another situation.

9°Elsbree and Reutter and Associates, op. cit..

with the possibilities being directly to the courts, to
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withdraw from service because of age, years of service, or

Elsbree reports that retirement

probably had its beginning in education with a Massachusetts

The principal concern of the personnel administrator

in regard to the retiring employee is to help him be pre

pared to enjoy retirement when it comes. Adjustment to

this change can be facilitated if the person who is retiring

Moore and Walters main-is aware of all that is involved.

tain that a satisfactory period of life can be achieved if

the following needs are met:

1.

2 .

3 .

4.

5.

458.

schoolmaster being voted a pension as early as 1671 and a

retirement system for teachers was initiated in 1869 by a
92 group of New York City teachers.

disability appears to be one of the values to which our
91 society is committed.

91Castetter, op. cit., p. 354.
92Elsbree, op.

A regular income or other financial resources 
sufficient to provide independence and a sense 
of security.
An occupation, avocation, or absorbing hobby 
compatible with physical capacity.
A pleasant place to live which will not put a 
strain on health, pocketbook, or emotions.
A feeling of being useful through personal or 
community service.
The conservation of health.
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6. others, and the

The personnel function of school system should includea

provisions to aid employees in each of these areas.

In the separation of personnel, the following

principles are basic.

1. Prior to a decision to institute dismissal proceed

ings against staff member, every effort should be

made to help the person understand and correct the

deficiency.

Definite procedures following the expression of2 .

the law and the requirements of due process should

be utilized in dismissing personnel who have com

pleted satisfactorily

Administrative and supervisory personnel should be3 .
prepared to furnish, when requested, factual and

honest statements concerning anyone for whose work

they have responsibility.

4.

retirement.

301.

a probationary period.

Included in the personnel function should be a

Q OMoore and Walters, op.

program for the preparation of personnel for

cit., p.

A positive attitude toward self, 
world.53



CHAPTER III

ANALYSIS OF STAFF PERSONNEL

Huntsville City Schools

The instructional personnel of the Huntsville City

Schools number 997. The distribution of teachers and

principals by race and by elementary and secondary schools

is shown in the table below.

TABLE 1

Total

17 3619White Principals
367 865498White Teachers

2 42Negro Principals
40 9252Negro Teachers

426 997571Total

Source of Data:

63

NUMBERS OF INSTRUCTIONAL PERSONNEL IN THE 
HUNTSVILLE SCHOOLS

Records on file in the office of the 
Huntsville City Board of Education.

Elementary
Schools

Secondary
Schools
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Table 2 shows the tremendous growth experienced by

A

comparison of the figures in 1954-55 and 1964-65 shows that

the number of instructional personnel has increased 712%

Ages of Instructional Personnel

A study of the distribution of ages in the Hunts

ville School System shows that white secondary teachers

have a median age of slightly over 31 and the white elemen-

median age of between 32 and 33.

Negro secondary teachers have a median age of slightly

less than 38 and the Negro elementary teachers have a

Table 3 shows anmedian age of between 42 and 43.

excellent balance between youth and age despite the

necessity of employing relatively large numbers of recent

college graduates to meet the demands of increasing enroll

ment .

Area of College Attendance
Table 4 shows that Huntsville teachers received

Of the 367

Number of Instructional 
Personnel

a ten year period.

tary teachers have a

over an eleven year period.

the Huntsville City Schools over

their training in a large geographic area.
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white secondary teachers, 53.2% received their education in

Alabama while 46.8% attended college outside the state.

TABLE 4

AREA OF COLLEGE ATTENDANCE

Alabama

9 8 0

67196 104

4510

98154246

011

111118

101

4642

185289523Total

Source of Data:

White Elementary
Teachers

White Secondary 
Principals

White Secondary
Teachers

White Elementary 
Principals

Negro Secondary
Teachers

Negro Elementary 
Principals

Negro Elementary
Teachers

Negro Secondary 
Principals

Questionnaires completed by the instruc
tional personnel in Huntsville Schools.

Southeastern
United States3

Outside of 
Southeastern 
United States

aincludes states of North Carolina, South Carolina, 
Georgia, Tennessee, Mississippi, Louisiana, and Florida.
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in that of a 498 total, 49.4% were educated in the state

of Alabama and 50.6% outside. A study of the Negro

teachers shows that 45.0% of the secondary teachers studied

in Alabama and 55.0% outside. The percentages for the

Negro elementary teachers are 80.8% inside the state and

19.2% outside. Of the total number of teachers in the

system, 52.5% attended college in Alabama; 29.0% in the

southeastern states; and 18.5% outside the southeast.

Table 5 shows the certification status of the

Fortunately, thereHuntsville instructional personnel.

are comparatively few teachers holding sub-standard

This is especially significant in view ofcertificates.

the large number of teachers that has been employed in

recent years.

Table 6 shows the percentage of college graduates

A healthy increase of 8.1% in the number of whiteperiod.

is noted from 1954-55 to 1963-64. The datadegree teachers

Per Cent of Teachers 
With Degrees

Certification of Instructional 
Personnel

employed in the Huntsville City Schools over a ten year

This is slightly different for white elementary teachers
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concerning the Negro teachers varied but slightly during

the period.

TABLE 6

PER CENT ACCORDING TO COLLEGE TRAINING IN GRADES 1-12

100.0 017.81954-55 82.2
100.0 01955-56 80.3 19.7

0100.017.31956-57 82.7
0100.013.986.11957-58

1.798.313.087.01958-59
2.797.311.588.51959-60
1.498.611.788.31960-61
1.198.99.590.51961-62
1.198.910.189.91962-63
1.198.99.790.31963-64

Source of Data:

Teaching Experience

and 8 show the teaching experience of theTables 7

instructional personnel employed in Huntsville. The median

teaching experience for the white secondaryof totalyears

White
Degree Non-degree

Negro
Degree Non-degree

Annual reports of the Alabama State 
Department of Education, 1954-1963. 
Records on file in the Alabama State 
Department of Education, 1963-1964.
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teachers is 6.3 with 3.4 of these years having been

acquired in Huntsville. The median of total experience

for the white elementary teachers is 6.6 with a 3.4 median

for the experience in the present system. The median years

of total teaching experience for the Negro secondary

teachers is 12.1 with 4.8 years having been acquired in

Huntsville. The median of total experience for the Negro

elementary teacher is 15.4 with a 7.7 median for the

experience in the present system.

The tremendous growth of the Huntsville City Schools

prevents any generalizations regarding holding power among

the white teachers.

is small turnover among the Negro teachers.

Sex and Marital Status

Table 9 shows the number of men and women in the

various levels of the schools of the Huntsville City

Most of the men are found in the secondary schoolsSystem.

with 23.1% of the white teachers in this area being men
There are onlyand 37.5% of the Negro teachers as men.

five male elementary teachers in the entire system and it

would be desirable for additional men to be employed for

the upper elementary grades.

There is evidence, however, that there
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TABLE 9

SEX AND MARITAL STATUS OF INSTRUCTIONAL PERSONNEL

Married

0 17 0 0

18 67 66 216

0 8 1 10

1150 1 382

0 00 2

2232 13

02 00

39940
66919411420Total

Source of Data:

Madison County Schools

The instructional personnel of the Madison County
The distribution of teachers andSchools number 420.

and by elementary and secondary schools

Negro Elementary
Principals

White Secondary
Teachers

White Elementary
Principals

White Elementary
Teachers

Negro Secondary
Teachers

Negro Elementary
Teachers

White Secondary 
Principals

Negro Secondary 
Principals

Questionnaires completed by the instruc
tional personnel in the Huntsville Schools.

Male 
Single

principals by race

Female
Single Married
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is shown in the table below.

TABLE 10

Total

White Principals 14 5 19

White Teachers 80 273193

91Negro Principals 8

1192495Negro Teachers

420110310Total

Source of Data:

Table 11 shows the changes in the number of instruc-

The decrease oftional personnel during
from 1954-55 to 1963-64 is explained by the16 teachers

This is particularlyexpansion of the city of Huntsville.

noticeable in the drop of 119 teachers from 1955-56 to

1956-57.

NUMBERS OF INSTRUCTIONAL PERSONNEL
IN MADISON COUNTY SCHOOLS

Records on file in the office of the 
Madison County Board of Education.

Secondary
Schools

Number of Instructional 
Personnel

Elementary3
Schools

aincludes all schools having grades one through 
six; one through eight; and one through nine.

a ten year period.
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A study of the distribution of ages in the Madison

County School System shows that white secondary teachers

a median age of between 35 and 36 and white elementary

teachers have a median age of nearly 42. Negro secondary

teachers have a median age of slightly more than 32 and

the Negro elementary teachers have a median age of slightly

less than 40. Table 12 shows an excellent balance between

youth and age at all levels in the Madison County School

System.

Area of College Attendance

Table 13 shows that 71.4% of the instructional per

sonnel in the Madison County School System attended college

in the state of Alabama; 23.6% attended in the southeastern

Whitestates; and 5.0% attended outside this area.

teachers received their college education over a wider
Of the totalgeographic area than did the Negro teachers.

33.0% receivedwhite secondary and elementary teachers,

only 13.4% of the Negro teachers left the state to attend

college.

Ages of Instructional 
Personnel

their college education outside the state of Alabama, while
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TABLE 13

AREA OF COLLEGE ATTENDANCE

Alabama

5

353 24

77

954130

1

2517

116

6386
2199300Total

Georgia,

Source of Data:

White Elementary
Teachers

White Elementary
Prineipals

Negro Elementary
Teachers

White Secondary 
Principals

White Secondary
Teachers

Negro Secondary 
Principals

Negro Secondary
Teachers

Negro Elementary 
Principals

Questionnaires completed by the instruc
tional personnel in the Madison County 
Schools.

Southeastern
United States3

Outside of 
Southeastern 
United States

aincludes states of North Carolina, South Carolina, 
Tennessee, Mississippi, Louisiana, and Florida.
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Table 14 shows the certification status of the

Madison County instructional personnel. Requiring immediate

attention is the up-grading of the certification of white

elementary teachers as 46.6% of this group possess sub

standard certificates. With the exception of three other

tificates.

TABLE 14

EmergencyC D EAA A B

5

6218

1148

1137 9338815

1

186

44

1868
38 935 1126265Total

Source of Data:

White Secondary
Principals

White Secondary 
Teachers

White Elementary
Principals

White Elementary 
Teachers

Negro Secondary
Principals

Negro Secondary 
Teachers

Negro Elementary
Principals

Negro Elementary 
Teachers

CERTIFICATION OF INSTRUCTIONAL PERSONNEL 
BY RANK OF CERTIFICATE

Questionnaires completed by the instruc
tional personnel in Madison County Schools.

Certification of Instructional 
Personnel

cases, all other instructional personnel have A or B cer-
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As further evidence of the necessity of work in

improving teacher qualifications is the relative lack of

improvement of the number of degree teachers in the system.

Table 15 shows the percentage of college graduates employed

in the Madison County School System over a ten year period.

TABLE 15

PER CENT ACCORDING TO COLLEGE TRAINING IN GRADES 1-12

86.6 13.41954-55 62.1 37.9
6.91955-56 35.9 93.164.1

94.3 5.71956-57 37.262.8
96.0 4.036.463.61957-58
96.1 3.932.91958-59 67.1

2.997.134.365.71959-60
2.897.229.570.51960-61

97.4 2.631.568.51961-62
95.0 5.034.066.01962-63
92.1 7.933.466.61963-64

Source of Data:

Per Cent of Teachers 
With Degrees

Annual Reports of the Alabama State 
Department of Education, 1954-1963. 
Records on file in the Alabama State 
Department of Education, 1963-1964.

Negro
Degree Non-degree

White
Degree Non-degree
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Teaching Experience

Tables 16 and 17 show the teaching experience of

the instructional personnel employed in Madison County.

The median years of total teaching experience for the white

secondary teachers is 8.0 with 4.2 of these years having

been acquired in Madison County. The median of total

experience for the white elementary teachers is 11.6 with

a 4.9 median for the experience in the present system. The

median years of total teaching experience for the Negro

secondary teachers is 8.1 with 3.3 years having been

acquired in Madison County. The median of total experience

the Negro elementary teacher is 14.3 with a 13.5 medianfor

for the experience in the present system.

Holding power among teachers appears to be best in

Ordinarily this wouldelementary grades of both races.the

be interpreted as

personnel, however, when it is considered that 46.6% of the

white elementary teachers possess sub-standard certificates,

the desirability of holding teachers becomes somewhat less.

Sex and Marital Status

Table 18 shows the number of men and women in the

levels of the Madison County School System. Sincevarious

an indication of superior instructional
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eight and nine grade schools are considered as elementary

schools in these data, the 53 men listed as being in

elementary work are actually employed for the most part in

junior high grades and some consideration should be given

to placing men in upper elementary positions.

TABLE 18

SEX AND MARITAL STATUS OF INSTRUCTIONAL PERSONNEL

Married

5

3492710

131

15 1412710

1

2 1453

53

1512 644
4195 25331Total

Source of Data:

White Elementary
Principals

White Elementary
Teachers

White Secondary 
Principals

White Secondary
Teachers

Negro Secondary
Teachers

Negro Elementary
Principals

Negro Elementary
Teachers

Negro Secondary 
Principals

Questionnaires completed by the instruc
tional personnel in the Madison County 
Schools.

Male 
Single

Female
Single Married



CHAPTER IV

EVALUATION OF PERSONNEL POLICIES,

PROCEDURES, AND PRACTICES

County School Systems will be divided into the six general

areas mentioned in Chapter II. Each of the systems will

be treated separately. Definite recommendations for the

improvement of the personnel function may be found at the

conclusion of the discussion for each of the school

systems.

Huntsville City Schools

The discussion of any phase of the Huntsville

School System will be affected by consideration of its

This istremendous growth during the past few years.

especially true of the personnel administration of the

The number of instructional personnel alonesystem.

increased from 140 in 1954-55 to 997 in 1964-65. This is

attempt to excuse the lack of many of

86
not mentioned as an

The assessment of the personnel policies, proce

dures, and practices of the Huntsville City and Madison
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the accepted procedures and practices, but rather to offer

an explanation for the relative slowness with which these
procedures and practices have been adopted. It is evident

in the school system that certain shortcomings in the

personnel function are recognized and plans are being

formulated to correct the situation.

The superintendent of the Huntsville City Schools

is responsible for personnel administration at the system

level and there is delegation only to building principals.

As will be seen later, the principals, particularly those

in junior and senior high schools, work with the superin

tendent in the employment of new teachers.

Building principals perform a valuable role in

Ideas from theinvolving the staff in policy formulation.

local school are carried to the system level by the prin

cipal for further consideration.

The lay citizenry is involved in the personnel

function in that in its interest in the system and its

desires for expanded services, the need for increased
The cooperation of the schools withpersonnel is created.

a lay group
example of the involvement of the lay

citizenry.

interested in aiding the handicapped is men

tioned as an
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recognized by the school system and efforts are underway
to correct this. The superintendent and assistant superin

tendent have reviewed the minutes of the board of education

and have selected those statements having a bearing in this

Principals have been asked to contribute ideas basedarea.

on their experience, training and feelings of their

teachers , From these efforts should come a comprehensive

statement of policy concerning the personnel function in

the Huntsville City Schools.

Lines of authority and responsibility are clearly

delineated in this school system and because of its size,

This factor alone makes itthis is an absolute necessity.

This should notneeds of the teachers with whom he works.

be interpreted to mean that there is not a vital concern

for the individual in the central office, but rather that

in this size school system, the principal is better able

to express this concern.

Theassistant superintendent in charge of personnel.

superintendent has long been aware of this need and the

board of education has approved the employment of additional

mandatory that the principal assume responsibility for the

Plans have been made for the employment of an

The lack of adequate personnel policy has been
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staff. The possible duties of this individual may be found
in Appendix C of this study.

Obtaining Personnel

Recruitment of teachers in so far as this evalua

tion is concerned should be divided into two parts, for

the Huntsville School System is making no effort at all

while in the other, an excellent job is being

done.

Because of an evident lack of staff, the system

has made very little effort to attract applicants from the

different colleges and universities. This is unfortunate

because with an excellent salary schedule, modern schools,

and other attractive characteristics, the system could

compete for teachers in most areas of the United States.

The employment of a staff member responsible for personnel

should result in an active program of recruitment.

Efforts are made in three areas to encourage the

entry of high school seniors into the profession of

Future Teacher of America Clubs are present inteaching.

all three high schools and the city-wide Parent Teacher

Association gives a scholarship each year to a student who

The president of the local teachers'plans to teach.

in one area,
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association indicated that this organization was considering
some organized program of recruitment of high school seniors

for the profession. Probably the most influential efforts
being made in this are those by the classroom teachersarea

themselves as they work with students.

No job descriptions have been developed in this

school system. This will be a necessity for all positions

as efforts are made to improve recruitment,

placement.

The qualifications for a particular position are

prepared by the principal with the cooperation of the

The jobsuperintendent at the time a vacancy occurs.

descriptions mentioned above would provide greater con-

prospective employee.

A further function of personnel administration not

being performed in the Huntsville System is that of

This is neces-analyzing periodically the existing staff.

total staff balance in terms of age, sex,

experience, training, and other desirable characteristics.

chapter of this

study, should be useful to the newly employed director of

personnel as he prepares to recruit teachers for the

sary to ensure

sistency in arriving at the qualifications desired in a

selection, and

This analysis, contained in the third
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1965-66 school year.

Table 4 in Chapter III shows that Huntsville

teachers received their training in

with nearly half of the total number being educatedarea

outside the state of Alabama. It should be pointed out,

however, that this has not been due to recruitment, but

rather to the movement of people into the area from other

states. It might be re-emphasized that with the many

excellent selling points of this area and the school

system, active recruiting will result in an even wider

geographic representation on the staff.

The selection of teachers for the junior and

senior high schools is a joint function of each principal

These principals are employedand the superintendent.

twelve months a year and are available to interview appli-

Elementary principals arecants during the summer months.

employed ten months a year and often are unable to talk

Becausewith a prospective teacher prior to employment.

of this, the superintendent or his assistant is frequently

the only person who has interviewed the new employee.

There is presently little selection in the true

a large geographic

the number of applications is almost the same as the needs.

sense of the word being done in the Huntsville System as
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To gather data concerning an applicant, three devices are

used. These are the application, recommendations, and
interview. If nothing is detected from the use of these

procedures to eliminate the applicant, he is employed.

Nearly 250 instructional personnel were employed for the

1964-65 school year. When this is considered, it is under

standable that, with a limited staff, more elaborate data-

gathering devices were not used.

In filling vacancies that occur in administrative

positions, first consideration is given to individuals

The rapid expansion ofalready employed in the system.

the school facilities has resulted in a number of such

Many of these have been filledpositions being available.

by local staff members while some candidates are sought

When a current analysis of thefrom outside the system.

staff is maintained and job descriptions are developed,

improved system of promotions will be possible.an

Utilizing Personnel

It is the responsibility of the principal in each

of the Huntsville schools to make the assignment of

specific duties to teachers, after their assignment to that

This is done with a knowledgeschool by the superintendent.
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of the qualifications of the teacher and the needs of the
particular situation.

There is considerable planning devoted to the

In the summer

of 1964,

Teachers' Association prepared a packet of materials that

was mailed to new teachers shortly after their employment.

Included in the packet was information concerning housing

a map of the city.

The Chamber of Commerce along with the professional organi

zations sponsor a reception for the new staff members each

At the system level, the orientation consists ofyear.

the explanation of requirements and responsibilities to

the central office and the completing of the various neces-

The remainder of the professional orientationsary forms.

is cared for in each individual school.

After a teacher has been employed and has had
social,provisions made for her professional, emotional,

and personal needs, the greatest freedom possible is then
There isgiven to her in the teaching of children.

interest expressed in the teacher's work both from parents

and from the administration, but there was no pressure

detected from either of these sources.

and social opportunities as well as

a committee composed of members of the Huntsville

orientation of new teachers in the system.
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Huntsville schools is the fact that all of the positions

of principal are supervisory in nature. In the larger

schools, to ensure that the instructional leaders are not

caught up in administrative details, assistant principals

have been employed. The principal in each school has

sufficient time to work with teachers.

No formal grievance procedure is established in

the school system, however, apparently all teachers and

administrators understand and approve of the informal

As indi-manner in which misunderstandings are resolved.

cated in the criteria developed in Chapter II, the

grievances should receive attention as near the level of

This is of even greaterthe employee as possible.

importance in a school system the size of Huntsville. Any

teacher problem first must be brought to the attention of

If this individual is not able tothe building principal.

effect a resolution of the difficulty, the employee is

then encouraged to seek help from the assistant superin

tendent or superintendent.

the centralTo facilitate requests for transfers,

office sends to the teacher each spring a form to be com

pleted indicating her desires for the coming school year.

A valuable aid to the instructional program in the
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It is at this time that an individual may request a
transfer to another school in the city. The decision con

cerning the transfer is made by the superintendent in the
light of what is best for the pupils, school system, and

teacher. Approximately 75% of the transfers that are

requested are granted.

Compensating Personnel

The employees of the Huntsville City Board of

Education are most fortunate in regard to the level of

salaries paid in this system. There is every evidence to

indicate that all staff members are paid the best possible

salary and there is ample reason to think that the Board

of Education takes pride in this fact and plans for it to

continue to be so.

The current salary schedule, adopted by the

Huntsville Board of Education on December 10, 1964, may be

This schedule establishes minimumfound in Appendix A.

and maximum salaries and makes provisions for annual incre-

An interesting feature of thisments through eleven steps.

though all properly verified fullschedule is that, even

the teacher receives another raise upon completion of six

years of experience are considered for salary purposes,
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years in the local system.

on the schedule and increases the teacher holding power of

the system through rewarding employees who wish to remain

in the system.

Plans are underway to formulate

for administrators. While there is an informal manner of

arriving at these salaries at the present, it is felt by

the superintendent that standardization of salaries that

would be brought on by a formal salary schedule is needed.

This will prove particularly useful in the future recruit

ment of administrators.

There is a need for added consideration of advanced

professional preparation and pertinent experience, including

both that in the classroom and in professional organization

When the new staffapplication of the salary schedule.

member in charge of personnel is employed, he might devote

his attention to working out further increments based on

criteria not fully considered in the present schedule.

Various forms of group insurance are made available

These include Blue Cross andto the staff personnel.

Protective Life, both health insurances, and Franklin Life,

The administration cooperates with thea life insurance.

a salary schedule

work, as well as that outside the school activities, in the

This constitutes a twelfth step
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employees and companies through the payroll deduction of
premiums. Participation in the credit union may also be
done in this manner. The only restriction placed on

payroll deductions by the board of education for these

four purposes is that the decision to have a particular

deduction must be made by the teacher at the beginning of

the school year and no change may be made during that

This seems entirely justified in view of the largeyear.

number of employees in the system.

The Huntsville City Schools participate in the

state sick leave program and no provisions have been made

The professional employeeto supplement its benefits.

receives one day sick leave for each of the nine months

This may accumulate up to 45 days.school is in session.

This system provides no paid leave for personal reasons.

Developing Personnel

and the board ofThe superintendent, his staff,

education recognize the value of a comprehensive program

that will foster the continuing professional development

Because of inadequate staff in theof all personnel.

central office, it is felt by the administration that

additional efforts need to be made in this area and plans
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Thought is being given to the employment of a staff
member to be in charge of curriculum development. This

person will supplement the efforts of the present elemen

tary supervisor and will give added emphasis to the

secondary program.

The in-service program in the junior and senior

high schools is confined to work in the local faculties.

The senior high schools are beginning programs that will

culminate in their reevaluation by the Southern Associa

tion of Colleges and Schools.

The elementary schools are engaged in a system-

wide program both in grade-level and subject matter groups.

In 1963-64, the principal emphasis of the elementary study

This year, 1964-65, it is arithmetic.was social studies.

to make the study as meaningful as possible. Two con

sultants are working with these teachers in the study of

arithmetic.

As was mentioned earlier in the study, supervising

principals are employed in all of the schools in the

These individuals have a great opportunity tosystem.

the professional growth of the teachers in eachencourage

are being made to that end.

A variety of media, resources, and experiences is provided
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school.

A valuable result of the professional training

programs at the system and local school levels has been

the identification of potential leaders. The opportunity

to participate in group activities has given training to

mitted their rapid promotion to positions of leadership.

The evaluation of the work of members of the

professional staff has been primarily the responsibility

of the building principal. The supervisor has been able

With the enlargementassist in the elementary school.to

the central office staff, this service to the profes-of

sional employees can be improved.

This school system does little in assisting in the

The provision concerninghealth problems of the staff.

the periodic chest x-ray is the only requirement in the

system regarding the health of the employees.

There is a folder on file in the central office

This contains thefor each of the professional personnel.

at this level.pertinent information necessary for use

With the expansion of the personnel function in the system,

sophisticated information will be needed in the per—more

This will enable the director of personnelsonnel folder.

these individuals and the growth of the system has per-
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to assess more intelligently individual capabilities and to
plan for future needs of the system.

There is no board policy dealing with sabbatical

leaves in this system, however. leaves are granted for

professional improvement, but without financial participa

tion on the part of the school system. Staff personnel

are encouraged to take part in their professional organiza

tions and substitutes are provided when attendance at

meetings is required.

The Huntsville Teachers Association is an active

organization that receives the enthusiastic support of the

Earliersuperintendent, board of education, and teachers.

in this chapter the activities of the association in regard

to the orientation of new teachers were discussed. Also

mentioned was the desire of the leadership of the associa

tion to become more involved in the recruitment of high

school students for the teaching profession. A further

indication of the health of the organization is the fact

that five of its members served as delegates at the 1964

annual convention of the National Education Association

Three of these individuals hadin Seattle, Washington.

This organi-their expenses paid by the local association.

zation plans to have eighteen delegates to attend the
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Delegate Assembly of the Alabama Education Association

The superintendent of the system

is at present serving on the Board of Trustees of the

Alabama Education Association and

school principals is a candidate for vice president

president elect of District VIII. The instructional per

sonnel of the Huntsville City Schools are to be commended

for their involvement in the professional organizations.

Separating Personnel

There is a feeling present among the administrators

and members of the board of education that the most

valuable asset of the school system is the instructional

When a member of this staff has a deficiency thatstaff.

interferes with the proper execution of his duties, every

effort is made to aid that individual to correct that

problem.

If the administration finds it impossible to help

an individual overcome a shortcoming, he is first given an

If the employeeopportunity to resign without prejudice.

dismissal proceedings are instituted.refuses to do so,

follow the expression of the law and the requirementsThese
and maintain a concern for the welfare ofof due process

one of the junior high

during this school year.
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the individual.

At the present time,

to advise teachers who are contemplating retirement.

Because of its growth in recent years, the number of

retirees has been small and these details could be handled

in private conferences. In looking to the future, such a

program should be initiated either in the central office

or by the teachers' association.

Recommendations

The administration is urged to continue with its1.

efforts in policy formulation and at an early date

have a comprehensive policy dealing with the per

sonnel function approved by the board of educa

tion.

The administration and board of education are2.

congratulated on the consideration being given to

the employment of

These plans should proceed as rapidlypersonnel.

possible in order to enable the new employeeas

to make the greatest possible contribution during

this school year and next.

There should be developed a broad program of3.

a staff member in charge of

there is no organized program
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recruitment and selection with the necessary sub-

the staff to more intelligently assess its per

sonnel requirements.

4. formal grievance procedure

be established and made known to all employees.

Morale is too important to be left to chance.

5. In staffing new schools, increased consideration

should be given to the transfer of teachers with

This will form a nucleusexperience in Huntsville.

upon which a more stable organization can be built.

In the preparation of future salary schedules,6.

thought should be given to the inclusion of incre

ments based on the AA certificate, doctorate,

participation in professional organizations,

specialized professional training, and educational

travel.

7.

increased number of persons should be involved in

an improved program of evaluation of instructional

personnel.

Plans should be made for the expansion of a health8.

program for all employees.

It is suggested that a

With the expansion of the central office staff, an

sidiary functions in the central office to enable
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9. The school system should consider a program pro

viding for sabbatical leaves for professional

improvement. Policies of the board should outline

the qualifications for applicants, financial par

ticipation by the school system, and the obliga

tions of the recipients.

Madison County Schools

The personnel function in the Madison County School

System is an activity shared by the superintendent, central

office staff, principals, and teachers. All staff members

are involved in the making and executing of policies.

Evidence of this is found in the board policies, which

states:

In addition to the group contacts included in the above

It shall be the deliberate policy of the Board 
to welcome teachers to as wide a participation in 
school affairs as is consistent with effective 
results. The Board, through the administration, 
therefore, shall invite teacher consultation, either 
through general meetings or through appropriate com
mittees appointed by the teachers, on all major 
matters affecting the educational program. It is, 
of course, recognized that the ultimate responsi
bility for educational policy is by law placed on 
the Board.

‘'‘Official Policies of the Madison County Board of 
Education.
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policy, teachers are encouraged to make suggestions through
the building principals that will result in an improved

educational program. This teacher-principal relationship

is the basis upon which most of the personnel function in

the school system is founded.

Utilization of lay citizenry in the formulation of

policy is found for the most part in the local school.

This is accomplished through the cooperation of the local

trustees and the principal and through the activities of

the Parent-Teacher Associations.

The personnel policies as approved by the board of

education provide guidelines which make for consistency of

purpose both in terms of long range considerations and

There is an apparent concern thatimmediate concerns.

nothing should be left to chance in ensuring that the staff

could operate with the maximum degree of efficiency.

The administration and the board of education

through its policy demonstrate

individual, his psychological needs and his worth and

In practice, it is the principal who works withdignity.

the individual teachers in a manner that causes them to

feel a part of the complete program of education.

Board policy and actual practice clearly delineate

a vital concern for the
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lines of authority and responsibility. Teachers fully

rea^--*-ze that each principal is in charge of the school and

a problem should be discussed with him before going to the

central office. It is felt that this not only increases

each employee's feeling of security, but also causes the

principal to realize his responsibility in the local situa

tion .

The principal responsibility for the personnel

function at the system level is presently shared by the

superintendent, business manager, and supervisor. While

the school system is probably not of sufficient size to

staff member to deal solely

with personnel, there is an indication that the various

phases of personnel work do need to be consolidated under

Possibly consideration could be given toone person.

employing another person who would be responsible for

personnel and another phase of the program such as cur-

Appendix C lists the duties of the staffriculum planning.

member who would be in charge of personnel.

Obtaining Personnel

There has been relatively little system-wide

recruiting in recent years in the Madison County School

warrant the employment of a
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System. Individual principals have contacted placement

offices at the colleges and universities, but this has been

to fill particular vacancies in their school. This lack of

recruitment has been due primarily to the large increase in

population recently. The number of applications has for

the most part been sufficient to fill the vacancies. It

should be pointed out, however, that while excellent

teachers are often secured in this manner, a broader number

of applicants from which to select can result in a better

With its present salaryqualified instructional staff.

the Madison County School System should be ableschedule,

A staffto compete for the better qualified teachers.

member, responsible for the personnel function at the

system level, would be in position to begin an active

program of recruitment.

There are no job descriptions at the system level.

ThisEach principal is responsible for this in his school.

is a definite need for the system

As a position becomes vacant, the principal with

the aid of the supervisor is responsible for deciding upon

the qualifications to be sought in the person that is to

These qualifications are not so rigidfill the vacancy.

as a whole.

as to eliminate promising candidates.
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The principal, superintendent, and supervisor are
usually involved in the selection procedure. Data-

gathering devices that are utilized include the application,

recommendation, and the interview.

It is a practice in the school system to promote

those persons showing leadership qualities needed in the

position. If there is no one available, candidates are

then sought from outside the system.

Utilizing Personnel

The assignment of recently employed teachers is

the responsibility of the superintendent, supervisor, and

This is done on the basis of the qualifica-principals.

tions of the teacher and the needs of the particular situa-

desire to place the besttion. These efforts represent a

teacher in each classroom.

The orientation of teachers new to the Madison

The supervisor isCounty Schools consists of two parts.

responsible for meeting with this group prior to the

opening of schools in order to assist individuals in under

standing their responsibilities and to make adjustments to

The remainder of the orientation isa new school system.
Thereperformed in each school in a variety of ways.



109

utilized in orientation in order to assure that provision

is made for the professional, emotional, and social needs

of each individual.

After a teacher has been assigned and acquainted

with the demands of a particular position, she is then

given the greatest freedom possible in her teaching of

children. Emphasized in addition to this is that superior

effort on the part of the staff personnel is always com

mended . This is invaluable in its effect on morale.

Administration in Madison County Schools exists to

In the largerfacilitate the teaching-learning process.

schools, principals have no teaching responsibilities, thus

giving them ample time to

Unfortunately, in the smallerinstructional leader.

schools, the principal must teach a portion of the day.

This naturally limits his effectiveness in working with

the entire instructional program.

There is no formal grievance procedure in the

A teacher having some problem or misunder-school system.

standing should first talk with the local principal. If

the differences cannot be resolved at this level, the
Thisemployee is then free to go to the superintendent.

assume their proper role as

appears to be a need of evaluation of the procedures
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approach to the handling of grievances, though of an

informal nature, appears to be satisfactory to teachers

and administration. It might be suggested that the present

procedures should be incorporated into board of education

policies and communicated to the staff personnel. This

will allow new teachers and others not aware of the proce

dure to know of the proper channels to follow in the event

that some grievance should arise.

To facilitate requests for transfer, as well as for

resignations, forms are sent to the teachers in the spring

with the request that they indicate their desires for the

Decisions to allow transfers are basednext school year.

conferences with both principals and concern for theon

welfare of the students, the school system and the teacher

that is involved.

Compensating Personnel

The Madison County Board of Education is to be

commended for paying the best possible salary to its staff

This is evidenced by the five per cent raisepersonnel.

which was given this school year.

Both principals and teachers are covered by a

schedule that establishes minimum and maximumsalary
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salaries and makes provisions for

This schedule is contained in
Appendix B. Training and experience are the criteria upon

which teachers are paid. Thought might be given to the

possibility of considering other criteria than these two

in preparation of future salary schedules. Included might

be the AA certificate, participation in professional organi

zations, specialized professional training, and educational

travel.

Employees of the school system have a choice of

The administration author-five different insurance plans.

izes the deduction of premiums for all of the companies.

This appears to work a hardship on the central office.

Efforts should be initiated to reduce the number of deduc

tions .

The board of education does not participate finan-

Systems that have adoptedcially in any form of insurance.

this fringe benefit for their employees find that they are

Thisin a favorable position in competing for teachers.

might be worthy of consideration by the Madison County

Board of Education.

This system participates in the state sick leave

annual increments for a

reasonable number of years.

program and makes no provisions to supplement its benefits.
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Each staff member receives one day sick leave for each of

the nine months school is in session. This may accumulate

up to 45 days. provisions for paid leave for

personal reasons.

Developing Personnel

A comprehensive program of professional development

is underway in Madison County, but it is hampered by a lack

of central office staff. It is impossible to expect one

supervisor to give the instructional leadership to princi

pals and teachers that is needed.

In the consideration of professional development,

mention must be made of the necessity of up-grading the

certificates of the white elementary teachers. As was

pointed out in Chapter III, nearly half of these persons

This is a deplorablepossess sub-standard certificates.

situation and concerted effort should be made to correct

it.

In-service training programs are conducted at both

The principal with thethe school and system levels.

assistance of the supervisor is responsible for faculty

With only one supervisor instudy in the local school.

the central office, however, the greatest share of this

There are no
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responsibility falls to the principal. It is absolutely

essential that the administrator, especially under these

circumstances, assume his true role as leader of the

instructional program.

school day each

month for the system-wide in-service training program.

The major responsibility for this activity is vested in

the Planning Committee for In-Service Education. Each

school has a representative in this group and its purpose

is to give teachers a voice in the development of plans.

procedures, and regulations affecting in-service education.

The basic aim of this program is to deal with actual prob

lems existing in the school system and to bring to bear

the best educational thinking in the solution of these

There is evidence that a wide variety of media,problems.

Since there is an apparent lack of supervisory

personnel at the system level, consideration should be

given to the employment of at least one additional person

If funds are inadequate to add this personin this area.

and someone to work with personnel administration, perhaps

individual to work in both areas might provide thean

answer.

resources, and experiences are utilized in this program.

Teachers are given one-half of a
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The administration in the Madison County Schools

recognizes that the participation of personnel in study

potential. As individuals contribute and work with fellow

teachers, there is opportunity to discover those qualities

which should be present in the leader.

The building principal with the assistance of the

supervisor is responsible for the evaluation of the

instructional personnel in the individual school. The

procedures involved in this process will vary from school

This is further evidence of the need to expandto school.

It isthe supervisory staff in the central office.

unrealistic to expect one supervisor to even give a minimum

of assistance in the evaluation of the teachers in such a

A basic principle oflarge system.

is that more than one supervisor should employ a variety of

This is impossible underapproaches with each individual.

the present circumstances in the Madison County Schools.

The only phase of a health program presently in

The administration points out, however, that allx-ray.

personnel are observed and obvious defects of health are

The board of educationdiscussed with the individual.

a program of evaluation

use in the system is the requirement for a periodic chest

programs is one of the best ways to discover leadership
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should give consideration to the creation of a well-planned

health program.

The system maintains a personnel folder for each

staff member with the usual information of date of birth,

experience, certification, and assigned position included.

There is need for expansion of this function in order to

provide data for the analysis of the staff personnel in

order to be aware of the needs of each school and the

entire system.

Sabbatical leave is granted to employees for

professional improvement, but the board of education does

Provisionsnot participate financially in the program.

are made for staff members to attend professional meetings

without loss of pay.

active organization that receives the support of the

superintendent, board of education, and teachers. The

executive board of the association is active in the

planning of programs, makes decisions on policies to be

advocated, and designates expenditures for the association.

Other active committees include the Legislative Committee,

Public Relations Committee, Welfare Committee, Ethics Com

mittee and Professional Study and Research Committee.

The Madison County Teachers Association is an
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Separating Personnel

ings against a staff member, every effort is made to help

the person understand and correct the deficiency. This

sonnel. In the event of the problem being some personality

clash with another member of the staff, efforts are made to

transfer the person to some other situation. The rights of

the individual are protected when these unfortunate cir

cumstances occur.

When it is necessary to dismiss an employee, great

care is taken to ensure that definite procedures in keeping

Such a decision is made reluc-with the law are employed.

tantly, especially in the cases of personnel who are on

This person is fully informed as tocontinuing status.

his rights in the situation and is given an opportunity to

resign without prejudice.

The administrative and supervisory personnel, when

requested, furnish factual and honest statements concerning

for whose work they have responsibility.anyone

The Business Manager of the Madison County Schools

This is done eachconcerning their retirement benefits.

frequently involves the principal and central office per

assumes the responsibility of informing staff personnel

Prior to a decision to institute dismissal proceed-
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year at the Teachers' Institute and individuals are

encouraged to inquire at the central office for further

information. This present activity offers an excellent

program for the preparation of personnel for

retirement. Possibly the teachers' association could

become active in this area.

Recommendations

1. Board of education policies should be periodically

reviewed to assure consistency of purpose both in

terms of long range considerations and immediate

concerns.

The personnel function at the system level should2.

This may bebe under the direction of one person.

accomplished through the employment of new per

sonnel or through the rearrangement of the duties

of the present staff.

Many useful phases of personnel administration3 .

Among these are:should be started in the system.

job descriptions, analysis of existing staff

procedures.

There should be developed without delay a broad4.

resources, and standardization of the selection

basis for a
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program of recruitment.

definite upgrading of staff personnel.

5. In-service development programs should be continued

and strengthened. Particular emphasis should be

placed on non-degree elementary teachers' returning

to college for further study.

6. A formal grievance procedure should be established

and details of the plan communicated to all

employees.

7 . In the preparation of future salary schedules.

thought should be given to the inclusion of incre

ments based on the AA certificate, participation

in professional organizations, specialized profes

sional training, and educational travel.

An increased number of persons utilizing a variety8.

of approaches should be involved in an improved

There should be a well-planned health program for9.

all employees.

The Madison County Teachers Association is encour—10.

aged to become more active in professional activi—

Numerous projects are available to challengeties .

the leadership of this organization.

This will result in a

program of evaluation of instructional personnel.



CHAPTER V

SUMMARY

Personnel administration is defined as a staff

function of general educational administration that is

responsible for the development of sound procedures that

will enable all personnel to work toward the attainment

of common goals. Even though this is basic to the educa-

educational administration. In practice, if a planned

program of personnel administration is found in a school

tive functions, and in such performance, it often has been

Also lacking is researchsubordinated to other operations.

dealing with the personnel function in a school system.

One area of research in personnel administration

is the description of actual policies, procedures, and

In order to accu-practices in operating school systems.

rately perform this function, it is necessary for the

researcher to acquire or to develop criteria that will

allow for an intelligent assessment of the personnel

119

system, it is usually in connection with other administra-

tional process, it is one of the most neglected areas of
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function from the recruitment of the staff member through
his separation.

perform this function.

The Huntsville City School System has experienced

tremendous growth during the past few years.a The number

of instructional personnel alone has increased from 140 in

1954-55 to 997 in 1964-65. As a result of this rapid

growth, many of the accepted personnel procedures are not

found in the school system, however, plans are being

formulated to correct the situation.

The size of the central office staff has not kept

pace with the growth of the system and because of this, the

superintendent is solely responsible for the personnel

There are plans to employfunction at the system level.

additional staff members in the near future.

The administration and board of education are to

be commended for the superior salary schedule for employees

In view of this and other attributes, thein the system.
intensive recruitment program.

The personnel function in the Madison County School

central officeSystem is shared by the superintendent,
Through board policy,staff, principals, and teachers.

the board of education expresses its desire for the

staff is urged to launch an

Chapter II of this study is designed to
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involvement of all the professional staff in decisions

Unfortunately, however,

the central office is not sufficiently staffed to assume

its proper role in the personnel function. There is a

definite need for at least one additional staff member at

this level.

The salary schedule in effect in the system places

the administration in an excellent position to attract

superior teachers. A program of recruitment should be

begun without delay.

Coupled with this program should be renewed efforts

to up-grade the certification of the elementary teachers in

With the present salaries that are paid in thethe system.

Madison County Schools, every child should be taught by a

teacher with at least a bachelors degree.

Well-planned and well-executed personnel administra

tion in

The educational administratorteaching and learning occur.

should constantly assess personnel policies, procedures,

and practices to assure the best possible school systems.

affecting the educational program.

any school system is the basis upon which successful
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APPENDIX A

0 51 2 3 4

4900 5550I 5000 5100 54005250

II 4400 50504500 4600 4750 4900

III 40003400 3500 3600 38503750

3500IV 3000 3100 34003200 3300

2950V 2600 2700 29002750 2850

HUNTSVILLE CITY SCHOOLS 
TEACHER SALARY SCHEDULE 

1964-65
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APPENDIX A--Continued

6 117 8 109

5700 66005850 6000 6250 64006100

5150 6000585057005250 5400 5550

48004100 4550 470044504200 4350

415040503550 395038503650 3750

325032003000 31503050 3100

12 
max. with 
6 years in 
Huntsville
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APPENDIX B

0 31 2

5,330.854,993.80 5,106.15 5,218.50I

4,662.004,324.95II 4,437.30 4,549.65

3,656.103,324.30III 3,431.40 3,543.75

3,155.25IV 2,818.20 2,930.55 3,042.90

2,781.45V 2,607.15 2,663.85 2,722.65

MADISON COUNTY SCHOOLS
TEACHER SALARY SCHEDULE 

1964-65
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APPENDIX B—Continued

4 5 6 7 8

5,443.20 5,555.55 5,611.20 5,667.90 5,723.35

4,774.35 4,886.70 4,999.05 5,054.704,942.35

3,780.00 4,065.604,009.953,897.60 3,953.25

3,549.003,256.05 3,492.303,436.653,379.95

3,012.452,956.802,839.20 2,900.102,866.50
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appendix c

SUGGESTED JOB DESCRIPTION FOR DIRECTOR

Primary function:

Directly responsible to: Superintendent of Schools

Assigned responsibilities:

1.

2.

3.

4.

5.

6.

To plan and coordinate a program of wage and 
salary administration, including direction of 
necessary personnel research.

To develop plans and to coordinate a system-wide 
program for identifying and evaluating personnel 
with exceptional leadership characteristics.

To provide all staff personnel services required 
for the effective support of the instructional 
program.

To plan and recommend programs, policies, and 
goals for personnel activities.

To direct the operation and administration of the 
personnel program for the system.

To provide for a program of special services for 
all employees, including employee records, 
benefits, and morale.

To serve as the chief personnel officer 
of the system

Format for job description and assigned responsi
bilities provided by Assistant Superintendent, Personnel 
Division, San Diego, California City Schools.

OF PERSONNEL1
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7 .

8.

9.

a.

Selection of teacher personnel.b.

c.

d.

10.

To determine long and short-term needs of the 
system for certificated personnel.

Recruitment of teaching, administrative, super
visory, and specialist personnel.

Orientation and development of teaching, 
administrative, supervisory, and specialist 
positions.

Development of employee performance evaluation 
systems, forms, procedures, and analysis of 
results.

assist in employee grievance matters and to
sus-

To plan, direct, accomplish, and evaluate results 
of the certificated personnel program in the 
following areas:

To 
administer procedures relevant to demotion, 
pension, and dismissal.

To plan and recommend the organization, manpower 
requirements, budget, policies and procedures 
needed to meet personnel requirements effectively 
and promptly.
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