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A CK N O W LED G EM EN TS

I w is h  to  e x p r e s s  m y  d e e p e s t  a p p re c ia t io n  to  J a m e s  A. B ro u w e r 

fo r  a llo w in g  m e  to  c ro w d  in to  h is  a l r e a d y  b u sy  w o rk  sc h e d u le . T he 

e x p e r ie n c e s  and  c o n ta c ts  he  m a d e  a v a ila b le  have ad d ed  tre m e n d o u s ly  

to  m y  p r o f e s s io n a l  g ro w th . H e h a s  a ls o  g iv en  m e  a w e a lth  of p r in te d  

in fo rm a tio n  to  p la c e  in  m y  f i le s  f o r  fu tu re  u s e . B u t m o re  im p o r ta n t 

is  th e  e x a m p le  th a t  he s e t  fo r  h a rd  w o rk , a tte n tio n  to  d e ta i l  and  a 

s p e c ia l  s e n s i t iv i ty  to  th e  n e e d s  and  fe e lin g s  of the  p e o p le  w ith  w hom  

he w o rk s .

I  w ou ld  a ls o  l ik e  to  th a n k  m y  s u p e r in te n d e n t, J a m e s  E . T h o m a s , 

w ho r e t i r e d  J u ly  1 s t d u rin g  th e  in te rn s h ip ,  and o u r in c o m in g  s u p e r in 

te n d e n t, R o b e r t  B re n n e r ,  b o th  of w hom  pu t up w ith  th e  in co n v en ien ce  

of hav ing  th e i r  w o rk  sc h e d u le s  in te r r u p te d  by  m y sp en d in g  t im e  in 

E a s t  G ra n d  R a p id s .

T he E a s t  G ra n d  R ap id s  B o a rd  of E d u c a tio n  d e s e r v e s  a s p e c ia l  

th a n k s  f o r  open ing  th e  d o o rs  of th e i r  d i s t r i c t  to  m e .

L o r ra in e  K o lo se ik
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INTRODUCTION

I h av e  w o rk e d  fo r  th e  W ayland U nion S ch oo ls  fo r  tw e n ty -fiv e  

y e a r s .  I h a s  h i r e d  in  1952 a s  s e c r e ta r y  to  th e  su p e r in te n d e n t.

A t th a t t im e  th e  W ayland  schoo l s y s te m  h ad  a p p ro x im a te ly  720 

s tu d e n ts  and  w as  h o u sed  in  one b u ild in g , w h a t i s  now  u se d  a s  our 

M idd le  S choo l. T h e  te ac h in g  s ta ff  c o n s is te d  of tw e n ty -fo u r  te a c h e r s .  

W e h ad  a  h ig h  sch o o l p r in c ip a l and  a n  e le m e n ta ry  p r in c ip a l;  bo th  

s e rv e d  a s  p a r t - t i m e  te a c h e r s .  T he su p e r in te n d e n t a ls o  tau g h t one 

c la s s  in  c h e m is try .  I w as th e  e n t i r e  o ffice  s ta f f  p e rfo rm in g  su ch  

d u tie s  a s  m ak in g  ou t th e  p a y ro ll ,  p o s tin g  g e n e ra l  fund, ty p in g  c o r 

re s p o n d e n c y  a n sw e rin g  th e  te le p h o n e , tak in g  s tu d e n ts  ho m e who 

b e c a m e  i l l  a t  s ch o o l, and  o c c a s io n a lly  typ ing  t e s t s  fo r  te a c h e r s .

T he  d i s t r i c t  e x p e r ie n c e d  s tea d y  g ro w th  an d  in  1952 a  te n  ro o m  

e le m e n ta ry  sch o o l w as opened  and , in  1963, a n o th e r  th ir te e n  ro o m  

e le m e n ta ry  sch o o l w as added . The te ac h in g  s ta f f  h ad  expanded  to  

f o r ty - fo u r  te a c h e r s  and w e now had  a  fu l l - t im e  h ig h  sch o o l p r in c ip a l. 

T he s u p e r in te n d e n t, a f te r  se rv in g  th i r t y  y e a r s  in  th a t c ap a c ity , 

d e c id e d  to  r e t i r e .  To a s s i s t  th e  in co m in g  s u p e r in te n d e n t, he  s e rv e d  

h is  l a s t  y e a r  a s  e le m e n ta ry  p r in c ip a l and  b e c a m e  o u r f i r s t  fu l l - t im e  

e le m e n ta ry  p r in c ip a l.

In 1966 s e v e n  r u r a l  d i s t r i c t s  an n ex ed  to  th e  W ayland Union School 

d i s t r i c t  in c re a s in g  th e  s tu d en t p o p u la tio n  to  I, 960 and  ex tend ing  th e

1
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b o u n d a rie s  of th e  d i s t r i c t  to  in c lu d e  th e  v i l la g e s  of D o rr  and  M oline . 

T h e se  tow ns e a c h  had  an  e le m e n ta ry  schoo l.

In c re a s e d  s tu d e n t p o p u la tio n , r e s u lt in g  f ro m  new  h o u sing  and  

g ro w th  of th e  a r e a ,  ag a in  m a n d a te d  a d d itio n a l c la s s r o o m  s p a c e . In  

1972 a bond i s s u e  fo r  a new  h igh  sch o o l w as a p p ro v e d  by th e  c o m m u 

n ity . A s e p a ra te  bond is s u e  fo r  a sw im m in g  p oo l and  a u d ito r iu m  

ad d itio n  w as a p p ro v e d  a few  m o n th s  l a t e r .  T he h igh  sch o o l opened 

in  1974 and th e  o ld  h igh  sch o o l b e c a m e  th e  m id d le  sch o o l.

O ur p r e s e n t  s tu d e n t p o p u la tio n  is  2, 650 r e g u la r  s tu d e n ts  w ith  an 

a d u lt ed u ca tio n  p ro g r a m , a ls o  s e rv in g  th e  c o m m u n itie s  of H opkins 

and M a r tin , th a t  g ra d u a te d  fo r ty -e ig h t  a d u lt s tu d e n ts  th is  y e a r .

D u rin g  th is  t im e  I b eg an  to  ta k e  co lleg e  c o u r s e s  in  th e  f ie ld  of 

b u s in e s s  and g ra d u a te d  f ro m  G ran d  R ap id s  J r .  C o llege  in  1965, 

doing a l l  of m y  w o rk  th ro u g h  th e i r  n ig h t sch o o l p ro g ra m . I th en  

t r a n s f e r r e d  m y  c r e d i ts  to  W e s te rn  M ich ig an  U n iv e rs i ty . If  i t  had  

no t b een  fo r  th e  k in d n ess  and  u n d e rs ta n d in g  of o u r p r e s e n t  s u p e r in 

te n d e n t, J a m e s  E . T h o m a s , I w ould no t h av e  b e e n  ab le  to  c o m p le te  

th e  re q u ire m e n ts  fo r  a B a c h e lo r 's  D e g re e . S ince  W e s te rn  does n o t 

o ffe r a  co m p le te  u n d e rg ra d u a te  p ro g r a m  a t  n ig h t, he v e ry  g ra c io u s ly  

a llo w ed  m e  to  a d ju s t  m y  w o rk  sch ed u le  to  a llo w  so m e tim e  off d u rin g  

th e  day  and in  th e  s u m m e r . O v er th e  y e a r s  tw o  o th e r  s e c r e ta r i e s  

had  b een  h ire d  fo r  th e  c e n tr a l  o ffice  w h ich  a ls o  h e lp ed  m a k e  th is  

p o s s ib le . I r e c e iv e d  m y  B .B .A .  in  1970 and  M . A . in  E d u c a tio n a l
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L e a d e r s h ip  in  1972. S in ce  1972 I to o k  a d d itio n a l c la s s e s  f ro m  t im e  

to  t im e  to  in c r e a s e  m y  s k il ls  w ith  no in te n t o f ap p ly in g  th e s e  to  a n  

a d v an c e d  d e g re e . H o w ev er, s in c e  o u r  p re s e n t  s u p e r in te n d e n t is  

r e t i r i n g  th is  y e a r  I d e c id e d  to  h av e  m y  c o u rs e s  e v a lu a te d  an d  a p p ly  

fo r  th e  S p e c ia l is t  P r o g ra m . I w as a d m itte d  to  th e  S p e c ia l is t  P r o 

g ra m  in  th e  fa ll  o f 1976.

O v e r  th e  y e a r s  m y  job  r e s p o n s ib i l i t ie s  h av e  g row n  w ith  th e  

sch o o l s y s te m . In 1974 I w as n a m ed  D ir e c to r  o f F in a n c e  an d  

p la c e d  on th e  a d m in is tr a t iv e  s ta f f .

D ue to  th e  fa c t th a t  a l l  of m y  e x p e r ie n c e  i s  w ith  th e  W ayland  

sch o o l s y s te m  I w as an x io u s  to  do a n  in te rn s h ip  a t  a n o th e r  sch o o l 

to  g a in  a  b e t t e r  p e r s p e c t iv e  of sch o o l b u s in e s s  a d m in is tr a t io n .

I b e c a m e  a cq u a in te d  w ith  J a m e s  A. B ro u w e r , A s s is ta n t  S u p e r 

in te n d e n t fo r  B u s in e s s  a t  E a s t  G ran d  R ap id s  th ro u g h  G ran d  V a lley  

S choo l B u s in e s s  O ffic ia ls  of w h ich  w e b o th  a r e  m e m b e r s .  I knew  

h im  to  b e  an  o u ts tan d in g  sch o o l b u s in e s s  a d m in is t r a to r  f r o m  a 

s y s te m  w h e re  s ta n d a rd  fo r  e x c e lle n c e  i s  no t eq u a led  in  S o u th w e s te rn  

M ich ig an . H e i s  h a rd -w o rk in g  a n d  th o ro u g h  w ith  a  te n d e n c y  to w a rd  

p e r fe c t io n . H is b a ck g ro u n d  in c lu d e s  e x p e r ie n c e  in  b o th  ed u ca tio n  

an d  in d u s try ,  r a r e ly  found in  sch o o l b u s in e s s  o f f ic ia ls ,  b u t v i ta l  to  

a  c o m p le te  u n d e rs ta n d in g  of th e  p ro b le m s  of sch o o l b u s in e s s  a d m in 

i s t r a t io n ,  s in c e  te a c h in g  i s  an  a r t  th a t  m u s t so m ehow  b e  b ro u g h t 

w ith in  th e  co n fin es  of sound  b u s in e s s  p r a c t ic e .
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E a s t  G ra n d  R ap id s  is  c o m p a ra b le  in  s iz e  to  W ayland w ith  a p p ro x 

im a te ly  2900 s tu d e n ts .  B o th  d i s t r i c t s  h av e  fo u r  e le m e n ta ry  s c h o o ls , 

a ju n io r  h ig h  sch o o l and  a  h ig h  sch o o l. A ls o , E a s t  G ran d  R ap id s  is  

c lo s e  enough to  W ayland  to  m a k e  t r a v e l  b e tw ee n  d i s t r i c t s  f e a s ib le .

M y w o rk  y e a r  a llo w s fo r  a  one m o n th  v a c a tio n  p e r io d  in  th e  

s u m m e r .  I  d e c id e d  to  c a l l  J im  B ro u w e r to  se e  if  he  m ig h t p o s s ib ly  

b e  a b le  to  w o rk  an  in te rn s h ip  in to  h is  c ro w d ed  sch ed u le  d u rin g  th is  

t im e .  He s a id  he w ould  ta lk  -with D r. R ic h a rd  E . M u n s te rm a n  th e  n e x t 

d ay . He c a l le d  m e  b a c k  and  s a id  he h ad  m a d e  a r ra n g e m e n ts  w ith  

W e s te rn  and  a ls o  re c e iv e d  p e r m is s io n  f r o m  h is  b o a rd  and s u p e r in 

te n d e n t to  a llo w  m e  to  w o rk  a t  E a s t  G ra n d  R a p id s . R a th e r  th a n  be 

aw ay  f r o m  m y  jo b  fo r  a  c o m p le te  m o n th , m y  s u p e r in te n d e n t r e q u e s te d  

th a t  I s p l i t  m y  t im e  b e tw een  th e  tw o  s c h o o ls  to  a llo w  m e to  p e r f o r m  

so m e  s e r v ic e  fo r  W ay land . T h is  w as a g re e a b le  to  a l l  c o n c e rn e d .

I t  w as d e c id e d  th a t  th e  in te rn s h ip  sh o u ld  c o n s is t  of a c c o m p lis h 

ing  tw e lv e  b a s ic  g o a ls  and  th a t  I w ould sp en d  a s  m u ch  tim e  a t  E a s t  

G ra n d  R ap id s  a s  b o th  of o u r w o rk  sc h e d u le s  w ould  p e rm it .

A c c o rd in g ly , th e  in te rn s h ip  s ta r te d  on  M ay 31, 1977 w hen  I  

r e p o r te d  to  J im  B ro u w e r a t  E a s t  G ran d  R a p id s  P u b lic  S ch o o ls .
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LOG OF A C T IV IT IE S AND E X P E R IE N C E S

W eek  of M ay  31, 1977

.T uesday , M ay  31:

I m e t  w ith  M r. B ro u w e r in  h is  office  th is  m o rn in g . He in t r o 

d u ced  m e  to  D r. J e a n  M cG rew , S u p e rin ten d e n t of E a s t  Grand R ap id s  

P u b lic  S ch o o l, and  D r. G e o rg e  W oons, A s s is ta n t  S u p e rin te n d e n t fo r  

In s tru c t io n .  M r. B ro u w e r 's  o ffice  s ta f f  c o n s is te d  of M rs .  A r le n e  

P ra w d z ik , h is  s e c r e ta r y ,  M rs .  J a n e t  F r y l in g ,  H ead  B o o k k ee p e r, 

and  M r s .  J e a n n e  S m e d e s , A s s is ta n t  B o o k k ee p e r and  who is  in  c h a rg e  

of p o s tin g  T r u s t  and A gency  fu n d s . D r. W o o n s1 o ffice  s ta f f  c o n s is te d  

of M rs .  M a ry  M o sley , h is  s e c r e ta r y  and  M rs .  W in ifre d  P u n ts ,  w ho 

does m u ch  of th e  c o -o rd in a tin g  w o rk  b e tw een  th e  b u s in e s s  o ffice  and 

in s tru c t io n  o ffice . D r. M c G re w 's  s e c r e ta r y  is  M rs .  N ancy  S h e rk  

w ho is  re p la c in g  M rs . H e len  R ob ling  who is  r e t i r in g .  M r. B ro u w e r 

a ls o  in tro d u c e d  m e  to  M r. B e rn ie  V an d er W eide w ho d o es  p r in t in g  

fo r  th e  c e n t r a l  o ffice  and is  in  c h a rg e  of aud io  v is u a l  eq u ip m en t. I 

w as  th e n  ta k e n  on a to u r  of th e  c e n tr a l  o ffice  w a re h o u s e . I th e n  

sp e n t so m e  t im e  w ith  M r. B ro u w e r  d is c u s s in g  th e  p r o je c t  and  jo in ed  

h im  a t  R o ta ry .

In  th e  ev en in g  I jo in e d  M r. B ro u w e r and  M r. G a ry  M c ln e rn e y , 

a t to rn e y  fo r  th e  E a s t  G ran d  R ap id s  S e c r e ta r i e s '  A s s o c ia tio n  fo r  a
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d in n e r  m e e tin g  w h e re  th e y  d is c u s s e d  te r m s  of th e  c o n tra c t  and  

p o s s ib le  s e tt le m e n t.

W ed n esd ay , Ju n e  1:

In  th e  even in g  I a tte n d ed  a s p e c ia l  m e e tin g  of th e  E a s t  G ran d  

R ap id s  B o a rd  of E d u c a tio n . I  found th e  b o a rd  to  be w e ll in fo rm e d  

and k n o w led g eab le  on a l l  fa c e ts  of th e i r  s c h o o l 's  o p e ra tio n . T hey  

d e m an d , r e a d  and  u n d e rs ta n d  a  tre m e n d o u s  vo lu m e of in fo rm a tio n .

A t th is  m e e tin g  th e  su p e r in te n d e n t w as e v a lu a te d  a cc o rd in g  to  th e  

fo llow ing  e ig h t p r e -d e te rm in e d  g o a ls  and o b je c tiv e s .

1. E v a lu a tio n  of P e r s o n n e l

2. D eclin in g  E n ro llm e n t

3. P o lic y  R ev iew

4 . C u rr ic u lu m  A c c e s s m e n t

5. A d m in is tra t iv e  S a la r ie s

6. P h ilo so p h y  of A th le tic s

7 . T i tle  IX

8. B udget D ev e lo p m en t.

A s an  ex am p le  of th e i r  s o p h is tic a tio n , th e  b o a rd  fe l t  th e i r  ph ilo so p h y  

of budgeting  n e ed e d  so m e  ad d itio n a l w o rk .

T h u rsd a y , Ju n e  2:

A f te r  m e e tin g  w ith  D r . M u n s te rm a n  a t  W e s te rn  M ich igan  U n iv e r -
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s ity  y e s te rd a y , I  sp e n t so m e  tim e  in  th e  m o rn in g  th in k in g  ab o u t and 

ev a lu a tin g  v a r io u s  g o a ls  and  o b je c tiv e s  th a t  cou ld  be p u rs u e d  in  the  

in te rn s h ip . I th e n  w en t to  E a s t  Grand R ap id s  to  d is c u s s  th is  w ith  

M r. B ro u w e r . H e f e l t  th a t  th r e e  m a jo r  g o a ls  w e re  a l l  th a t  fe a s ib ly  

cou ld  be a c c o m p lish e d  w ith in  o u r t im e  p e r io d . In  a d d itio n  to  th e  

t h r e e  m a jo r  g o a ls  I  added  n in e  su b o rd in a te  g o a ls  fo r  a  g ra n d  to ta l  of 

tw e lv e  g o a ls .

A fte r  h av ing  co ffee  w ith  h is  o ffice  s ta f f , I  sp en t so m e  t im e  r e a d 

ing  v a r io u s  m a te r ia l s  M r. B ro u w e r had  g iv en  m e . He th e n  jo in e d  m e  

and  w e sp en t so m e  t im e  ta b u la tin g  an  e v a lu a tio n  of a  ta x  s h e l te r e d  

an n u ity  p ro g r a m  th a t  h a s  b een  n e g o tia te d  in to  th e  t e a c h e r s ' c o n tra c t  

a t  b o a rd  e x p en se . M r. B ro u w e r h a s  b een  g iv en  th e  r e s p o n s ib i l i ty  of 

w rit in g  s p e c if ic a t io n s , a c c e p tin g  b id s  and  d e te rm in in g  th e  b e s t  p r o 

g ra m  fo r  th e  b o a rd  to  adop t.

We then  sp e n t so m e t im e  d is c u s s in g  th e  fo r m  u se d  by  E a s t  G ran d  

R ap id s  fo r  e v a lu a tio n  of s e r v ic e  p e rs o n n e l.

I  jo in ed  M r. B ro u w e r f o r  lu n ch  and  w e d is c u s s e d  m a n a g e m e n t of 

th e  o ffice  s ta f f  in  E a s t  G ra n d  R ap id s  and W ay land . I  r e tu r n e d  to  

W ayland  a f te r  lu n c h .

F r id a y , Ju n e  3;

I w en t to  E a s t  G ra n d  R ap id s  th is  m o rn in g . I  sp en t so m e  t im e  

w o rk in g  on v a r io u s  a l te rn a t iv e s  fo r  o ffice  m a n a g e m e n t and  re a d in g
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s e v e ra l  of th e  b id s  fo r  th e  ta x  s h e lte re d  a n n u ity  p ro g r a m . I c o n s u l t 

ed  w ith  M r .  B ro u w e r a  few  m in u te s  and  le f t  f o r  W ayland  ab o u t 10:30 

A . M .

M onday , Ju n e  6:

I r e p o r te d  to  E a s t  G ran d  R ap id s  th is  m o rn in g  and  sp en t th e  m o r n 

ing  s tu dy ing  th e  D e n ta l C a re  In s u ra n c e  P r o g r a m . I  th e n  jo in ed  M r. 

and  M rs .  B ro u w e r  f o r  lu n ch  and le f t  f o r  W ayland  s h o r t ly  a f te r .

T u e sd a y , Ju n e  7:

I jo in e d  M r . B ro u w e r  a t th e  K ent I n te rm e d ia te  School D is t r ic t  

o ffice  in  th e  m o rn in g  f o r  a  m e e tin g  of th e  K en t N e g o tia to rs  A s s o c ia 

tio n . N e g o tia to rs  f r o m  v a r io u s  sch o o ls  in  th e  a r e a  d is c u s s e d  c o n tra c t  

p ro p o s a ls  p re s e n te d  by  th e i r  e m p lo y e r  g ro u p s . A l iv e ly  ex change  of 

in fo rm a tio n  to o k  p la c e . I  w as im p r e s s e d  w ith  th e  p ro fe s s io n a l  

s ta n d a rd s  of th e  m e n  w ho a r e  re s p o n s ib le  f o r  n e g o tia tin g  la b o r  c o n 

t r a c t s  in  th e  K ent a r e a .  I le f t  fo r  W ayland  a f te r  th e  m e e tin g .

W ed n esd ay , Ju n e  8 :

I a r r iv e d  a t  E a s t  G ra n d  R ap id s  la te  th is  m o rn in g  a s  I had  a b r e a k 

f a s t  a p p o in tm e n t in  W ayland . I sp en t m o s t  of th e  m o rn in g  re v ie w in g  

th e  in fo rm a tio n  on b idd ing  th e  d e n ta l c a r e  in s u ra n c e  p ro g r a m . I  w a s  

im p r e s s e d  w ith  th e  c o m p le te n e s s  and d e ta i l  of th e  in fo rm a tio n  on th e
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d e n ta l  in s u ra n c e  p r o g r a m  a t  E a s t  G ra n d  R a p id s . I  th e n  jo in e d  M r. 

B ro u w e r  and  D r . M u n s te rm a n  f o r  lu n ch . In  th e  a f te rn o o n  I  began  

g a th e r in g  h i s to r ic a l  d a ta  of th e  W ayland  U nion  S ch o o ls .

T h u rs d a y , Ju n e  9:

I r e p o r te d  to  E a s t  G ra n d  R ap id s  a f te r  lu n ch  and  sp en t th e  a f t e r 

noon  w ith  M r . B ro u w e r  d is c u s s in g  budg e tin g  and acco u n tin g  s y s te m s . 

E a s t  G ran d  R a p id s  h a s  a  w e l l -o rg a n iz e d  b u d g e t p r e p a ra t io n  sch ed u le  

th a t  a llo w s th o s e  r e s p o n s ib le  f o r  keep ing  a  b u d g e t to  have  in p u t in to  

th e  p r e p a r a t io n  and  p lan n in g .

F r id a y ,  Ju n e  10:

I a r r iv e d  a t  E a s t  G ra n d  R a p id s  e a r ly  th is  m o rn in g  and  jo in e d  

M r . B ro u w e r  a t  a  m e e t in g  b e tw ee n  h im  an d  r e p r e s e n ta t iv e s  of th e  

E a s t  G ra n d  R ap id s  C u s to d ia n s ' A s s o c ia t io n . T h e  p ro b le m  in v o lved  

w ith d ra w a l of c e r ta in  m e m b e r s  of th e  A s s o c ia tio n  o v e r  a  d i s a g r e e 

m e n t a s  to  how  un io n  d u e s  w e re  sp e n t. A l i t t l e  l a t e r  M r. B ro u w e r 

a llo w ed  m e  to  s i t  in  on a  m e e tin g  b e tw ee n  h im s e lf  and  a  r e p r e s e n ta 

t iv e  of th e  t e a c h e r s ’ u n io n . B o th  m e e t in g s  in v o lved  in te r e s t in g  

p ro b le m s  and  an  o p p o rtu n ity  to  o b s e rv e  th e i r  p a r t i a l  so lu tio n .

M onday , Ju n e  13:

T h is  m o rn in g  a t  E a s t  G ra n d  R ap id s  I jo in e d  M r . B ro u w e r and
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D r . G e o rg e  W oons, A s s is ta n t  S u p e rin te n d e n t fo r  In s tru c t io n  w hen 

th e y  re v ie w e d  th e  agenda  fo r  th e  b o a rd  m e e tin g  th is  ev en in g . D r . 

W oons w as  a c tin g  su p e r in te n d e n t in  th e  a b se n c e  of th e  s u p e r in te n d e n t, 

D r . J e a n  M cG rew . T h is  is  a  c u s to m a ry  p ro c e d u re  b e fo re  each  

b o a rd  m e e tin g  and  a llo w s th e  c e n tr a l  o ffice  a d m in is t r a to r s  an  o p p o r

tu n ity  to  i ro n  out any  p ro b le m s  b e fo re  m e e tin g  w ith  th e  b o a rd .

A f te r  re v ie w in g  b u d g e t m a te r ia l ,  M r . B ro u w e r and I w o rk ed  on 

th e  e v a lu a tio n  of th e  ta x  s h e l te re d  a n n u ity  p ro g r a m  fo r  E a s t  G ran d  

R a p id s . I le f t  fo r  W ayland  ab o u t 11:30 A .M .

T u e sd a y , Ju n e  14:

I a r r iv e d  in  E a s t  G ra n d  R ap id s  e a r ly  th is  m o rn in g  and  s tu d ie d  

th e  ta x  s h e l te re d  a n n u ity  p ro g ra m . I a ls o  w o rk e d  on th e  s y s te m s  

a n a ly s is  fo r  th e  W ayland  S chool.

W ed n esd ay , Ju n e  15:

I  b eg an  th e  d ay  a t  E a s t  G ra n d  R ap id s  w o rk in g  on th e  s y s te m s  

a n a ly s is  and  th e n  sp e n t so m e  t im e  s tu dy ing  th e  ta x  s h e l te r e d  an n u ity .

T h u rsd a y , Ju n e  16:

I a r r iv e d  in  E a s t  G ran d  R ap id s  ab o u t 8:00 A .M . and  b eg an  w o rk  

on th e  s y s te m s  a n a ly s is  and re v ie w e d  th e  job  d e s c r ip t io n s  fo r  c e n tr a l  

o ffice  s e c r e t a r i e s  a t  E a s t  G ran d  R a p id s . I  jo in e d  M r. B ro u w e r  and
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M r. M c ln e rn e y , a t to rn e y  fo r  th e  E a s t  G ra n d  R ap id s  S e c r e ta r i e s ' 

A s s o c ia tio n , f o r  a  lu n ch eo n  m e e tin g . T h e re  a r e  s e v e ra l  i s s u e s  

re m a in in g  on th e  ta b le  fo r  d is c u s s io n . T he m e e tin g  r e s u l te d  in  a 

b e t te r  u n d e rs tan d in g , b y  b o th  s id e s , of th e i r  r e s p e c tiv e  p o s it io n s .

F r id a y ,  Ju n e  17:

I sp en t th e  day  a t W ayland  w o rk in g  on g a th e r in g  h is to r ic a l  d a te  

of th e  W ayland  U nion  School d i s t r i c t .

M onday , Ju n e  20:

I sp en t th e  d ay  a t  W ayland  w o rk in g  on g a th e r in g  h is to r ic a l  d a te  

of th e  W ayland  U nion  S chool D is t r ic t .

T u e sd a y , Ju n e  21;

I m e t  M r . B ro u w e r to d a y  a t  th e  K ent In te rm e d ia te  School D is t r ic t  

o ffice  and a tte n d e d  a  m e e tin g  of th e  K ent N e g o tia to rs  A ss o c ia tio n  w ith  

h im . T he  v a r io u s  la b o r  c o n tra c t  p ro p o s a ls  p re s e n te d  in  th e  K ent a r e a  

w e re  d is c u s s e d . I r e tu rn e d  w ith  h im  to  E a s t  G ran d  R ap id s  w h e re  we 

sp e n t som e t im e  d is c u s s in g  b idd ing  th e  d e n ta l in s u ra n c e  p ro g r a m  fo r  

th e  W ayland S ch o o ls .

W ed n esd ay , Ju n e  22;

I sp en t th e  day  a t  W ayland  w o rk in g  on b idd ing  th e  sp e c if ic a tio n s

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



12

fo r  th e  d e n ta l in s u ra n c e  p ro g r a m  of th e  W ayland  U nion  S chool. I 

phoned  M r. B ro u w e r fo r  c o n su lta tio n .

T h u rsd a y , Ju n e  23:

I  sp en t th e  d ay  a t  W ayland g a th e r in g  h is to r ic a l  d a ta  of th e  W ayland 

U nion  S choo ls .

F r id a y ,  Ju n e  24:

I  sp e n t th e  day  a t W ayland  g a th e r in g  h is to r ic a l  d a ta  of th e  W ayland 

U nion  S ch o o ls .

T u e sd a y , Ju n e  28;

I a r r iv e d  a t E a s t  G ran d  R ap id s  e a r ly  th is  m o rn in g . L a s t  n igh t 

o u r B o a rd  of E d u ca tio n  m a d e  a  re s o lu t io n  to  c a n c e l o u r d e n ta l co n 

t r a c t  w ith  D e lta  D en ta l and b id  th e  d e n ta l in s u ra n c e  p ro g r a m  a c c o r d 

ing to  s p e c if ic a tio n s , th e r e f o r e ,  I  w an ted  to  ta lk  w ith  M r. B ro u w e r 

ab o u t th e  d e n ta l p ro g ra m . A t noon I jo in ed  M r. B ro u w e r and D r.

J e a n  M cG rew  a t  R o ta ry . A f te rw a rd s  I a cc o m p a n ied  M r. B ro u w e r to  

th e  H igh School and M iddle  S chool to  ta lk  w ith  th e  p r in c ip a ls  abou t 

th e i r  b u d g e ts . A ll of th e  p r in c ip a ls  a r e  invo lved  e x te n s iv e ly  in  p r e 

p a r in g  th e  b u d g e ts  fo r  th e i r  sc h o o ls . I w as  im p r e s s e d  w ith  th e i r  

know ledge and c o n c e rn  fo r  th e i r  budget. Y et, th e r e  is  no  q u e s tio n  

th a t th e  f in a l c o n tro l is  in  the  c e n tr a l  o ffice .
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W ed n esd ay , Ju n e  29:

I  a r r iv e d  a t  E a s t  G ra n d  R ap id s  ab o u t 9:00 A .M . th is  m o rn in g  

and jo in e d  th e  s e c r e t a r i e s  fo r  co ffee . A g re a t  d e a l c an  be le a rn e d  

abou t an  o ffice  f r o m  th e  s e c r e t a r i e s ;  n o t only f ro m  w h a t th e y  s a y , 

b u t f ro m  th e  g e n e r a l  a tm o s p h e re  of th e  o ffice . I h av e  th e  im p r e s s io n  

th a t  th e  s e c r e t a r i e s  a r e  b a s ic a l ly  happy  w ith  th e i r  s itu a tio n . T h ey  

a r e  a l l  w o rk in g  h a r d ,  and u n d e r  a g r e a t  d e a l of p r e s s u r e  to  p ro d u c e , 

bu t know th is  is  re c o g n iz e d  and  a p p re c ia te d . I s e e  v e r y  l i t t l e  s ig n s  

of s t r e s s ,  ex ce p t p o s s ib ly  in  one g i r l  who h a s  only  b e e n  on th e  jo b  a 

s h o r t  t im e ,  and  sh e  is  try in g  v e ry  h a rd  to  p le a s e .  I th in k  th is  i s  

due to  th e  s tro n g  c o n tro l M r . B ro u w e r h a s  o v e r e a c h  o n e 's  w o rk  

lo ad  and  h is  s e n s i t iv i ty  to  th e i r  in d iv id u a l n e e d s  and  c a p a b i l i t ie s .

He is  th e  one a b so rb in g  m u c h  of th e  s t r e s s .  He e x e r ts  a  s tro n g  

in flu en ce  on th e  o th e r  o ff ic e s  a s  w e ll a s  h is  own, a s  m u ch  of th e  

w o rk  is  r e la te d  to  th e  b u s in e s s  o ffice .

T h u rsd a y , Ju n e  30:

I  a r r iv e d  e a r ly  in  E a s t  G ra n d  R ap id s  th is  m o rn in g  and  w e sp en t 

som e t im e  d is c u s s in g  te c h n iq u e s  u s e d  in  in v e s tin g  sch o o l fu n d s . T he 

a u d ito r  a r r iv e d  th is  m o rn in g  so  I  h ad  a ch an ce  to  o b s e rv e  som e of 

h is  w o rk . I t  w as in te r e s t in g  a s  he is  a s s o c ia te d  w ith  th e  sa m e  f i r m  

th a t  p e r fo rm s  o u r a u d it a t  W ayland.
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F r id a y ,  J u ly  1;

I  a r r iv e d  a t  E a s t  G ra n d  R a p id s  e a r ly  th is  m o rn in g . M r . B ro u w e r  

an d  I  s p e n t th e  d ay  ev a lu a tin g  a ta x  s h e l te r e d  an n u ity  p ro g r a m  fo r  th e  

t e a c h e r s  of E a s t  G ra n d  R a p id s . A s  th is  p ro g r a m  w ill be  p a id  fo r  by  

th e  B o a rd , i t  is  h is  r e s p o n s ib i l i ty  to  e v a lu a te  and re c o m m e n d  th e  

b e s t  p ro g r a m . I to o k  th e  w o rk  w ith  m e  fo r  ta b u la tio n  and  ty p in g .

I  w o n 't  b e  going to  E a s t  G ra n d  R a p id s  fo r  th e  n ex t s e v e r a l  w e e k s  

a s  o u r new  s u p e r in te n d e n t w ill  be  s ta r t in g  on J u ly  5 th  and  h a s  r e 

q u e s te d  th a t  I  su sp e n d  th e  in te rn s h ip  u n ti l  he h a s  a ch an ce  to  b e c o m e  

f a m i l ia r  w ith  o u r o ffice  p ro c e d u re .

T h u rs d a y , J u ly  14:

I  a r r iv e d  in  E a s t  G ra n d  R a p id s  ab o u t 3:00 P .M . M r. B ro u w e r  

w a s  p re p a r in g  f o r  a  p r e l im in a r y  b u d g e t w o rk  s e s s io n  w ith  th r e e  

m e m b e r s  of th e  B o a rd  of E d u c a tio n  an d  th e  S u p e rin te n d e n t, D r.

J e a n  M cG rew . A t 4 :00  P .M .  th e  m e e tin g  s ta r te d  and I w a s  in v ite d  

to  o b s e rv e . M r. B ro u w e r  re v ie w e d  th e  b u d g e t in  d e ta il . A  g r e a t  

d e a l  of p r e p a r a t io n  w as  in v o lv ed . E a c h  o f th e  p r in c ip a ls  and  d e p a r t 

m e n t h e a d s  h a d  in p u t in  th e  a llo c a tio n  to  th e i r  v a r io u s  a r e a s .  T h is  

p r e l im in a r y  b u d g e t w ill  be  re v ie w e d  a g a in  b e fo re  the  b u d g e t h e a r in g  

th e  end of A u g u st. T he  m e e tin g  a d jo u rn e d  a b o u t 6:00 P .M .
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T u e sd a y , J u ly  19:

I  jo in e d  M r. B ro u w e r  a t  a m e e tin g  of th e  K en t N e g o tia to rs  

A ss o c ia tio n  th is  m o rn in g . S e v e ra l  sch o o ls  h ad  s e t t le d  c o n tr a c ts  

and  th e s e  w e re  s h a re d  w ith  th e  g ro u p . In  th e  a f te rn o o n  I r e tu rn e d  

to  E a s t  G ra n d  R ap id s  fo r  a n e g o tia tio n  s e s s io n  b e tw een  th e  B o a rd  of 

E d u c a tio n  an d  S e c r e t a r i e s '  A ss o c ia tio n . P r e s e n t  a t th e  m e e tin g  w e re  

D r . J e a n  M cG rew , S u p e rin ten d e n t, J im  B ro u w e r , m y s e lf ,  G a ry  

M c ln e rn e y , A tto rn e y  fo r  th e  S e c r e ta r ie s  and  B e v e r ly  C a r ls o n , th e  

C h a irp e r s o n  of th e  s e c r e t a r i e s ’ n e g o tia tin g  te a m . T he c o n tra c t  w as 

s e t t le d  a t  th i s  m e e tin g .

F r id a y ,  J u ly  22;

I t  w as d e c id e d  th a t  I  sh o u ld  spend  som e t im e  ch eck in g  th e  s y s te m s  

p ro c e d u re  in  th e  c e n t r a l  o ff ic e s  of s e v e ra l  s c h o o ls  in  th e  a r e a  of 

s im i la r  s iz e  a s  W ayland.

I  a r r iv e d  a t  M id d le v ille  a t  8:00 A .M . on ly  to  fin d  th e  o ffice  c lo se d . 

A f te r  a cup  of coffee  dow ntow n, I  r e tu rn e d  a t  8 :30 . I  w as  ab le  to  ta lk  

w ith  th e  F in a n c ia l  S e c r e ta r y ,  L o is  Seppanen . She in d ic a te d  th e i r  

o ffice  c o n s is te d  of a  S u p e rin ten d e n t and h is  s e c r e ta r y ,  an  A cco u n t 

S u p e r in te n d e n t w ith  h e r s e l f  w o rk in g  u n d e r  h im . L o is  h a s  a u th o r ity  

o v e r  a n o th e r  fu l l - t im e  g i r l  and  a h a lf - t im e  g i r l  f o r  p e r fo rm a n c e  of 

th e  b u s in e s s  fu n c tio n . I le a r n e d  s e v e ra l  good id e a s  su ch  a s  g a th e r 

ing a l l  s a l a r y  in fo rm a tio n  to g e th e r  f o r  th e  c u r r e n t  y e a r  in  a  p a y ro ll

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



16

book . T h is  c an  th en  be  d is tr ib u te d  to  a l l  in te r e s te d  p a r t ie s  and th e  

p a y ro l l  can  be  p o s ted  f ro m  th is .  A lso , th e i r  a d m in is t r a to r s  have  

co m p iled  an  e n la rg e d  v e rs io n  of a B o a rd  P o lic y  B ook w hich  co n ta in s  

a l l  p e r t in e n t  in fo rm a tio n  on th e  e n t i r e  d i s t r i c t .  C op ies of th e s e  a r e  

a v a ila b le  f o r  $15. 00 so  I o rd e re d  one fo r  o u r d i s t r ic t .

A fte r  le a v in g  M id d lev ille  I w en t to  E a s t  G ran d  R ap id s . M r. 

B ro u w e r and  I had lu n ch  to g e th e r  and a f te rw a rd  we d is c u s s e d  th e  

w o rk  flow  in  h is  o ffice . He gave  m e  c o p ie s  of m an y  of th e  fo rm s  

u s e d  a t  E a s t  G ran d  R ap id s.

M onday , J u ly  25;

I  sp en t th e  day  a t  W ayland w o rk in g  on a P u rc h a s in g  H andbook.

T u e sd a y , J u ly  26:

I  sp en t th e  day  a t  W ayland w o rk in g  on a P u rc h a s in g  H andbook.

F r id a y ,  J u ly  29:

T od ay  I  had  lunch  w ith  o u r new  S u p e rin ten d e n t, R o b e r t  B re n n e r .  

F r o m  th e r e  w e w ent to  E a s t  G ra n d  R ap id s  to  m e e t w ith  J im  B ro u w e r. 

W e sp en t a f ru itfu l  tw o h o u rs  d is c u s s in g  th e  a d m in is tra t iv e  s t r u c tu r e  

a t  E a s t  G ra n d  R ap id s  and som e of th e i r  m e th o d s  of o p e ra tio n .
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T u e sd ay , A u g u st 2 ;

I a tten d ed  th e  K ent N e g o tia to rs  m e e tin g  a t  th e  K ent In te rm e d ia te  

School D is t r ic t  o ffice  th is  m o rn in g . T e a c h e r  n e g o tia tio n s  s e e m  to  be 

m oving  slow ly  in  m o s t  d i s t r i c t s .  I a ls o  p a s s e d  out c o p ie s  of o u r bus 

d r iv e r s '  c o n tr a c t  to  th e  g ro u p  a s  i t  is  th e  c u s to m  to  s h a re  co m p le ted  

a g re e m e n ts .

A fte r  the  m e e tin g  I  s to p p ed  a t  th e  B y ro n  C e n te r  A d m in is tra t io n  

O ffice  to  ta lk  w ith  T h u rs to n  R y n b ra n d t, t h e i r  B u s in e s s  M a n a g e r , 

abou t th e i r  o ffice  s t r u c tu r e  and  lin e  and  s ta f f  a r ra n g e m e n t.

W ednesday , A u g u st 3 ;

T h is  m o rn in g  I a cc o m p a n ied  M r. B ro u w e r  and  h is  M ain ten an ce  

S u p e rv is o r , M r. K en K uiphoff, to  a h e a r in g  on an  u n em p lo y m en t 

c la im  of one of th e i r  c u s to d ia n s . T he  h e a r in g  w as h e ld  a t  th e  

M ich ig an  E m p lo y m en t S e c u r ity  o ffice  in  G ra n d  R a p id s . T he  c la im  

invo lved  p a y m en t of u n em p lo y m en t c o m p e n sa tio n  to  a w om an  w ho had  

v o lu n ta r ily  r e t i r e d  and  sp e n t the  w in te r  in  F lo r id a .  She w as c a lle d  

b a c k  to  w o rk  w h ich  sh e  cou ld  n o t a c c e p t w h ile  in  F lo r id a .  T he  h e a r 

ing o ff ic e r  w ill n o t m a k e  a  d e c is io n  fo r  s e v e r a l  m o n th s . T h is  w as 

th e  f i r s t  t im e  I h ad  h ad  an  o p p o rtu n ity  to  a tte n d  su ch  a  h e a r in g .

F r id a y , A u g u st 5:

I sp en t a l l  day  a t  W ayland  g a th e r in g  in fo rm a tio n  fo r  th is  fo rm a l  

r e p o r t .
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M onday , A u g u st 8 ;

I sp en t th e  day  a t  W ayland  g a th e r in g  in fo rm a tio n  fo r  th is  fo rm a l  

r e p o r t .

T u e sd a y , A u g u st 9:

I sp en t th e  d ay  a t  W ayland  ev a lu a tin g  th e  d e n ta l in s u ra n c e  p r o 

p o s a ls  fo r  th e  W ayland U nion  S ch o o ls .

W ed n esd ay , A u g u st 10;

I r e p o r te d  to  E a s t  G ra n d  R ap id s  th is  m o rn in g . M r . B ro u w e r 

and  I  sp e n t th e  m o rn in g  to g e th e r  ev a lu a tin g  th e  d e n ta l in s u ra n c e  

p ro p o s a ls  fo r  th e  W ayland U nion  S ch o o ls . A f te r  w e h ad  lu n ch , I 

r e tu r n e d  to  W ayland  by w ay  of C a led o n ia . I  sp e n t s e v e r a l  h o u rs  w ith  

M r. G e ra ld  H u n sb u rg e r , B u s in e s s  M an a g e r of th e  C a led o n ia  P u b lic  

S ch o o ls , d is c u s s in g  the  o rg a n iz a tio n  in  h is  o ffice  and th e  p ro c e d u re s  

u s e d  a t  C a led o n ia .
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A C H IE V E M EN T O F O B JE C T IV E S  

O b je c tiv e  A . 1, C o n ce p tu a l, T o  p ro d u c e  h i s to r i c a l  d a ta  re la t iv e  to

th e  W ayland U n ion  S choo l S y stem  n o t 

p re v io u s ly  a s s e m b le d . A sam p le  of 

th e  data  i s  a s s e m b le d  in  A ppendix  A .

O b je c tiv e  A . 2 , C o n ce p tu a l, T o  in te r p r e t  h i s to r i c a l  d a ta  of the  W ay

lan d  U nion S ch o o l S y s te m . In  the 

su m m e r of 1966 th e  W ay land  U nion 

School s y s te m  an n ex ed  s ix  r u r a l  sch o o l 

d i s t r i c t s  in c lu d in g  th e  v i l la g e s  of D o r r  

and  M oline . E a c h  of th e s e  v illa g e s  h ad  

an  e le m e n ta ry  sc h o o l. A n n exation  w as  

fo rc e d  a s  o u r B o a rd  v o te d  to  no lo n g e r  

a c c e p t tu itio n  s tu d e n ts .  T h e  study of 

h is to r ic a l  d a ta  b e g in s  a t  th is  po in t.

A nn ex atio n  of th e  s ix  r u r a l  d i s t r i c t s  

g re a t ly  in c r e a s e d  th e  s iz e  of the  W ay 

lan d  U nion  S c h o o ls , b o th  in  a r e a  and  

in  s tu d en t p o p u la tio n . T h is  w as a ls o  

th e  tim e  w hen  te a c h e r s  s ta r te d  to  

n e g o tia te .

19

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



20

D u rin g  th e  p e r io d  1971 to  1974 the  

d i s t r i c t  w as on double  s e s s io n s  due to  

in c r e a s e d  s tu d en t p o p u la tio n  and d e fe a t 

of s e v e r a l  bond is s u e s  fo r  a new  h ig h  

sch o o l. T he h igh  sch o o l bond is s u e  w as 

f in a lly  p a s s e d  in  1972 and s ix  m o n th s  

l a t e r  an a d d itio n a l bond is s u e  fo r  a 

sw im m in g  poo l and  a u d ito r iu m  w as 

p a s s e d . T he b u ild in g  w as  opened in  th e  

f a l l  of 1974.

C o n tra ry  to  th e  s ta te  and n a tio n a l 

t r e n d ,  o u r s tu d e n t p o p u la tio n  has  in 

c r e a s e d  s te a d ily . L a s t  y e a r  we h ad  an 

in c r e a s e  of 80 s tu d e n ts  fo r  a to ta l 

s tu d en t p o p u la tio n  of 2, 650 n o t in c lu d 

ing a d u lt s tu d e n ts .

In  1974 a C o m m u n ity  E d u ca tio n  

D ir e c to r  w as h ir e d  and  by  th e  fo llow ing  

y e a r  th e  p ro g r a m  had  grow n to  the  p o in t 

w h e re  an  a s s i s t a n t  w as h ire d  to  s e r v ic e  

th e  sch o o l d i s t r i c t s  of H opkins and 

M a r tin .
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A s a  p e rc e n ta g e  of th e  budget, 

te a c h e r  s a l a r i e s  h av e  b een  steadily- 

d ro p p in g  s in c e  1969-70 . T h is  is  due 

to  an in c r e a s e  in  s e r v ic e  p e rs o n n e l 

and  g r e a te r  in c r e a s e s  in  o th e r  budget 

a r e a s  su ch  as  u t i l i t i e s  in  r e c e n t  y e a r s .

H is to r ic a l  d a ta  can  p ro v id e  a 

w e a lth  of in fo rm a tio n  if i t  is  carefully- 

s tu d ie d .

O b jec tiv e  B . 1, H um an , To su g g e s t and  im p le m e n t im p ro v e m e n ts  in

s y s te m s  m a n a g e m e n t a t  W ayland U nion  

S ch o o ls . T he c e n t r a l  o ffice  s ta ff of th e  

W ayland  U nion Schoo ls h a s  grow n o v e r  

th e  y e a r s  f ro m  a s u p e r in te n d e n t and 

s e c r e ta r y  to  a  s u p e r in te n d e n t, d i r e c to r  

of f in a n c e , and th r e e  s e c r e ta r i e s .  A s 

i s  o ften  th e  c a s e  w hen  th is  o c c u r s ,  th e  

n e w ly -h ire d  p eo p le  w e re  a ss ig n e d  d u tie s  

th o se  p r e s e n t ly  em p lo y ed  found d i s 

ta s te fu l .  O ver a  p e r io d  of y e a r s  th is  

h a s  r e s u l te d  in  job  d e s c r ip t io n s  th a t  a r e  

n o t in k eep ing  w ith  th e  b a s ic  re s p o n -
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s ib i l i t ie s  of e ac h  s e c r e ta r y .

T h e  su p e r in te n d e n t h a s  m a in ta in e d  

th e  p o s itio n  of o ffice  m a n a g e r . H o w ev er, 

h is  d u tie s  h av e  in c re a s e d  tre m e n d o u s ly  

and  he no  lo n g e r  h a s  t im e  to  do an 

a d eq u a te  jo b . A s a r e s u l t  th e  s e c r e 

t a r i e s  h av e  b een  a llo w ed , m o re  and  m o re ,  

to  d e te rm in e  th e i r  own w o rk  lo ad  and 

r e s p o n s ib i l i t ie s .  P ro d u c tiv ity  and 

m o r a le  a r e  low .

A s d i r e c to r  of f in a n c e , I have  no 

c o n tro l o v e r  th e  re c o rd in g  of f in a n c ia l  

in fo rm a tio n  and  h ave  no a u th o r ity  to  

r e q u e s t  and  re c e iv e  in fo rm atio n  f ro m  

th e  s y s te m . I t  is  b eco m in g  in c re a s in g ly  

d if f ic u lt f o r  m e  to  o p e ra te  e ffe c tiv e ly .

I  am  a ls o  ex p ec ted  to  s e r v e  a s  the  

s u p e r in te n d e n t 's  s e c r e ta r y  and p e r fo rm  

any  a d d itio n a l d u tie s  th a t  a r e  added  a s  a 

r e s u l t  of in c re a s e d  g ro w th  and added  

d i r e c t iv e s  f ro m  th e  s ta te  and  fe d e ra l  

g o v e rn m e n ts .

T he b a s ic  job  d e s c r ip t io n s  a s  th e
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d u tie s  a r e  now  p e r fo rm e d  a r e  r e c o rd e d  

in  A ppendix  B .

T he  s itu a tio n  h a s  c a u se d  s e v e ra l  

o b se rv a b le  p ro b le m s . (1) T he s e c r e 

t a r i e s  c r i t ic iz e  e ac h  o th e r  to  th e  

s u p e r in te n d e n t, to  o u ts id e r s  and to  

e ac h  o th e r . (2) T he s e c r e t a r i e s  h av e  

le s s  p r id e  in  th e i r  w o rk  a s  no  one 

n o tic e s  a good jo b  n o r  e v a lu a te s  a p o o r 

jo b . D e ad lin e s  a r e  f r e q u e n tly  n o t m e t .

(3) T h e re  is  no  one to  t r a in  and h e lp  

th e  s e c r e ta r i e s  im p ro v e  th e i r  s k i l l s .

(4) T h e re  is  no  one , o th e r  th an  th e  

su p e r in te n d e n t, to  c h e c k  and c o o rd in a te  

th e  w o rk  of th e  s e c r e t a r i e s  and r e l ie v e  

th e m  of so m e of th e  r e s p o n s ib i l i ty  of 

th e i r  d e c is io n s . (5) A s d i r e c to r  of 

f in a n c e , I  a m  n o t ab le  to  c o n tro l  th e  

re c o rd in g  of f in a n c ia l  d a ta  n o r  to  r e 

c e iv e  in fo rm a tio n  b a c k  f ro m  th e  s y s te m  

on r e q u e s t .  (6) I t  i s  im p o s s ib le  f o r  m e  

to  a d eq u a te ly  p e r f o r m  th e  d u tie s  of 

d i r e c to r  of f in a n c e , s e c r e ta r y  to  th e
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s u p e r in te n d e n t and  be  m y  own s e c r e 

ta r y .  T he b o a rd  and su p e r in te n d e n t 

a r e  n o t a d e q u a te ly  u ti l iz in g  m y  s k i l l s .

(7) I  am  th e  a d m in is t r a to r  in  c h a rg e  

of fin a n c e  and  y e t a m  n o t h e ld  a c c o u n t

ab le  fo r  th e  p e r fo rm a n c e  of the  f in a n 

c ia l  fu n c tio n . T he  s u p e r in te n d e n t m u s t  

a s s u m e  th e  e n t i r e  r e s p o n s ib i l i ty  to  th e  

b o a rd  fo r  any  in e f f ic ie n c ie s  th a t o c c u r .

In  o rd e r  to  in c r e a s e  s p e c ia l iz a t io n  

of d u tie s , f r e e  m e  f ro m  s e c r e t a r i a l  

d u tie s ,  and  im p ro v e  p ro d u c tiv ity  and  

m o r a le ,  new  b a s ic  job d e s c r ip t io n s  and 

o rg a n iz a tio n a l s t r u c tu r e  a r e  su g g e s te d . 

T h e se  a p p e a r  in  A ppend ix  B .

A new  su p e r in te n d e n t w il l  be s t a r t 

ing  Ju ly  1, 1977 a t  th e  W ayland  U nion  

S ch o o ls . I t  is  im p o s s ib le  to  know a t  

th is  t im e , how  he  in te n d s  to  a d m in is te r  

th e  c e n tr a l  o ff ic e . H o w ev e r, I w ish  to  

o ffe r  th e  fo llow ing  a l te r n a t iv e s .  (1)

T he su p e r in te n d e n t cou ld  m a in ta in  th e  

p o s itio n  of o ffice  m a n a g e r  a s  the  fu n c tio n
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is  now  b e in g  p e r fo rm e d . (2) T he 

su p e r in te n d e n t cou ld  a c tiv e ly  m a in ta in  

th e  p o s itio n  of o ffice  m a n a g e r  if he 

w ish e s  to  d ev o te  a m e a s u re  of h is  t im e  

to  th is  fu n c tio n . H o w ev er, th e re  is  

g r e a t  n e ed  fo r  m e , as  d i r e c to r  of 

f in a n c e , to  h av e  som e c o n tro l o v e r th e  

f in a n c ia l s y s te m s .  (3) T he s u p e r in 

te n d e n t and I cou ld  w o rk  to g e th e r  to  

e v a lu a te  th e  s itu a tio n  and  w o rk  on 

im p ro v e m e n ts . (4) T he su p e r in te n d e n t 

could  add  th e  r e s p o n s ib i l i ty  of o ffice  

m a n a g e r  to  m y  re s p o n s ib i l i t ie s  m ak in g  

m e  a c c o u n ta b le  to  h im  fo r  th e  p e r f o r m 

ance  of a ll  s e c r e ta r i e s  o th e r  th an  h is  

p e r s o n a l  s e c r e ta r y .

O b jec tiv e  B . 2 , H um an , T o re c o g n iz e  b o a rd  p o licy  v e r s u s  b o a rd

in v o lv em en t in  m a n a g e m e n t: T he E a s t  

G ran d  R ap id s  B o a rd  of E d u ca tio n  h a s  

b een  in te re s t in g  to  o b s e rv e . A ll of th e  

m e m b e rs  a r e  w e ll ed u ca ted  and  show  a 

g re a t  d e a l of in te r e s t  in  a l l  fa c e ts  of
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th e  o p e ra tio n  of th e  sch o o l. T hey  

o b v io u sly  spend  a g re a t  d e a l of t im e  

and ta k e  th e i r  re s p o n s ib i l i t ie s  s e r io u s ly . 

T hey  a p p e a r  to  r e s p e c t  th e i r  a d m in is 

t r a t o r s  and  do n o t in fr in g e  on m a n a g e 

m e n t of th e  d i s t r ic t .

O b jec tiv e  B . 3, H u m an , To a n a ly z e  c o n tra c t  p ro p o s a ls  and  fo rm u la te

c o u n te r  p ro p o s a ls .  P r e p a r a t io n  fo r  

n e g o tia tio n s  is  a  n e v e r -e n d in g  ta s k .

A s soon a s  a c o n tra c t  is  r a t i f i e d ,  i t  is  

tim e  to  beg in  w o rk  on th e  n e x t c o n tra c t .  

R e le v a n t d a te  m u s t  be c o lle c te d , a n a 

ly z ed  and  s to re d  fo r  fu tu re  u s e .

The m a in  go a l of an  em p lo y ee  un ion  

is  to  m a x im iz e  th e i r  f in a n c ia l  r e n u m e r a 

tio n , job  s e c u r i ty ,  d e c is io n  m ak in g , 

sco p e  and  o p p o rtu n ity  fo r  ad v an c e m en t. 

T he m a in  goal of th e  a d m in is tra t io n  of 

a sch o o l s y s te m  is  to  o p e ra te  the  

s y s te m  e ffe c tiv e ly  in  th e  p u b lic  in te r e s t  

and  to  r e ta in  th e  a u th o r ity  and  r ig h ts  i t  

n e e d s  to  a c c o m p lish  th is  p u rp o s e .
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C o n tra c t p ro p o s a ls  and c o u n te r  

p ro p o s a ls  m u s t  be  fo rm u la te d  to  r e 

s t r i c t  th e  d em an d s  of th e  u n io n  and 

enhance  th e  p o s itio n  of th e  b o a rd . I t  

is  b e n e f ic ia l  fo r  th e  p e r s o n  w o rk in g  

w ith  n e g o tia tio n s  to  jo in  one o r  m o re  of 

th e  a s s o c ia t io n s  fo cu s in g  on n e g o tia tio n s . 

O ur d i s t r i c t  is  a m e m b e r  of th e  M ich igan  

N e g o tia to rs  A ss o c ia tio n  and  of the  K ent 

N e g o tia to rs  A sso c ia tio n .

O b jec tiv e  B .4 ,  H um an , T o w r i te  a  p o s itio n  g u ide . P o s i t io n  g u ides

should  in c lu d e  th e  job  t i t l e ,  d u tie s , 

m a jo r  r e s p o n s ib i l i t ie s  and s u p e rv is o ry  

r e la t io n s h ip s ,  and o th e r  p e r fo rm a n c e  

q u a lif ic a tio n s , and  a r e  v i ta l  in  r e c r u i t 

ing , keep ing  and ev a lu a tin g  sch o o l p e r 

so n n el. T h e se  p o s itio n  g u id es  should  

be  in  w r it in g , so  th a t b o th  th e  em ployee  

and s u p e rv is o r  hav e  a  th o ro u g h  u n d e r 

s tan d in g  of th e  job  r e q u ir e m e n ts  and  

r e s p o n s ib i l i t ie s .  A sa m p le  p o s itio n  

guide a p p e a rs  in  A ppendix  C.
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O b je c tiv e  B . 5 , H u m an . T o u s e  an  a p p r a is a l  fo rm . T he  fo rm

s e le c te d  fo r  em p lo y ee  e v a lu a tio n  should  

a t te m p t to  p in -p o in t w e a k n e s s e s  and  

s tre n g th s  and  to  o u tlin e  and  a g re e  upon 

a  p r a c t ic a l  im p ro v e m e n t p ro g ram *  

P e r io d ic a l ly  co n d u cted , th e s e  e v a lu a 

tio n s  w ill  p ro v id e  a  h is to r y  of d e v e lo p 

m e n t and  p r o g r e s s .

One a p p ro a c h  to  em p lo y ee  e v a lu a 

tio n  i s  to  a s k  th e  p e r s o n  be ing  e v a lu a ted  

to  f i l l  o u t a  copy of th e  e v a lu a tio n  fo rm  

in  ad v an ce  of th e  in te rv ie w . T he a d m in 

i s t r a t o r  p e r fo rm in g  th e  e v a lu a tio n  a ls o  

f i l l s  o u t a  copy of th e  fo r m  in  ad v an c e .

A t th e  fo r m a l  e v a lu a tio n  in te rv ie w , both  

th e  s e lf -e v a lu a tio n  and  th e  ev a lu a tio n  

m a d e  b y  th e  a d m in is t r a to r  a r e  d is c u s s e d .  

T he em p lo y ee  i s  e n co u rag e d  to  s t r iv e  fo r  

im p ro v e m e n t in  jo b  p e r fo rm a n c e .

O b je c tiv e  B . 6, H u m an . T o  p ro d u c e  a  p la n  and  t im e ta b le  fo r  b u d g e t

p r e p a r a t io n .  A n e ffe c tiv e  p la n  fo r  

b u d g e t p r e p a ra t io n  m u s t  beg in  w ith  a
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b a s ic  p h ilo so p h y  of how  a  b u d g e t should  

b e  fo rm u la te d .  S ince th i s  p h ilo so p h y  

r e f le c t s  th e  l in e  and  s ta f f  r e la t io n s h ip s  

o f th e  p r in c ip a ls ,  s u p e r v is o r s  and 

t e a c h e r s ,  i t  m u s t  be e n d o rs e d  by  th e  

s u p e r in te n d e n t and  b o a rd  of e d u c a tio n .

In  m y  o p in ion  th e  e m p h a s is  of 

b u d g e t p r e p a r a t io n  shou ld  be  p la c e d  on 

m e e tin g  th e  n e e d s ,  of th e  s tu d e n ts  

f i r s t ,  and  sec o n d ly  m e e tin g  th e  n e e d s  

o f th e  s y s te m  to  o p e ra te  e f fe c tiv e ly .

T h e s e  n e e d s  m u s t  be f i r s t  id e n tif ie d  by 

th e  s ta f f  m e m b e r  in v o lv ed  in  th e i r  

e v e n tu a l so lu tio n .

S in ce  te a c h e r s  a r e  d i r e c t ly  in v o lv ed  

in  m e e tin g  th e  n e e d s  of s tu d e n ts , 

te a c h e r s  sh o u ld  w o rk  to g e th e r  on a  

d e p a r tm e n t  o r  b u ild ing  le v e l  to  d is c u s s  

th e i r  p r o g r a m  and  he lp  p u t a  d o l la r  

f ig u re  on  i t s  im p le m e n ta tio n . A t so m e 

p o in t th e  p r in c ip a l ,  a s  th e  e d u c a tio n a l 

l e a d e r  of h is  s c h o o l, m u s t  b e  in v o lv ed  

to  c o -o rd in a te  and  re v ie w  th e  b u d g e t
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r e q u e s ts  b e fo re  th e y  a r e  p re s e n te d  to  

th e  c e n t r a l  o ff ic e .

S u p e rv is o r s  in  th e  v a r io u s  s e r v ic e  

a r e a s  shou ld  a ls o  be  e n c o u ra g e d  to  fo r m u 

la te  p la n s  fo r  th e  im p ro v e m e n t of th e i r  

d e p a r tm e n ts .

By f a r  th e  l a r g e s t  c o s t  to  a  sch o o l 

s y s te m  is  s a la r ie s  c o n s is tin g  of ab o u t 

80% of th e  b u d g e t. I t  w ould  b e  d if f ic u lt 

to  r e p la c e  m o s t  of th e s e  p eo p le  b e c a u s e  

of te n u re  la w s  and  e v a lu a tio n  p ro c e d u re s  

fo r  a n y  r e a s o n  s h o r t  of s e r io u s  in c o m 

p e te n c ie s , B e c a u se  of th i s ,  I  b e lie v e  

so m e t im e ,  e n e rg y , and  th o u g h t shou ld  

b e  d ev o ted  to  e n c o u ra g e  s ta f f  m e m b e rs  

to  s t r iv e  fo r  e x c e lle n c e  w ith in  th e i r  r e 

s p e c tiv e  f ie ld s .  W e buy  th e i r  p r e s e n c e  

fo r  s ix  h o u rs  a  d a y , b e fo re  a  c la s s  a t  

g r e a t  c o s t .  A few  m o re  d o l la r s  m ig h t 

a ls o  buy  th e i r  d e d ic a tio n  and  e n th u s ia s m .

P e r s o n a l ly ,  I b e lie v e  s ta f f  m e m b e rs  

should  w o rk  to w a rd  a  th r e e  y e a r  p la n  of 

b u d g e t p r e p a ra t io n  and  p r o g r a m  im p ro v e 
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m e n t. E a c h  y e a r  th e  p la n  should  be 

u p d a ted  w ith  th e  c u r r e n t  y e a r ’s p la n  

being  tu rn e d  in to  th e  c e n tr a l  o ffice  a s  

th e  b u d g e t r e q u e s t .  W hen p eo p le  a r e  

in v o lv ed  in  th is  w ay  i t  h a s  b een  m y  

e x p e r ie n c e  th e y  s e t  th e i r  own s ta n d a rd s  

of a c c o u n ta b ili ty .

T he b u d g e t r e q u e s ts  f r o m  th e  v a r io u s  

in s t ru c t io n a l  and  s e r v ic e  a r e a s  m u s t  be  

c o -o rd in a te d  b y  th e  c e n tr a l  o ffice  w ith in  

th e  c o n fin e s  of th e  f in a n c ia l r e s o u r c e s  

of th e  d i s t r i c t  and  th e  g o a ls  s e t  b y  th e  

b o a rd  of e d u ca tio n  and  s u p e r in te n d e n t.

O nce th e  b u d g e t i s  ad o p ted  by  th e  

b o a rd , i t  i s  im p le m e n te d  by  th e  a d m in 

i s t r a t o r s  an d  s u p e r v is o r s  w ith  f in a l 

c o n tro l in  th e  c e n tr a l  o ffice  th ro u g h  a  

p u rc h a s e  o r d e r  s y s te m .

A t im e ta b le  fo r  b u d g e t p r e p a ra t io n  

m ig h t b e  a s  fo llo w s:

M a rc h  1 -  B udget R e q u e s t fo rm s

d is tr ib u te d  to  p r in c ip a ls  

A p r i l  1 -  B udget R e q u e s t fo rm s
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due in  C e n tra l  O ffice .

M ay 1 -  A ll p u rc h a s e  o r d e r s  on

c u r r e n t  b u d g e t c o m p le te d .

Ju n e  1 -  A ppro v ed  b u d g e t r e 

tu rn e d  to  p r in c ip a ls .

Ju n e  15 -  P u r c h a s e  o r d e r s  on new

bu d g e t m ay  b e  p r o c e s s e d .  

T h e se  a r e  n o t e n c u m b e re d  

u n til  Ju ly  1.

O b jec tiv e  C . 1. T e c h n ic a l, T o  w r i te  sp e c if ic a tio n s  and  b id  th e  d e n ta l

in s u ra n c e  p ro g ra m  fo r  W ayland  U nion  

S c h o o ls . T he  W ayland U nion  E d u c a tio n  

A ss o c ia tio n  w as  a p p ro a ch e d  w ith  th e  

p ro p o s a l  f o r  b idd ing  th e  d e n ta l in s u ra n c e  

fo r  p ro f e s s io n a l  e m p lo y e e s . T hey  

a g re e d  an d  a  r e q u e s t  fo r  in fo rm a tio n  

to  p r e p a r e  a  p ro f i le  w as  s e n t o u t o v e r  

th e  s ig n a tu re s  of bo th  th e  b o a rd  and  

te a c h e r  n e g o tia tin g  te a m . S p e c if ic a 

t io n s  w e re  th e n  p re p a re d  an d  s e n t ou t 

to  fo u r te e n  c o m p a n ie s . A copy  of th e  

sp e c if ic a tio n s  a p p e a r  in  A ppend ix  D .
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A t th is  t im e  w e a r e  w a itin g  fo r  th e  b id s  

to  be re tu rn e d ,, E v a lu a tio n  of th e  b id s  

w ill be  p e r fo rm e d  by  m y s e lf ,  th e  

s u p e r in te n d e n t, tw o b o a rd  m e m b e rs ,  

r e p r e s e n ta t iv e s  of th e  W UEA and  th e  

th r e e  lo c a l  d e n tis ts  in  W ayland ,

O b jec tiv e  C .2 ,  T e c h n ic a l ,  To se t up  a  c a s h  flow  and  b e  f a m il ia r  w ith

th e  v a r io u s  in v e s tm e n t in s t r u m e n ts .

S ince  sch o o ls  c o lle c t  ta x  m o n ie s  f o r  th e  

e n t i r e  y e a r  f r o m  D e c e m b e r to  M a rc h  th e y  

h av e  s u rp lu s  fu n d s a v a ila b le  f o r  in v e s t 

m e n t, In  ad d itio n , s ta te  a id  i s  re c e iv e d  

e v e ry  tw o m o n th s  and  th e s e  funds m a y  

b e  in v e s te d  fo r  s h o r te r  p e r io d s  o f t im e . 

S ince  in t e r e s t  r a t e s  te n d  to  be  h ig h e r  

fo r  lo n g e r  p e r io d s  of t im e ,  i t  i s  im p o r 

ta n t  to  b e  a b le  to  p r o je c t  th e  c a s h  flow  

a c c u ra te ly .

T h e re  a r e  a  n u m b e r  of in v e s tm e n t 

in s tru m e n ts  a v a ila b le  to  sch o o ls  u n d e r  

th e  schoo l c o d e . P a s s b o o k  s a v in g s , 

sav in g s  r e c e ip t s ,  c e r t i f ic a te s  of d e p o s it ,
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t r e a s u r y  b i l l s  and r e p u rc h a s e  a g r e e 

m e n ts  a r e  th e  m o s t  com m on  in v e s tm e n t 

in s t ru m e n ts  u s e d  b y  sch o o ls  a s  th e s e  

a r e  e a s i ly  a v a ila b le  and h a v e  a  low  

d e g re e  of r i s k .  C o m m e rc ia l  p a p e r  i s  

o ften  u s e d  by  l a r g e r  d i s t r i c t s .  T h is  i s  

a  m o r e  s o p h is tic a te d  f o r m  of in v e s t 

m e n t  and  i s  u s u a lly  h an d led  th ro u g h  a  

b r o k e r .

I n t e r e s t  e a rn e d  th ro u g h  in v e s tm e n ts  

i s  d e p en d e n t on n o t only th e  s iz e  of th e  

c a s h  flow , b u t on th e  c u r r e n t  i n t e r e s t  

r a t e .  F o r  th e  l a s t  s e v e ra l  y e a r s  i n t e r e s t  

r a t e s  h av e  b e e n  lo w .

O b jec tiv e  C . 3, T e c h n ic a l , To c o m p o se  a  handbook  s e tt in g  f o r th  th e

g u id e lin e s  f o r  p u rc h a s in g  w ith in  th e  

a p p ro v e d  b u d g e t. A copy of th e  P u r 

c h a s in g  H andbook a p p e a rs  in  A pp en d ix  

E .
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■SUMMARY

•I h a v e  s p e n t a l l  of m y  p ro f e s s io n a l  l i f e  in  th e  W ayland  U nion  

S ch o o ls  ad v an c in g  f r o m  s e c r e ta r y  to  b u s in e s s  a d m in is t r a to r  an d , up 

u n til  now , h av e  h a d  no  o p p o rtu n ity  to  e s ta b l is h  a  c lo se  c o n ta c t w ith  

a n o th e r  sch o o l b u s in e s s  o ff ic e . I  h a v e  a lw ay s  fe lt  th is  la c k  of a  

b ro a d  b a s e  of e x p e r ie n c e .  T h is  in te rn s h ip  h a s  h e lp ed  f i l l  th a t  vo id .

I  h av e  h a d  m an y  g r e a t  le a r n in g  e x p e r ie n c e s  a s  w e ll a s  a  w e a lth  of 

p r in te d  in fo rm a tio n  to  e n r ic h  m y  f i le .

A ls o , th e  t r a n s i t io n  f r o m  la b o r  to  m a n a g e m e n t in v o lv e s  a  c o m 

p le te  change  of p e r s p e c t iv e  and  a t t i tu d e . I t  i s  e s p e c ia l ly  d iff ic u lt 

f o r  a  w om an  to  m a k e  th is  t r a n s i t io n .  A v i ta l ,  and o fte n  m is s in g  lin k , 

i s  to  h a v e  th e  e x p e r ie n c e  of be ing  t r e a te d  a s  m a n a g e m e n t. T h is  

e x p e r ie n c e  i s  a lm o s t  im p o s s ib le  to  g e t in  y o u r  hom e e n v iro n m e n t, 

e s p e c ia l ly  w hen yo u  h a v e  m a n y  y e a r s  te n u re  in  the  s a m e  d i s t r i c t ,  

a s  I h a v e  h ad .

I t  i s  th e  r a r e  p e r s o n ,  e i th e r  m an  o r  w o m an , who s u c c e s s fu lly  

b r e a k s  th e  t r a d i t io n a l  " b o s s - s e c r e t a r y "  r o le s  c r e a te d  by  s o c ia l  co n 

d itio n in g . I t  h a s  b e e n  m y  good fo r tu n e  th a t  J im  B ro u w e r i s  su ch  an  

in d iv id u a l. I t  s im p ly  d id  n o t m a t te r  to  h im  th a t  he  w a s  d e a lin g  w ith  

a  w o m an . T h is  w a s  a  new  a n d  r e f r e s h in g  e x p e r ie n c e  f o r  m e .  I t  

ta u g h t m e  so m e th in g  th a t  c a n  b e  le a r n e d  on ly  b e  e x p e r ie n c in g  i t  -  

w h a t i t  f e e ls  l ik e  to  be  t r e a te d  a s  a  c o lle a g u e  and  how  to  b eh av e
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c o r r e c t ly  in  a  m a n a g e m e n t and  s u p e r v is o r y  p o s itio n . H e a lso  

ta u g h t m e  th a t  I shou ld  be  e x p ec te d  to  p e r fo rm  a s  a m a n a g e r  and  be  

h e ld  a c c o u n ta b le  fo r  m y  a c tio n s  and  d e c is io n s .

T h is  in te rn s h ip  h a s  b e en  th e  m o s t  v a lu ab le  e x p e r ie n c e  of m y  

p ro f e s s io n a l  c a r e e r .

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



SPONSORING ORGANIZATION: E a s t  G ra n d  R ap id s  P u b lic  Schools

F IE L D  SU PER V ISO R : M r. J a m e s  A . B ro u w e r , A s s is ta n t  S u p e rin 
te n d e n t fo r  B u s in e s s , E a s t  G ra n d  R ap id s  
P u b lic  Schoo ls

UN IV ERSITY  ADVISOR: D r . R ic h a rd  M u n s te rm a n , W e s te rn
M ich ig an  U n iv e rs i ty

M AJOR FO CU S O F E X P E R IE N C E : E x p lo re  new  te c h n iq u e s  and  in 
c r e a s e  te c h n ic a l  s k i l ls  in  schoo l 
b u s in e s s  a d m in is tr a t io n .

DURATION: 12 w e ek s  co m m en cin g  T u e sd a y , M ay 31 , 1977

R A TIO N A LE;

T he s k i l ls  n e c e s s a r y  to  p e r f o r m  th e  m a n y  and  v a r ie d  ta s k s  of 

th e  s u c c e s s fu l  sch o o l b u s in e s s  a d m in is t r a to r  a r e  n u m e ro u s . W hile 

a  g r e a t  d e a l of b a ck g ro u n d  in fo rm a tio n  can  be  le a r n e d  in  th e  c l a s s 

ro o m , th e r e  i s  no  su b s ti tu te  fo r  p r a c t ic a l  e x p e r ie n c e . W e l e a r n  f ro m  

o th e r  p e o p le , th ro u g h  d is c u s s io n , o b s e rv a tio n  an d  a  f r e e  exchange  of 

id e a s .

A s in  a n y  b u s in e s s  o p e ra tio n , th e  g a th e r in g  and  in te r p r e ta t io n  of 

d a ta  i s  of p r im e  im p o r ta n c e . D ata  i s  th e  r a w  m a te r ia l  th a t  fo rm s  a  

b a s is  f r o m  w h ich  a l te r n a t iv e s  c an  be d ev e lo p ed  an d  d e c is io n s  can  be  

m a d e . T o  l e a r n  to  g a th e r  r e le v a n t  d a ta , p r e s e n t  i t  in  u s a b le  fo rm , 

an d  in t e r p r e t  i t  c o r r e c t ly ,  i s  a  v i ta l  m a n a g e m e n t te c h n iq u e .

P r o b le m s  th a t  d e a l w ith  p eo p le  a r e ,  p e r h a p s ,  th e  m o s t  d iff icu lt 

to  so lv e . P u b lic  A c t 379» w h ich  im p o se d  c o lle c tiv e  b a rg a in in g  on th e  

p u b lic  s e c to r ,  d r a s t ic a l ly  changed  th e  m a n a g e m e n t c o n ce p t of sch o o l
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s y s te m s .  S choo l b o a rd s  and  s u p e r in te n d e n ts  can  no  lo n g e r  be  p a t e r 

n a l i s t i c .  E m p lo y e e s , s e r v ic e  p e r s o n n e l ,  a s  w e ll a s  te a c h e r s ,  d em an d  

a  s h a r e  of th e  d e c is io n  m ak in g  function,,

T e a c h in g  i s  an  a r t  and  te a c h e r s  a r e  b a s ic a l ly  a r t i s t s .  S ince  a  

s u b s ta n tia l  p a r t  of a  s c h o o l’s o p e ra tin g  c o s ts  c o n s is t  o f t e a c h e r s ’ 

s a l a r i e s ,  i t  i s  im p o r ta n t  th a t  th e s e  d o l la r s  a r e  w e ll sp en t. E v en  th e  

m o s t  d e d ic a te d  and  e n th u s ia s t ic  te a c h e r  c a n  b e co m e  f r u s t r a te d  i f  he  

o r  sh e  c o n s ta n tly  e n c o u n te rs  p ro b le m s  w ith  th e  b u s in e s s  o ff ic e . A 

t e a c h e r  w a n ts  to  te a c h  w ith  no  r e s t r i c t io n s  on  su p p lie s  o r  e q u ip m e n t. 

W hile  i t  i s  im p o s s ib le  to  a llo w  u n r e s t r i c t e d  sp en d in g , i t  i s  p o s s ib le  

to  in v o lv e  th e  te a c h in g  s ta f f  in  b u d g e t p r e p a r a t io n .  A  te a c h e r  so  in 

v o lv e d  sh o u ld  b e  e n c o u ra g e d  to  ta k e  p a r t  in  p lan n in g  on a  d e p a r tm e n t 

o r  b u ild in g  le v e l .  C u r r ic u lu m  p lan n in g  co u ld  th u s  b e  c o -o rd in a te d  

w ith  f i s c a l  p lan n in g  th ro u g h  th e  p r in c ip a l ’s o ff ice  a n d /o r  c u r r ic u lu m  

c o m m itte e . In  th is  w ay  I  w ould hope  th a t  th e  te a c h in g  s ta ff  w ould 

s h a r e  th e  c o n c e rn s  of th e  b u s in e s s  o ffice  f o r  eco n o m y , an d , a t  th e  

s a m e  t im e ,  f e e l  th e i r  o p in io n s  w e re  r e s p e c te d  co n ce rn in g  th e  " to o ls "  

th e y  f e e l  th e y  n e e d  to  b e  e ffe c tiv e .

A  know ledge  of te c h n ic a l  s k il ls  i s  b a s ic  to  th e  d a ily  b u s in e s s  

fu n c tio n . In  o u r  r a p id ly  chang ing  s o c ie ty  th e s e  s k i l ls  m u s t  be  c o n 

s ta n t ly  ex p an d ed  and  u p g ra d e d . ' I  w e lco m e  th is  o p p o rtu n ity  to  e n te r  

a n o th e r  sch o o l s y s te m  and  le a r n  d if f e r e n t  m e th o d s  of o p e ra tio n .
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P R O J E C T E D  N A T U R E  O F  IN T E R N S H IP  E X P E R IE N C E

O B JE C T IV E S E X P E R IE N C E S  & C O N TA CTS ..TERM IN A L SK ILLS

A . C O N C E PT U A L T h e  in te r n  w ill - T h e  in te r n  w ill  b e  a b le  -

1. To a s s e m b le  
m e an in g fu l d a ta  
r e la t iv e  to  th e  n e e d s  
of a  s c h o o l b u s in e s s  
fu n c tio n .

e x a m in e  v a r io u s  m e th o d s  
u s e d  to  g a th e r  d a ta .

to  p ro d u c e  h i s to r ic a l  d a ta  
r e la t iv e  to  th e  W ayland  
U nion S ch o o l S y s te m  n o t 
p re v io u s ly  a s s e m b le d .

2. T o a n a ly z e  an d  
in t e r p r e t  m e a n in g fu l 
d a ta  r e la t iv e  to  th e  
n e e d s  of a  s ch o o l 
b u s in e s s  fu n c tio n .

e x p lo re  w ith  th e  f ie ld  
s u p e r v i s o r  th e  in te r p r e ta t io n  

an d  p r a c t ic a l  u s e  o f d a ta .

to  in t e r p r e t  h i s to r ic a l  
d a ta  o f th e  W ay lan d  U nion 
S ch o o l S y s te m .

u>
sO
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O B JE C T IV E S E X P E R IE N C E S  & CO NTA CTS TE R M IN A L SK IL LS

B . HUMAN T h e  in te r n  w ill  - T h e  in te r n  w ill b e  a b le

1. T o  in c r e a s e  s k i l l s  an d  
im p ro v e  w o rk  flow  in  
s y s te m s  m a n a g e m e n t 

  te c h n iq u e s , _____

o b s e r v e  th e  p r o c e s s  of 
s y s te m s  m a n a g e m e n t.

to  su g g e s t an d  im p le m e n t 
im p ro v e m e n ts  in  s y s te m s  
m a n a g e m e n t a t  W ay lan d  
U nion S c h o o ls .

2, To g a in  e x p o su r e  to  a  
h ig h  s ta n d a r d  of e x 
c e l le n c e  im p o s e d  by  
a  b o a r d  o f e d u c a tio n  
re sp o n d in g  to  th e  
d e m a n d s  o f an  a ff lu e n t 
an d  w e l l- e d u c a te d  
c o m m u n ity .

a tte n d  m e e t in g s  o f th e  
E a s t  G ra n d  R ap id s  B o a rd  
of E d u c a tio n .

3, T o  l e a r n  th e
te c h n iq u e s  an d  s k i l l s  
n e c e s s a r y  to  n e g o tia te  
a  la b o r  c o n tr a c t .

a t t end  n e g o tia tio n  s e s s io n s  
b e tw e e n  th e  r e p r e s e n ta t iv e s  
of E a s t  G ra n d  R ap id s  B o a rd  
of E d u c a tio n  an d  E a s t  G ra n d  
R a p id s  S e c r e t a r i e s  
A s s o c ia t io n .

to  r e c o g n iz e  b o a rd  p o lic y  
v e r s u s  b o a rd  in v o lv e m e n t 
in  m a n a g e m e n t.

to  a n a ly z e  c o n tr a c t  p ro p o s a ls  
an d  fo rm u la te  c o u n te r  
p ro p o s a ls .

4 . T o  l e a r n  th e  s k i l l s  of 
w r it in g  p o s it io n  g u id e s .

le a r n  f ro m  th e  f ie ld  
s u p e r v is o r  th e  te c h n iq u e s  o f 
w r it in g  p o s it io n  g u id e s . __

To w r i te  a  p o s it io n  g u id e .

o
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O B JE C T IV E S

5, To l e a r n  th e
te c h n iq u e s  u s e d  in  
a p p r a i s a l  of 
s u b o rd in a te s .

6. T o  b e c o m e  a c q u a in te d  
w ith  new  a p p ro a c h e s  to  
in v o lv e  th e  p ro f e s s io n a l  
s ta f f  in  b u d g e t 
p r e p a r a t io n .________ ____

e x p e r i e n c e s "^ c o n t a c t s  " “ t e r m i n a l  s k i l l s

d is c u s s  w ith  th e  f ie ld  
s u p e r v i s o r  th e  te c h n iq u e s  
u s e d  in  a p p r a i s a l  of 
s u b o rd in a te s ._______ ______

d is c u s s  w ith  th e  f ie ld  
s u p e r v is o r  v a r io u s  
a p p ro a c h e s  to  b u d g e t 
p r e p a r a t io n .

to  u s e  an  a p p r a is a l  fo rm .

to  p ro d u c e  a  p la n  an d  
t im e ta b le  fo r  b u d g e t 
p r e p a ra t io n .
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O B JE C T IV ES__________________

C . T E C H N IC A L

1. To g a in  a n  u n d e r 
s ta n d in g  of th e  
p r o c e d u r e  fo r  w r i t in g  
s p e c if ic a t io n s  an d  
b id d in g  th e  v a r io u s  
in s u r a n c e  p ro g r a m s

   o f a  sc h o o l s y s te m .

2. T o l e a r n  to  s e t  u p  a n  
in v e s tm e n t  p r o g r a m  
th a t  w ill  m a x im iz e  
in v e s tm e n t r e tu r n  
w ith in  th e  c o n fin e s  of 
sc h o o l la w  an d  sound

_________b u s in e s s p r a c t i c e .____

3. To in c r e a s e  s k i l l s  in  
th e  a r e a  of b u d g e t 
c o n tro l .

E X P E R IE N C E S  & CO N TA CTS

T h e  in te r n  w ill  -

a s s i s t  th e  f ie ld  s u p e r v i s o r  
in  e v a lu a tin g  a  t a x - s h e l t e r e d  
a n n u ity  p r o g r a m  an d  e x p lo re  
th e  v a r io u s  o th e r  in s u r a n c e  
p r o g r a m s  o f E a s t  G ra n d  
R a p id s  P u b lic  S c h o o ls .

w o rk  w ith  th e  f ie ld  
s u p e r v is o r  to  b e c o m e  
f a m i l ia r  w ith  th e  te c h n iq u e s  
u s e d  in  in v e s t in g  s u rp lu s  
fu n d s .

T E C H NICAL SK ILLS________

T h e  in te r n  w ill  b e  a b le  -

to  w r i t e s p e c if ic a t io n s  
an d  b id  th e  d e n ta l  in s u r a n c e  
p r o g r a m  fo r  W ay lan d  Union 
S c h o o ls .

to  s e t  up  a  c a s h  flow  and  
b e  f a m i l ia r  w ith  th e  v a r io u s  
in v e s tm e n t  in s t r u m e n ts  
a v a i la b le  to  s c h o o ls  w ith in  
th e  co n fin e s  of th e  sch o o l 
code.

e x a m in e  and  ev a lu a te  th e  
s y s te m  fo r  b u d g e t c o n tro l  
u s e d  a t  E a s t  G ra n d  R a p id s  
P u b lic  S c h o o ls .

to  c o m p o se  a  handb o o k  
s e t t in g  fo r th  th e  g u id e lin e s  
fo r  p u rc h a s in g  w ith in  th e  
a p p ro v e d  b u d g e t.___________
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T e a c h e r s '  S a la r ie s  (Y e a r ly )  
B „A 0 M in im u m

B 0Ao M ax im u m

B .A o + 18 M in im u m

B 0A 0 + '8  M ax im u m

M 0Ao M in im u m

M . A . M ax im u m

M .A , + 1 5  M in im u m

M .A . + 1 5  M ax im u m

M .A . + 30 M in im u m

M .A . + 30 M ax im u m

T e a c h e r s '  S a la r ie s  - P e r c e n t  
of O p e ra t in g  B u d g e t

W AYLAND UNION SCHOOL 
______ S a la ry  S u rv ey _______

A n n e x a tio n
1966-1967  1967-1968  1968-1969  1969-1970

5 ,0 0 0  5 ,8 0 0  6 ,2 5 0  6 ,8 0 0

6 ,5 0 0  7 ,9 7 5  8 ,9 2 0  9 ,7 9 0

6 ,4 7 5  7 , 100

9 ,2 2 6  1 0 ,2 2 0  

5 ,2 0 0  6, 100 6 ,7 0 0  7 ,4 0 0

6 ,9 0 0  8, 387 9 ,5 4 7  1 0 ,6 6 0

58 .6 2 %  65. 03% 66 .11%  66 .97%
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W AYLAND UNION SCHOOL
S a la ry  S u rv e y __________

_________________D O U BLE SESSIONS______________
1970-1971  1971-1972  1972-1973  1973-1974

T e a c h e r 's  S a la r ie s  (Y e a r ly )
B .A . M in im u m 7 ,2 0 0 7 ,3 0 0 7 , 675 8 ,0 5 9

Bo Ao M ax im u m 1 0 ,8 0 0 10, 950 1 1 ,5 1 2 1 2 ,7 3 3

Bo A . + 18 M in im u m 7 ,5 0 0 7, 600 7 ,9 7 5 8 ,3 5 9

B .A . + 18 M ax im u m 1 1 ,2 5 0 1 1 ,4 0 0 1 1 ,9 6 2 1 3 ,2 0 7

M . A . M in im u m 7 ,8 0 0 7 ,9 0 0 8 ,2 7 5 8 ,6 5 9

M . A . M ax im u m  

M .A . + 1 5  M in im u m  

M . A . + 1 5  M a x im u m  

M .A . + 3 0  M in im u m  

M .A . + 3 0  M ax im u m

1 1 ,7 0 0 1 1 ,8 5 0 1 2 ,4 1 2 1 3 ,681  

8 , 959 

1 4 ,1 5 5

T e a c h e r s '  S a la r ie s  -  P e r c e n t
of O p e ra t in g  B u d g e t 6 5 .10%  59 .92%  5 9 .62%  59 .99%

o i
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Ho So O pened  
1974-1975

T e a c h e r s '  S a la r ie s  (Y e a rly )
Bo'Ao M in im u m 8 ,4 6 2

B .A . M ax im u m 1 3 ,1 1 6

B 0Ao + 18 M in im u m 8 ,7 6 2

B .A 0 + 18 M ax im u m 1 3 ,581

M 0A 0 M in im u m 9 ,0 6 2

M .A . M ax im u m 1 4 ,0 4 6

M 0Ao + 1 5  M in im u m 9, 362

M .A o + 15 M ax im u m 1 4 ,511

M .A . + 30 M in im u m

M .A o + 3 0  M ax im u m

T e a c h e r s '  S a la r ie s  -  P e r c e n t
of O p e ra t io n  B u d g e t 5 4 . 69%

A d m in is t r a to r s  S a la r ie s  -
P e r c e n t  o f O p e ra tin g  B u d g e t 6 , 02%

,R et. P d .  -A ll 
b u t B us D r .

1975-1976

9 ,2 0 0  

1 4 ,2 6 0  

9 ,5 0 0  

1 4 ,7 2 5  

9 ,8 0 0  

1 5 ,1 9 0  

1 0 ,1 0 0  

1 5 ,6 5 5  

1 0 ,4 0 0  

1 6 ,1 2 0

54 .11%

7 . 13%

1976-1977  

9 ,7 0 0  

1 5 ,0 3 5  

1 0 ,0 0 0  

1 5 ,5 0 0  

1 0 ,3 0 0  

1 5 ,9 6 5  

1 0 ,6 0 0  

1 6 ,4 3 0  

1 0 ,9 0 0  

1 6 ,8 9 5

A m to C hg. 
1 966-67  O v e r 
C u r r e n t  Y e a r

4 ,7 0 0

8 ,5 3 5

5 , 100 

9 ,0 6 5

O '
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A d m in i s t r a to r s ' S a l a r i e s -  
P e r c e n t  of O p e ra t in g  B u d g e t

S u p e r v i s o r s ' S a la r ie s  
P e r c e n t  of O p e ra t in g  B u d g e t

S e c r e t a r i e s '  S a la r ie s  (H o u rly )

C la s s  111 M in im u m

C la s s  111 M a x im u m

C la s s  11 M in im u m

C la s s  11 M ax im u m

C la s s  1 M in im u m

C la s s  1 M ax im u m

E x e c u tiv e  M in im u m

E x e c u tiv e  M ax im u m

I n s u ra n c e  M in im u m

I n s u r a n c e  M ax im u m

S e c r e t a r i e s '  S a la r ie s  
P e r c e n t  o f O p e r . B u d g e t.

A n n e x a tio n
1966-1967

5 .3 2 %

.95%  

No S c a le

3. 02%

1967-1968  1968-1969 1969-1970

5 .4 7 %

.97%  

No S c a le

6 0 .0 0  

1 2 0. 00

2 .83%

5.11%

1.45%  

No S c a le

60 .00

1 2 0 .0 0

2 . 65%

5 . 17%

1.36%

No S c a le  

8% In c .

8% In c .

8% In c .

8% In c .

8% In c .

8% In c ,

8% In c .

8% In c .

12 0 .0 0  

2 4 0 .0 0

2 .7 5 %

-j
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A d m in i s t r a to r s 1 S a la r ie s  -  
P e r c e n t  of O p e ra t in g  B u d g e t

S u p e r v i s o r s ' S a la r ie s  
P e r c e n t  o f O p e ra t in g  B u d g e t

S e c r e t a r i e s '  S a la r ie s  (H o u rly )

C la s s  111 M in im u m

C la s s  111 M ax im u m

C la s s  11 M in im u m

C la s s  11 M ax im u m

C la s s  1 M in im u m

C la s s  1 M ax im u m

E x e c u tiv e  M in im u m

E x e c u tiv e  M ax im u m

I n s u r a n c e  M in im u m

In s u r a n c e  M ax im u m

S e c r e t a r i e s '  S a la r ie s  
P e r c e n t  of O p e r . B u d g e t.

1970-1971

5 .4 2 %

1.48%  

No S c a le  

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

6 -1 /2 %  In c . 

1 2 0 .0 0  

2 4 0 .0 0

1. 98%

D O U B L E SESSIONS
1971-1972

4 . 88%

1.37%

1 .9 0

2 .8 5

2. 19

3. 14

2 .8 5  

3 . 80

1972-1973

5 . 84%

2.03%

1 .9 0

3 .0 1  

2 . 2 0  

3 .3 1

2 .9 1

4 .0 1

1973-1974

5 . 66%

1.96%

1 .9 0  

3 .0 8  

2 .2 4  

3 .4 0  

2 .9 8  

4 .1 4

1 2 0 .0 0

2 4 0 .0 0

1 8 0 .0 0

3 0 0 .0 0

1 8 0 .0 0

3 0 0 .0 0

2 .46% 3.21% 2. 65%

oo



R
eproduced 

with 
perm

ission 
of the 

copyright 
ow

ner. 
Further 

reproduction 
prohibited 

w
ithout 

perm
ission.

H . So O pened
1974-1975

S u p e r v i s o r s 1 S a la r ie s  
P e r c e n t  of O p e r . B u d g e t
(In c lu d e  G u s , S ta n , R o g , B u tch) 2 . 97%

S e c r e t a r i e s '  S a la r ie s  - (H o u rly )
C la s s  111 M in im u m  2 0 10

C la s s  111 M ax im u m  3 .3 0

C la s s  11 M in im u m  2 .3 0

C la s s  11 M a x im u m  3 .5 0

C la s s  1 M in im u m  3 ,0 5

C la s s  1 M ax im u m  4 0 25

E x e c u tiv e  -  M in im u m

E x e c u tiv e  -  M ax im u m

I n s u ra n c e  -  M in im u m  -  y r ,  1 8 0 .0 0

I n s u r a n c e  -  M a x im u m  -  y r .  300 . 00

S e c r e t a r i e s '  S a la r ie s
P e r c e n t  o f O p e r . B u d g e t 2,88%

R e t . P d 0 -A ll  A m t. C hg0
b u t B u s Dr» 1 9 6 6 -6 7  O v e r

1975 -1 9 7 6  1 9 7 6 -1977  C u r r e n t  Y e a r

3 . 10%

2 .2 5

3. 30 

2 .3 0  

3 .5 0

3 .0 5

4 . 25

1 8 0 .0 0

3 0 0 .0 0

3 .01%

o u t

o u t

2 .4 5  

3 .5 0  

2 .6 0  

3 .6 5  

3 .2 0

4 .4 5  

1 8 0 .0 0  

3 0 0 .0 0

vO
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W AYLAND UNION SCHOOL
S a la ry  S u rv e y

A n n e x a tio n
1966-1967

B us D r i v e r s '  S a la r ie s  (H ourly )

M in im u m  

M ax im u m  

M e c h a n ic  s -(R e g . on ly)

G a ra g e  H e lp e r  

B u s D r iv e r s  S a la r ie s
P e r c e n t  o f O p e r , B u d g e t 30 53%

C o o k s ' S a la r ie s  (H o u rly )

O v e r  4 h r s ,  -  M in im u m

O v e r 4 h r s ,  -  M ax im u m

U n d e r  4 h r s ,  -M in im u m

U n d e r  4 h r s .  -M a x im u m

T o ta l  S a la r ie s  -  P e r c e n t  
of O p e ra t in g  B u d g e t 7.7, 64%

1967-1968

3, 59%

1968-1969

3 .2 5  %

1969-1970

2.60  

2 .8 5  

6« 264 .

3 .58%

8 3 .6 9 % 8 3 .43% 84 .84%
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W AYLAND UNION SCHOOL
S a la ry  S u rv e y

D O U B L E SESSIONS
1970-1971

B us D r i v e r s 1 S a la r ie s  (H ourly )

M in im u m  2 .6 0

M ax im u m  2 ,9 5

M ec h a n ic  s -(R e g . on ly) 6 ,6 7 0 .

G a ra g e  H e lp e r s

B u s D r iv e r s  S a la r ie s
P e r c e n t  o f O p e r . B u d g e t 3 . 29%

C o o k s ' S a la r ie s  (H o u rly )

O v e r 4 h r s .  -  M in im u m  

O v e r 4 H r s .  -  M ax im u m  

U n d e r  4 H r s .  -  M in im u m  

U n d e r  4 H r s .  -  M ax im u m

T o ta l  S a la r ie s  -  P e r c e n t
o f O p e ra t in g  B u d g e t 81 .3 6 %

1971-1972

2 .60

3 .0 5

7 ,2 3 1 .

1 .7 0

3 . 50%

1972-1973

2 .6 5  

3 . 15 

7 , 640. 

1 .8 0

3 . 80%

2 .6 9

2 , 2 0

1973-1974

2 .7 5

3 .2 7

8, 090.

1 .9 1

3 . 37%

2 .8 2

2 .3 5

76 . 97% 79 .84% 78.81%
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W AYLAND UNION SCHOOL
S a la r y  S u rv e y

A n n e x a tio n
1966-1967  1967-1968  1968-1969

T e a c h e r  A id e s  (H ourly )
T i t le  1 2 .5 0  2 .5 0

T e a c h e r  A id e s  -  M in im u m

T e a c h e r  A id e s  -  M ax im u m

P la y g ro u n d  A id e s

C ro s s in g  G u a rd s

L i b r a r y  A id e s  -  M in im u m

L ib r a r y  A id e s  -  M ax im u m

S p e c ia l E d u c . -  M in im u m

S p e c ia l E d u c , -  M ax im u m

I n s u ra n c e  -  M in im u m  6 0 .0 0  6 0 ,0 0

I n s u r a n c e  -  M a x im u m  1 2 0 .0 0  1 2 0 .0 0

T e a c h e r  A id e  S a la r ie s  -
P e r c e n t  of O p e r .  B u d g e t . 60% • 67% . 59%

(N ot T i t le  1)

1969-1970

2 .5 0

1 2 0 .0 0  

2 4 0 .0 0

.65%

cn



R
eproduced 

with 
perm

ission 
of the 

copyright 
ow

ner. 
Further 

reproduction 
prohibited 

w
ithout 

perm
ission.

T e a c h e r  A id e s  (H ourly )

T i t le  1

T e a c h e r  A id e s  -  M in im u m

T e a c h e r  A id e s  -  M ax im u m

P la y g ro u n d  A id e s

C ro s s in g  G u a rd s

L i b r a r y  A id e s  -  M in im u m

L i b r a r y  A id e s  -  M ax im u m

S p e c ia l  E d u c . -  M in im u m

S p e c ia l E d u c . -  M ax im u m

In s u r a n c e  -  M in im u m

I n s u r a n c e  -  M ax im u m

T e a c h e r  A id e  S a la r ie s  -  
P e r c e n t  o f O p e r , B u d g e t 

(N ot T i t le  1)

1970-1971

2 .5 0

1 .8 0

120* 00  

2 4 0 .0 0

o 69%

1971-1972
D O U B LE SESSIONS______________

1972-1973  1973-1974

3 .0 0

1 .8 5

1 2 0 .0 0

2 4 0 .0 0

.45%

3 .0 0  

1 .9 0

2 .01  

1 .9 5

1 .9 5

1 8 0 .0 0

3 0 0 .0 0

. 68%

3 .0 0

1 .90

2 .1 3  

2 .0 5

1 .9 0

2 .1 3

1 .9 0  

2 . 13

1 8 0 .0 0

3 0 0 .0 0

. 62%

U1
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A n n e x a tio n
1966-1967

C u s to d ia n  S a la r ie s  (H o u rly ) n o  s c a le  

C hg , o f B uild , -  M in im u m  

C hg . of B u ild , -M a x im u m  

C u s to d ia n  -  M in im u m  

C u s to d ia n  -  M ax im u m  

P a r t  T im e  & H e lp e r s -M in im u m  

P a r t  T im e  & H e lp e r s -M a x im u m  

S tu d e n t H elp  

I n s u ra n c e  -  M in im u m  

I n s u r a n c e  -  M ax im u m  

P a id  V a c a tio n  

C u s to d ia n s ' S a la r ie s
P e r c e n t  o f O p e r , B u d g e t 5 ,6 0 %

1 967-1968 1968-1969 1969-1970

no s c a le

6 0 .00

1 2 0 .0 0

5 .13%

no s c a le

2 . 0 0

3 .0 0  

1 .6 0

2 . 0 0

60 .00

1 2 0 .0 0

4 . 27%

no s c a le

2 .5 0

3 .0 0

1 .4 0  

1 2 0 .0 0  

2 4 0 .0 0  

Y es

4 . 36%

U1
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1970-1971

C u s to d ia n  S a la r ie s  (H o u rly )

C h g . of B u ild . -M in im u m  

C h g . of B u ild . -M a x im u m  

C u s to d ia n  -  M in im u m  2 .5 0

C u s to d ia n  -  M ax im u m  3 ,1 0

P a r t  T im e  & H e lp e r s -M in im u m  1075 

P a r t  T im e  & H e lp e r s -M a x im u m  2 , 35

S tu d en t H elp 1. 60

I n s u r a n c e  -  M in im u m 120. 00

In s u r a n c e  -  M ax im u m 240. 00

P a id  V a c a tio n yes3

C u s to d ia n s  1 S a la r ie s
P e r c e n t  o f O p e r .  B u d g e t 3 .40%

________________ D O U B L E SESSIONS____________
1971-1972 1972-1973  1973-1974

2 .5 5 2 ,6 0 2 .7 5

3 .1 5 3 .3 0 3 .5 0

1 .7 5 1 .7 5 1 .7 5

2 . 35 2 .3 5 2 .3 8

1 .6 0 1 .7 0 1 .7 0

1 2 0 .0 0 1 8 0 .0 0 1 8 0 .0 0

2 4 0 .0 0 3 0 0 .0 0 3 0 0 .0 0

y e s y e s y e s

4 .3 9 %  4 .6 6 %  4 .5 6 %

(J l
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W AYLAND UNION SCH O O L
P e r  P u p il  C o s t S u rv ey

A n n ex a tio n
1966-1967

S ta te  E q u a liz e d  V a lu a tio n  $ 1 9 ,0 2 4 ,9 9 2  

E n r o l lm e n t  - R e g u la r  & A d u lt I960

9 ,7 0 6  

13. 09

V a lu a tio n  P e r  P u p il  

O p e ra tin g  M illa g e  

B u ild in g  & S ite  M illa g e  

D eb t S e rv ic e  M illa g e  

T o ta l  M illa g e

P r o p e r ty  T a x e s  P e r  P u p il  (O p er) 127. 05 

S ta te  A id  P e r  P u p il  

S ta te  A id  & P r o p  T a x  P e r  S tu d en t 

P e r  P u p il  C o st fo r  O p e ra t io n  

P e r  P u p il  C o s t fo r  I n s t ru c t io n

402. 81 

274. 46

1967-1968  

$ 19, 7 2 1 ,4 0 4  

2013 

9, 797 

13. 09 

1

D eb t S p lit 8 D o r r  D eb t S p lit

128. 24

1968-1969  

$ 2 0 ,4 6 9 ,8 4 8  

2080 

9, 841 

19. 89 

1

3. 7 

24. 59 

195. 74

4 5 9 .2 2  

3 3 9 .3 7

500. 28 

374. 13

1969-1970  

$ 22, 4 0 7 ,0 7 8  

2121  

1 0 ,5 6 4

19. 89 

1

2. 9 

23. 79 

210 . 12 

338. 48 

548. 60 

558. 99 

419. 41

Ulo
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W AYLAND UNION SCHOOL
P e r  P u p il  C o s t S u rv e y

________________ D O U B LE S E S S I O N S _______________
L9J-Q rl.9.7J  1 9 7 1 -1972  1972-1973  1973 -1 9 7 4  C

S ta te  E q u a liz e d  V a lu a tio n  $ 2 3 ,7 4 0 ,5 6 1 $ 2 6 ,9 5 4 ,9 8 3 $ 3 0 ,3 3 0 ,6 8 5 $ 3 3 ,8 4 3 ,5 3 1

E n r o l lm e n t  -  R e g u la r  & A d u lt 2 ,2 4 8 2 ,3 9 4 2 ,4 4 6 2 ,5 2 2

V a c a tio n  P e r  P u p il 1 0 ,5 6 0 1 1 ,2 5 9 1 2 ,4 0 0 1 3 ,4 1 9

O p e ra t in g  M illa g e 20 20 20 20

B u ild in g  & S ite  M illa g e - 1 1 1

D eb t S e rv ic e  M illa g e 3 (D o rr ) .5 7 .6 8 7 .6 8

T o ta l  M illa g e 23 2 1 .5 2 8 .6 8 2 8 .6 8

P r o p e r ty  T a x e s  P e r  P u p il  (O p er) 2 1 1 .2 0 2 2 5 .1 8 2 4 8 .0 0 2 6 8 .3 8

S ta te  A id  P e r  P u p il 4 1 2 .3 4 4 3 5 .9 8 4 6 6 . 61 4 9 1 .6 1

S ta te  A id  & P r o p .  T a x  P e r  S tu d en t 6 2 3 .5 4 6 6 1 .1 6 7 1 4 .6 1 7 5 9 .9 9

P e r  P u p i l  C o s t f o r  O p e ra t io n 6 2 1 .3 0 6 7 5 .8 4 7 3 5 .6 4 8 1 6 .6 2

P e r  P u p il  C o s t f o r  I n s t r u c t io n 4 6 8 .6 4 4 7 1 .9 4 5 2 6 .3 1 5 8 5 .8 8

Ul
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H . S .O pened  
1974-1975

S ta te  E q u a liz e d  V a lu a tio n  $ 36, 9 5 1 ,9 3 4

E n r o l lm e n t  -  R e g . &: A d u lt 2 ,5 9 5

V a lu a tio n  P e r  P u p il 1 4 ,2 3 9

O p e ra t in g  M illa g e 23

B u ild in g  & S ite  M illa g e - 0 -

D eb t S e rv ic e  M illa g e 7

T o ta l  M illa g e 30

P r o p e r ty  T a x e s  P e r  P u p i l  (O p er) 3 2 7 .5 0

S ta te  A id  P e r  P u p il 5 6 2 .8 3

S ta te  A id  + P r o p e r ty  T a x  p e r  P u p il 8 9 0 .3 3

P e r  P u p il  C o s t f o r  O p e r . 9 5 2 .2 3

P e r  P u p il  C o s t f o r  I n s t . 6 5 2 .7 1

P e r  P u p il  C o s t f o r  A d m . 28 . 11

1975-1976 1976-1977

A m t. C hange 
19 6 6 -6 7  O v e r 
C u r r e n t  Y e a r

$ 4 1 ,2 3 8 ,7 1 3  

2 ,6 8 0  

1 5 ,3 8 7  

2 5 .5  

- 0 -

6

3 1 .5  

3 9 2 .3 7  

6 66 . 01  

1 ,0 5 8 . 38 

1 ,0 6 2 . 36 

6 9 5 .2 1  

3 6 .7 9

$ 4 1 ,7 9 6 ,4 6 8

2 5 .5

- 0 -

7

3 2 .5  

4 0 0 .6 8  

6 9 5 .1 2  

1 ,0 9 5 .8 0

$ 2 2 ,7 7 1 ,4 7 6  

720 

5 ,6 8 1  

1 2 .4 1

2 6 5 .3 2

6 5 9 .5 5

4 2 0 .7 5

1 7 .0 6

01
00
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A n n e x a tio n  
.1 9 6 6 -1 9 6 7

P e r  P u p il  C o s t f o r  A d m , $ 1 9 .7 3

P e r  P u p il  C o s t f o r  H e a lth .5 2

P e r  P u p il  C o s t f o r  T r a n s . 4 7 .0 9

P e r  P u p il  C o s t f o r  O p e r . 4 1 .7 8

P e r  P u p il  C o s t f o r  M a in t. 1 6 .0 4

P e r  P u p il  C o s t f o r  F ix e d  C h. 3 .2 0

P e r  P u p il  C o s t f o r  C ap t. O u tlay 22 . 33

1 967-1968  1968-1969  '1 9 6 9 -1 9 7 0

1 7 .4 3 $ 1 8 .7 9 $ 21 . 18

. 12 - -

4 5 .5 4 4 5 . 35 4 6 . 12

4 3 .2 3 4 0 .5 3 4 5 .9 1

1 1 .5 6 13. 33 1 7 .5 8

1 .9 7 8 . 16 8 .8 7

1 1 .5 9 1 6 .9 1 1 7 .2 2

U1
vO
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1970-1971

P e r  P u p il  C o s t f o r  A d m , 22 . 19

P e r  P u p il  C o s t f o r  H e a lth .5 0

P e r  P u p il  C o s t  f o r  T r a n s . 56 . 25

P e r  P u p il  C o s t f o r  O p e r0 -
j

o I—
*

O

P e r  P u p il  C o s t f o r  M a in t. 11. 18

P e r  P u p il  C o s t f o r  F ix e d  C h . 1 5 .4 2

P e r  P u p il  C o s t f o r  C a p t. Outlay- 13. 63

D O U B L E SESSIONS
1971-1972 1972-1973 1973-1974

2 3 .7 6 2 4 .9 5 2 7 .7 6

.5 0 1 .0 0 1 .0 0

6 7 .6 9 7 1 .9 8 7 5 .5 0

5 3 .2 8 6 4 .9 7 7 4 .5 1

2 6 .0 3 2 1 .7 2 1 6 .3 6

3 2 .6 0 24 . 66 3 5 .6 0

1 1 .8 4 2 2 .2 0 2 6 .1 3

O'o
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H . S. O pened
1974-1975

P e r  P u p il  C o s t f o r  H e a lth 1. 32

P e r  P u p il  C o s t f o r  T r a n s . 7 7 .6 0

P e r  P u p il  C o s t f o r  O p e r . 1 2 5 .9 9

P e r  P u p il  C o s t f o r  M a in t. 1 9 .4 3

P e r  P u p il  C o s t f o r  F ix e d  C h. 4 7 . 17

P e r  P u p il  C o s t f o r  C a p t. O u tlay 1 5 .4 6

1 975-1976 1976-1977

A m t. C hange 
1966-67  O v e r 
C u r r e n t  Y e a r

1. 00 

9 1 .9 7  

1 4 2 .9 4  

15. 35 

79 . 13 

14. 18

.4 8  

4 4 .8 8  

1 0 1 . 16  

- .6 9

7 5 .9 3  

- 8 .1 5

O'
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JO B  D ESC R IPTIO N S AS TH EY  A R E NOW

D ire c to r  of F in a n c e

Send ou t b u d g e t r e q u e s ts  to  d e p a r tm e n t h e a d s  and  p r in c ip a ls  to  

d e te rm in e  n e ed  in  v a r io u s  a r e a s  and  c o m p ile  th e s e  r e q u e s ts  

in to  a  w o rk a b le  b u d g e t. W o rk  w ith  a d m in is t r a to r s  and  d e p a r t 

m e n t h e a d s  in  r e g a r d  to  lo n g - ra n g e  p lan n in g  of sch o o l p ro g r a m s  

in  t e r m s  of f in a n c ia l  n e e d s .  R eco m m en d  th e  an n u a l b u d g e t to  

th e  su p e r in te n d e n t fo r  s u b m is s io n  to  th e  b o a rd .

A s s i s t  in  d e te rm in in g  s a la r y  s c a le s  fo r  n o n -n e g o tia tin g  s e r v ic e  

p e r s o n n e l .

B e re s p o n s ib le  f o r  in v e s tin g  g e n e r a l  fu n d , b u ild in g  a n l s i t e ,  and  d eb t 

r e t i r e m e n t  m o n ie s  in  su ch  a  w ay  to  m a x im iz e  i n t e r e s t  r e tu r n s  

w h ile  m a in ta in in g  l iq u id ity  to  m e e t  c u r r e n t  e x p e n s e s .

P r e p a r e  a p p lic a tio n  fo r  th e  S chool Bond L o an  F u n d  and  d e te rm in e  

m illa g e  n e c e s s a r y  to  m e e t  bond  o b lig a tio n s . M ake a l l  bond and 

i n t e r e s t  p a y m e n ts .

S e rv e  a s  a  m e m b e r  of th e  N eg o tia tin g  T e a m . B e re s p o n s ib le  f o r  

c o lle c tin g , a n a ly z in g  m a te r i a l ,  and  re c o m m e n d in g  p ro p o s a ls  

p e r ta in in g  to  n e g o tia tio n s . A n a ly ze  and  re c o m m e n d  c o s t 

p r o p o s a ls .

P r e p a r e  r e p o r t s  on  C E T A , P u b lic  S e rv ic e  E m p lo y m e it  P r o g r a m  and  

o th e r  p o s s ib le  g o v e rn m e n t p r o g r a m s .
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A p p ro v e  a l l  p u rc h a s e  o r d e r s .  A p p ro v e  g e n e r a l  fund  b i l l s  fo r  su b 

m is s io n  to  th e  b o a rd  f o r  p a y m e n t.

A d m in is te r  a l l  sch o o l e le c t io n s .

A d m in is te r  u n em p lo y m en t in s u ra n c e .

R e c e iv e  an d  d e p o s it  g e n e ra l  fund m o n ie s , b u ild in g  an d  s i te  m o n ie s  

an d  d eb t r e t i r e m e n t  m o n ie s .

P r e p a r e  f in a n c ia l r e p o r t s  f o r  th e  B o a rd  of E d u c a tio n , su p e r in te n d e n t, 

and  g o v e rn m e n t a g e n c ie s .

K eep th e  s u p e r in te n d e n t in fo rm e d  a s  to  th e  f in a n c ia l  co n d itio n  of th e  

d i s t r i c t  a t  a l l  t im e s .

A pply  f o r  and  r e p o r t  S ec tio n  27 ( s ta te  a id  f o r  d eb t r e t i r e m e n t)  

m o n ie s .

A s s i s t  th e  su p e r in te n d e n t w ith  th e  b u s in e s s  m a n a g e m e n t of th e  d i s 

t r i c t ,  in c lu d in g  b u t n o t l im i te d  to  in s u ra n c e  on b u ild in g s  an d  

c o n te n ts , f le e t  in s u r a n c e ,  b id s , t r a n s p o r ta t io n  r e p o r t s ,  an d  so  

fo r th .

W o rk  w ith  th e  s u p e r in te n d e n t in  d ev e lo p in g  c u r r e n t  m a n a g e m e n t

te c h n iq u e s  su ch  a s  fo rm u la t in g  and  re c o m m e n d in g  b o a rd  p o lic y , 

d ev e lo p in g  job  d e s c r ip t io n s  and  e v a lu a tio n s , an d  so  fo r th .

P a r t i c ip a te  in  p r in c ip a l s '  m e e t in g s ,  b o a rd  of e d u ca tio n  m e e t in g s , 

an d  su c h  o th e r  m e e t in g s  a s  a r e  r e q u i r e d  o r  a p p ro p r ia te .

A ny o th e r  d u tie s  d e s ig n a te d  by  th e  s u p e r in te n d e n t.

P r e p a r e  q u a r te r ly  f e d e r a l  ta x  r e p o r t s .
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P r e p a r e  q u a r te r ly  r e t i r e m e n t  r e p o r t  on  f e d e r a l  p ro g ra m s ,,

P r e p a r e  m o n th ly  s ta te  r e t i r e m e n t  r e p o r t s  and sen d  c h ec k .

T y p e  in d iv id u a l t e a c h e r ,  a d m in is t r a to r  an d  s e r v ic e  p e r s o n n e l  c o n 

t r a c t s .

P r o c e s s  u n e m p lo y m e n t c la im s .

P a y  s ta te  ta x  an d  do r e p o r t s .

Do ban k in g  f o r  a l l  fu n d s  w h e re  th i s  i s  d o n e  f r o m  th e  c e n t r a l  o ffice  

(g e n e ra l  fu n d , d e b t r e t i r e m e n t  fu n d  an d  b u ild in g  and  s i te  fund). 

O pen  m a i l .

T y p e  r e p o r t s  f o r  b o a r d .

T y p e  m a s t e r  c o n tr a c ts  w hen  n e g o tia te d .

T y p e  d e s c r ip t io n  on c h e c k  r e g i s t e r .

T y p e  a g e n d a .

C o rre s p o n d e n c e  f o r  s u p e r in te n d e n t.

M IOSHA R e p o r ts .

A d m in is te r  W o rk m e n ’s C o m p e n sa tio n .

P a y r o l l  S e c r e ta r y

P r e p a r e  p a y r o l l  (no t m a c h in e  p o s tin g ) .

P a y  A lle g a n  C oun ty  C re d i t  U n io n  m o n th ly .

P a y  ta x  s h e l te r e d  a n n u ity  m o n th ly .

K eep  s ic k  le a v e  r e c o r d s .

K eep  t im e  c a r d  re c o rd s ,,
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P a y r o l l  S e c r e ta r y  (C ontinued)

M onth ly  h o t lu n c h  r e p o r t .

In  c h a rg e  of p e r s o n n e l  f i l e s  (on ly  s m a ll  am o u n t of f il in g ) .

C h eck  T .B .  sk in  t e s t s  y e a r ly .

P a y  W UEA, M E A  an d  N EA  d u e s .

I n te rm e d ia te  c e r t i f ic a t io n  r e p o r t  (y e a r ly ) .

6 . 5 h r s .  o f w o rk  + . 5 h r s .  f o r  lu n c h  

P / R  35 h r s /w k  x  45 w e ek s  = 1575 h r s .  

B o a rd  p a id  lu n ch  h o u r  

1 b r e a k  of u n d e te rm in e d  t im e  

H o u rs  -  7:30 A .M . -  2:30 P .M .

B o o k k eep e r

P r e p a r e  W2*s (done on m ach ine),,

P r e p a r e  an n u a l s ta te  r e t i r e m e n t  r e p o r t  (done on  m a c h in e ) .

P o s t  and  b a la n c e  g e n e r a l  fu n d , sch o o l s e r v ic e  fu n d , t r u s t  and

a g en c y  fu n d , b u ild in g  an d  s i te  fund and  d e b t r e t i r e m e n t  fu n d s . 

S o c ia l s e c u r i ty  r e p o r t s  (done on m a c h in e ) .

P o s t  P a y r o l l .

B a la n c e  p a y ro l l  c h eck in g  a c c o u n t.

6 .5  h r s .  of w o rk  + .5  h r s .  f o r  lu n c h  

P /R  35 h r s /w k  x  45 w e e k s  = 1575 h r s .  

B o a rd  p a id  lu n c h  h o u r
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B o o k k eep e r (C ontinued)

1 b re a k  of u n d e te rm in e d  t im e  

H o u rs  -  8: A .M . -  3:00 P .M .

R e c e p tio n is t

T ype  p u rc h a s e  o r d e r s  f r o m  p u rc h a s e  r e q u e s t s .

C h eck  b i l ls  fo r  p a y m en t.

Send m o n th ly  r e p o r ts  to  p r in c ip a ls .

P a y  d e n ta l p re m iu m  and  is s u e  d e n ta l f o r m s .

A n sw er te le p h o n e  and  be r e c e p t io n is t .

T ype  b o a rd  m in u te s .

O rd e r  a ll  su p p lie s  fo r  o ff ice .

6 .5  h r s .  of w o rk  + .5  h r s .  fo r  lu n ch  

P /R  35 h r s /w k  x  45 w e ek s  = 1575 h r s  

B o ard  p a id  lu n c h  h o u r 

1 b r e a k  of u n d e te rm in e d  t im e  

H o u rs  -  8 :30 A .M „ -  3:30 P .M .

M ail C le rk

P a y  M ESSA In s u ra n c e  P r e m iu m s ,
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SUGGESTED JO B  D ESCR IPTIO N S

B o o k k eep er

P o s t  and  b a la n c e  g e n e r a l  fu n d , sch o o l s e r v ic e  fu n d , t r u s t  and  ag en cy  

fu n d , b u ild in g  and  s i te  fund  and  d e b t r e t i r e m e n t  fu n d .

P o s t  p a y ro l l  once  e v e ry  th r e e  m o n th s  a s  back u p  on m a c h in e  and  be 

f a m i l ia r  w ith  th e  p a y ro ll  p r o c e s s .

Do bank ing  f o r  a l l  fu n d s w h e re  th is  i s  done f r o m  th e  c e n tr a l  o ffice  

(g e n e ra l  fu n d , d e b t r e t i r e m e n t  fund  and  b u ild in g  an d  s i te  fund). 

P ro v id e  d i r e c to r  of f in a n c e  and  s u p e r in te n d e n t w ith  p e r io d ic  a n d /o r  

r e q u e s te d  in fo rm a tio n  and  r e p o r t s .

S u p p o rt and  c h e c k  th e  w o rk  of th e  a s s i s t a n t  b o o k k e e p e r .

A s s is ta n t  B o o k k eep e r

P r e p a r e  p a y ro l l  in c lu d in g  m a c h in e  p o s tin g .

P r e p a r e  W2's .

P r e p a r e  q u a r te r ly  f e d e ra l  ta x  r e p o r t s .

P r e p a r e  q u a r te r ly  r e t i r e m e n t  r e p o r t  on f e d e ra l  p r o g r a m s .

P r e p a r e  a n n u a l s ta te  r e t i r e m e n t  r e p o r t .

P r e p a r e  m o n th ly  s ta te  r e t i r e m e n t  r e p o r t s .

P a y  A lle g an  C oun ty  C re d it  U n ion .

P a y  ta x  s h e l te r e d  an n u ity .

K eep s ic k  le a v e  r e c o r d s .
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A s s is ta n t  B o o k k eep e r (C on tinued)

K eep t im e  c a r d  re c o rd s ,,

P r o c e s s  u n em p lo y m en t c la im s  f o r  a p p ro v a l by  d i r e c to r  of f in a n c e  . 

P a y  s ta te  ta x  and  do r e p o r t s .

P a y  M ESSA p re m iu m .

S o c ia l s e c u r i ty  r e p o r t .

P a y  W U EA , M E A and N EA  d u e s .

B a lan c e  p a y ro l l  ch eck in g  a c c o u n t.

S e c r e ta r y  to  D ire c to r  of F in a n c e

T ype p u rc h a s e  o r d e r s  f r o m  p u rc h a s e  r e q u e s ts .

C h eck  b i l l s  fo r  p a y m e n t.

O pen m a i l  (g ive copy  of p e r t in e n t  in fo rm a tio n  to  d i r e c to r  of f in a n c e ) . 

C o rre sp o n d e n c e  and  o th e r  ty p in g .

M onth ly  h o t lu n c h  r e p o r t  o r  a s s ig n  to  c a f e te r ia  s e c r e ta r y .

Send m o n th ly  r e p o r t s  to  p r in c ip a ls .

P o s t  g e n e r a l  fund e v e ry  th r e e  m o n th s  a s  b ack u p .

T ype  r e p o r t s  fo r  b o a rd  •

P a y  d e n ta l  p re m iu m .

T ype d e s c r ip t io n  on c h eck  r e g i s t e r .

O rd e r  a l l  su p p lie s  fo r  o ff ic e .
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S u p e r in te n d e n t 's  S e c r e ta r y  (New P o s itio n )

I n i t ia l  e n ro llm e n t (now done a t  S teeb y  School).

C h eck  T .B .  sk in  t e s t s  (y e a r ly ) .

C h eck  te a c h e r  c e r t i f ic a t io n .

A n sw e r  te le p h o n e  and  be r e c e p t io n is t .

T ype ag en d a .

T ype  b o a rd  m in u te s .

C o rre s p o n d e n c e  f o r  s u p e r in te n d e n t.

T ype  in d iv id u a l t e a c h e r ,  a d m in is t r a to r  and s e r v ic e  p e rs o n n e l 

c o n tr a c ts .

T yp e  m a s t e r  c o n tr a c ts  w hen  n e g o tia te d .

I n te rm e d ia te  c e r t i f ic a t io n  r e p o r t .

A ny o th e r  d u tie s  r e q u i r e d  by the  su p e r in te n d e n t.

SU G G ESTED  W ORK TIM E - SE C R E T A R IE S

1. W o rk  day  - 7 h o u rs  a d ay , f r o m  8:00 A .M . to  3:30 P .M . 

(A ll s e c r e t a r i e s  sh o u ld  b e  w o rk in g  th e  s a m e  h o u rs ) .

2. W o rk  y e a r  - 48 w e e k s . T h is  w ou ld  be an  a d d itio n a l th r e e  

w eek s  p e r  s e c r e ta r y .
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SUGGESTED ORGANIZATION CHART

S e c re ta r yH ead  B o o k k ee p e r

D ir e c to r  of F in a n c e

A s s is ta n t  B o o k k ee p e r

S u p e r in te n d e n t 's  S e c r e ta r y

SU PER IN TE N D E N T

A d d itio n a l D u tie s  o f D ir e c to r  of F in a n c e

G ive to  a s s i s t a n t  b o o k k e e p e r  a  l i s t  of p e r s o n n e l  and  c o r r e c t  s a la r y .  

D evelop  a d e q u a te  f in a n c ia l  r e p o r t s  fo r  th e  b o a rd .

D evelop  b u d g e t p r e p a r a t io n  p r o c e s s  - w o rk  w ith  th e  s u p e r in te n d e n t, 

p r in c ip a ls  an d  te a c h e r s  on th r e e  y e a r  p r o g r a m  p la n s .

C h eck  b i l l s  b e fo re  th e y  a r e  p re s e n te d  to  th e  b o a rd .

D evelop  c o n tr a c t  p r o p o s a ls  (L a b o r C o n tra c ts ) .

A d e q u a te ly  c h e c k  a th le t ic  and  schoo l s e r v ic e  fu n d s .

D evelop  in s u ra n c e  s p e c if ic a tio n s .

W o rk  on m il la g e  c a m p a ig n s .

E v a lu a te  and  a d ju s t  th e  f in a n c ia l  s y s te m s .

S u p e rv is e , t r a i n  an d  s u p p o rt th e  o ffice  s ta f f .
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A d d itio n a l D u tie s  of D ire c to r  of F in a n c e  (C ontinued)

D evelop  jo b  d e s c r ip t io n s .

G e n e ra te  in fo rm a tio n  a t  th e  r e q u e s t  of th e  b o a rd  a n d /o r  s u p e r in te n 

d e n t.

C h eck  a b se n c e s  and  o v e r tim e  and  r e p o r t  to  th e  su p e r in te n d e n t. 

E v a lu a te  th e  o ffice  s ta f f .

V a r io u s  s ta te  and f e d e r a l  r e p o r t s .

A u d it I m p r e s t  F u n d s  p e r io d ic a l ly .

W o rk  w ith  th e  C a fe te r ia  S u p e rv is o r  to  d ev e lo p  h is  acco u n tin g  

s y s te m  to  m e e t  f e d e ra l  s ta n d a rd s .
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PO SITIO N  GUIDE
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PO SITIO N  GUIDE

T IT L E : A d m in is tra t iv e  S e c r e ta r y

Q U A LIFICA TIO N S: 1. H igh sch o o l d ip lo m a .

R E P O R T S  TO : 

SU PER V ISES: 

JO B  GOAL:

2 . Two y e a r s  of p o s t - s e c o n d a r y  t r a in in g  and  
fiv e  y e a r s ’ jo b  e x p e r ie n c e  a s  a  s e c r e ta r y ;  
o r  g ra d u a tio n  f r o m  a  re c o g n iz e d  sch o o l of 
s e c r e ta r i a l  s k i l ls  an d  tw o y e a r s '  job  e x 
p e r ie n c e ;  o r  f iv e  y e a r s '  s u c c e s s fu l  e m p lo y 
m e n t a s  a  sch o o l s e c r e t a r y  w ith in  th is  
d i s t r i c t  o r  in  a n o th e r  d i s t r i c t  of c o m p a ra b le  
s iz e .

3 . Such a l te r n a t iv e s  to  th e  above  q u a lif ic a tio n s  
a s  th e  B o a rd  m a y  f in d  a p p ro p r ia te  and  
a c c e p ta b le .

H igh  School P r in c ip a l .

A s s is ta n t  S e c r e ta r y .

T o  a s s i s t  and  r e l ie v e  H igh  S chool P r in c ip a l  of 
p a p e r  w o rk  and  im p e d im e n ta  so  th a t  he  m a y  
d ev o te  m a x im u m  a tte n tio n  to  th e  c e n tr a l  p ro b le m s  
of e d u ca tio n  and  e d u c a tio n a l a d m in is tr a t io n .

PE R FO R M A N C E  R ESPO N SIB IL IT IE S:

1. T a k e s  and  t r a n s c r ib e s  d ic ta tio n  of v a r io u s  ty p e s ,  in c lu d in g  

c o r re s p o n d e n c e , r e p o r t s ,  n o t ic e s ,  an d  re c o m m e n d a tio n s .

2 . O b ta in s , g a th e r s ,  and  o rg a n iz e s  p e r t in e n t  d a ta  a s  n e ed e d , 

and  p u ts  i t  in to  u s a b le  fo r m .

3. M a in ta in s  a  r e g u la r  filin g  s y s te m , a s  w e ll a s  a  s e t  of lo c k ed  

c o n fid e n tia l f i l e s ,  and  p r o c e s s e s  in c o m in g  c o rre sp o n d e n c e  

a s  in s t r u c te d .
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4 . P la c e s  and  r e c e iv e s  te le p h o n e  c a l l s ,  an d  r e c o r d s  m e s s a g e s .

5 . O r d e r s  and  m a in ta in e s  su p p lie s  a s  n e e d e d .

6. P e r f o r m s  an y  b o o k k eep in g  ta s k s  a s s o c ia te d  w ith  th e  p o s it io n .

7 . M a in ta in s  a  sch e d u le  of a p p o in tm e n ts  an d  m a k e s  a r r a n g e 

m e n ts  f o r  c o n fe re n c e s  and  in te rv ie w s .

8 . W e lc o m e s  v i s i to r s  and  a r r a n g e s  fo r  t h e i r  c o m fo r t .

T E R M S O F E M P L O Y M E N T : E le v e n  m o n th  y e a r .  S a la ry  and w o rk
y e a r  to  be a c c o rd in g  to  th e  c u r r e n t  
sch e d u le .

EV A LU A TIO N : P e r f o r m a n c e  of th is  jo b  w ill  b e  ev a lu a te d
a n n u a lly  in  a c c o rd a n c e  w ith  p ro v is io n s  of th e  
B o a r d ’s p o lic y  on E v a lu a tio n  of N o n p ro fe s s io n a l 
P e r s o n n e l .

A p p ro v e d  b y :___________________________________  D ate :_________________

R ev iew ed  and  a g re e d  to  by :_____________________________________________
(Incum ben t)

D ate :
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WAYLAND UNION SCHOOL, 
D EN TA L CARE INSURANCE SPEC IFIC A T IO N S

B eg inn ing  Ju ly  1, 1977 th e  B o ard  of E d u c a tio n  w ill m ak e  a v a i l 

a b le  to  e a c h  c e r t i f ie d  e m p lo y e e , in c lu d in g  a d m in is t r a to r s  and s u p e r 

v i s o r s ,  a  d e n ta l c a r e  in s u ra n c e  p la n . Such p la n  w ill p ro v id e  th e  

fo llow ing  d e fin ed  b e n e f its  and  r e q u ire m e n ts  on th e  p a r t  of bo th  c a r r i e r  

an d  in s u r e d .

F o r  th e  l a s t  th r e e  y e a r s  th e  W ayland  U nion  S chools hav e  p r o 

v id ed  D e lta  D en ta l P la n  C fo r  a l l  c e r t i f ie d  e m p lo y ees  in c lu d in g  

a d m in is t r a to r s .

T h e  B o a rd  w ill p ro v id e  d e n ta l c a r e  in s u ra n c e  in  C la s s  I and  

C la s s  II  B e n e fits  n o t to  e x ceed  $15 p e r  m o n th  f o r  1977-1978 and $18 

p e r  m o n th  f o r  1978-1979 c o n tra c tu a l  y e a r s .  T he  B o ard  c o n tr ib u tio n  

to w a rd  d e n ta l c a r e  in s u ra n c e  i s  no t to  b e  c o n s tru e d  to  m e a n  a v e ra g e , 

b u t w ill a p p ly  to  e a c h  c a te g o ry  th a t  th e  em p lo y ee  q u a lif ie s  f o r .

C o n tr ib u tio n s  s h a ll  b e g in , in  th e  c a s e  of new  e n ro l le e s ,  a t  th e  

b eg in n in g  of th e  in s u ra n c e  m o n th  im m e d ia te ly  fo llow ing  th e  t im e  

th e y  b e g in  th e i r  d u t ie s ,  p ro v id e d , h o w e v e r , th e  em p lo y ee  h a s  su b 

m itte d  th e  n e c e s s a r y  a p p lic a tio n  d o c u m e n ts . C o v e rag e  w ill t e r m in 

a te  on th e  e ffe c tiv e  d a te  of r e s ig n a tio n , o r  on Ju n e  30 of th e  sch o o l 

y e a r  th a t  th e  em p lo y ee  le a v e s  em p lo y m en t, w h ic h e v e r  co m es  f i r s t .
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A . B en e fits  a r e  d e fin e d  a s  fo llo w s:

1. C la s s  I  B e n e fits  -  T o  in c lu d e  b a s ic  d e n ta l s e r v ic e s  f o r  m a jo r  

c o r r e c t iv e  and  r e s to r a t iv e  p r o c e d u r e s ,  i .  e . , e x a m in a tio n s , 

ra d io g ra p h s ,  p a t ie n t  c o n su lta tio n s , p re v e n tiv e  t r e a tm e n t ,  

f i l l in g s ,  s ta in le s s  s te e l  c ro w n s , and  go ld  f r e e - s ta n d in g  

c ro w n s , j a c k e ts ,  o r a l  s u r g e r y  (p r im a r i ly  e x tra c t io n s ) ,  d e n 

tu r e  r e p a i r s ,  d ia g n o s tic  s e r v ic e s ,  ro o t  c a n a l th e ra p y , and  

so fo rth ,,

2 . C la s s  II  B e n e f its  -  In c lu d e s  p ro s th o d o n tic  s e r v ic e s ,  i . e . ,  

b r id g e s ,  in la y s ,  c ro w n s , c row n  and  b r id g e  r e a p i r ,  d e n tu re s ,  

and p a r t i a l  d e n tu re s .

B . C o o rd in a tio n  of b e n e f its  w all be  a p p lie d  w hen th e  em p lo y ee  r e 

c e iv e s  b e n e f its  u n d e r  a n o th e r  g ro u p , s ta te ,  o r  f e d e ra l  p ro g r a m .

C . T h is  p la n  i s  p ro v id e d  a s  a  t r u e  g ro u p  p la n  an d  r e q u i r e s  a l l  

em p lo y e es  to  p a r t ic ip a te .

D . T he  B o ard  s h a ll  n o t b e  l ia b le  fo r  any  e r r o r s  o r  lo s s e s  in  th e  

a d m in is t r a t io n  of th is  A r t ic le  u n le s s  i t  i s  show n th a t th e  B o a rd  

w as  n e g lig e n t.

E .  T he B o a rd  -will a d h e re  to  a l l  u n d e rw rit in g  r u le s  and re g u la tio n s  

of th e  in s u ra n c e  c a r r i e r .

F .  If  em p lo y ee  and  sp o u se  a r e  w o rk in g  f o r  th e  sch o o l in  th e  sam e  

c la s s if ic a t io n , th e y  -will q u a lify  u n d e r  on ly  one n a m e .
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G . C a r r i e r s  quo ting  m a y  quo te  on a  c o s t - s h a r in g  a r r a n g e m e n t  to  

b e  id e n tif ie d  in  d e ta i l  and  n o t ex ceed in g  B o a rd  l im i t s  in  m o n th ly  

p re m iu m s  p e r  em ployee,,

H . C a r r i e r s  quo ting  m a y  quo te  on a  d e d u c tib le  p la n  in  b o th  c la s s  

b e n e f its  in  o r d e r  to  p ro v id e  a  n o n -sc h e d u le d  p la n 0 Said  d e d u c ti

b les m u s t  be  d e fin ed  f o r  e ac h  c la s s  and  id e n tif ie d  a s  to  w h e th e r  

th e  d e d u c tib le  i s  p e r  fa m ily  m e m b e r ,  l i f e t im e ,  p e r  fa m ily  m e m 

b e r  p e r  b e n e f it  y e a r ,  and  so  f o r th .  If  th e  d e d u c tib le  in  a  g iven  

c l a s s  of b e n e f its  i s  l im ite d  to  a  m a x im u m  p e r  fa m ily , o r  in d iv id 

u a l ,  i t  w ill  be  so  n o te d  in  th e  q u o te . P le a s e  id e n tify  th e  p r o g r a m  

a s  e i th e r  a  sch ed u led  o r  a  n o n -sc h e d u le d  p la n .

I 0 Q u o ta tio n  m u s t  b e  b a s e d  on a  b e n e f it  y e a r  a p p ro a c h  to  c o v e ra g e . 

I f  a  c a le n d a r  y e a r  i s  u s e d  in  q u o te , e x p la in  ad v an ta g e  in  d e ta i l .

J .  C a r r i e r s  m u s t  p ro v id e  p ro v is io n s  f o r  a t  l e a s t  tw o  (2) o r  m o re  

y e a r s  re n e w a l c o n tr a c t  r ig h t s .

K . T h e  m a x im u m  b e n e f it  f o r  e ac h  b e n e f it y e a r  i s  to  be  s p e lle d  ou t 

and  a p p lie d  s e p a ra te ly  to  e a c h  in s u re d  fa m ily  o r  in d iv id u a l.

L . C a r r i e r s  su b m ittin g  q u o te s  m u s t  p ro v id e  a  l i s t  o f r e f e r e n c e s .

T h e  B o a rd  r e s e r v e s  th e  r ig h t  to  ch eck  an y  o r  a l l  c o m p a n ie s , 

in s t i tu t io n s ,  and  so  f o r th ,  re g a rd in g  s a id  c a r r i e r ’s p e r fo rm a n c e  

r e c o r d .

M . C a r r i e r s  su b m ittin g  q u o te s  m u s t  h av e  a  n o n -c a n c e la b le  c la im  

f e a tu r e  c le a r ly  id e n tif ie d .
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N . B id s  a r e  to  b e  b a s e d  on  c a te g o ry  of q u a lif ic a tio n  a s  fo llo w s:

(E x am p le  -  F F  = $ 1 3 /m o . S = $ 6 /m o . ).

F u l l  F a m ily  
S e lf and  S p ouse  
S ing le
S e lf and  C h ild re n  
S p o n so re d  D ependen t
U n m a r r ie d  D ependen t C h ild re n  to  ag e  25 

O , O nly  one (1) a g e n t p e r  c a r r i e r  w ill  be  p e r m i t te d ,  w ith  no d u p li

c a tio n  of c o m p a n ie s  p ro v id in g  d e n ta l  c a r e  a c c e p te d . (E x am p le : 

Tw o a g e n ts  o r  b r o k e r s  can n o t s u b m it q u o ta tio n s  f r o m  th e  sa m e  

c o m p a n y .)

P .  A g e n ts , o r  b r o k e r s ,  m a y  su b m it m o re  th a n  one (1) b id  th ro u g h  

o th e r  in s u r a n c e  c o m p a n ie s  a s  lo n g  a s  th e r e  i s  no d u p lic a tio n .

Q . Q u o ta tio n s  m u s t  b e  a c c o m p a n ie d  b y  s a m p le s  of fo rm s  and  o th e r  

r e la te d  d o c u m en ts  r e q u i r e d  by  th e  co m p an y  f r o m  p a tie n ts  and  

d e n t i s t s .

R . T h e  c a r r i e r  m a y  n o t ch an g e  b e n e f its  h e r e in  d e s c r ib e d  u n le s s  

e x p r e s s ly  a g re e d  to  b y  th e  B o a rd  o r  i t s  d e s ig n a te d  a g e n t.

T h e  fo llo w in g  q u e s tio n s  shou ld  b e  a n s w e re d  in  d e ta i l ,  in  w rit in g , 

by  th e  in s u r a n c e  c a r r i e r  w ish in g  to  su b m it a  q u o ta tio n :

1. A re  p r e - e x is t in g  co n d itio n s  e x c lu d e d  o r  r e s t r i c t e d ?  I te m iz e  

a l l  e x c lu s io n s  o r  r e s t r i c t i o n s .

2„ D oes th e  c a r r i e r  r e q u i r e  th e  in s u r e d  to  p ay  th e  c o s t  fo r  

s e r v ic e s  r e n d e r e d  an d  th e n  su b m it a n  i te m iz e d  s ta te m e n t
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p r io r  to  r e im b u rs e m e n t ,  o r  d o es  th e  c a r r i e r  p a y  th e  

d e n t is t  d ir e c t ly ?

3. D oes th e  c a r r i e r  r e q u ir e  d e n ta l e x am s of a l l  p a r t ic ip a n ts  

b e fo re  a c c e p tin g  th e  g ro u p ?

4 . D oes th e  c a r r i e r  p ro v id e  a  n o n -c a n c e la b le  c la im  f e a tu re ?

If n o t p ro v id e d , e x p la in  in  d e ta i l ,

5 , D oes th e  p re m iu m  fa c to r  r e m a in  c o n s ta n t, o r  d o es  e x p e r 

ie n c e  of a  d e fin a b le  g ro u p  d e te rm in e  th e  p re m iu m ?

6, D oes th e  c a r r i e r  r e q u i r e  m o re  th a n  one a n a ly s is  o f a  g iv en  

s e r v ic e  b e fo re  p ay in g  a  c la im , o r  w ill th e  co m p an y  a c c e p t  

th e  re c o m m e n d e d  s e r v ic e  of a  d e n t is t  o f th e  in s u r e d ’s 

ch o ice ?

7 0 D oes th e  c a r r i e r  r e q u i r e  s e r v ic e s  to  b e  re n d e re d  by  p a r t i c i 

p a tin g  d e n tis ts  only?

8 , D oes th e  c a r r i e r  p ay  b e n e f its  to  an  in s u re d  o r  th e  d e n t is t  

ev en  though  a n o th e r  c a r r i e r  i s  a ls o  p ro v id in g  s im i la r  b e n e 

f i t s ?

9 , W ill th e  c a r r i e r  g u a ra n te e  a c c e p ta n c e  by  th e  d e n t is t  of th e  

u s u a l ,  c u s to m a ry  an d  re a s o n a b le  f e e ,  w ith o u t an y  a d d itio n a l 

s u rc h a rg e s  to  th e  p a tie n t?

10, I s  th e r e  a  s u rc h a rg e  fo r  p a p e r  w o rk  (fo rm s)  to  be  c o m p le te d  

b y  th e  p a t ie n t  and  th e  d e n tis t?
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11. W ill th e  c a r r i e r  p ro v id e  th e  g ro u p , upon  e n ro llm e n t, w ith  

a  l i s t  of d e n t is ts  w ho w ill a c c e p t  p a y m e n ts  of c la im s  in  

fu ll?

12. W ill th e  c a r r i e r  c o v e r  s e r v ic e s  fo r  f ix e d  b r id g e w o rk  i f  th is  

s e r v ic e  r e q u i r e s  re p la c in g  one o r  m o re  n a tu r a l  te e th  

e x tr a c te d  p r i o r  to  b eco m in g  in s u re d ?

13. A t w h a t ag e  d o es  th e  c a r r i e r  d ro p  th e  -u n m arried  dep en d en t 

ch ild ?

14. I s  th e r e  a  c a n c e lla t io n  p e n a lty  c la u s e ?  I f  so , s ta te  in  fu ll .

15. I s  life  in s u ra n c e  a  r e q u ir e m e n t  on th e  p a r t  of th e  c a r r i e r  

in  o r d e r  to  p ro v id e  d e n ta l c a r e ?

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



W ayland  U nion School 

PURCHASING HANDBOOK 

1977-1978

(A ppendix E)

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



IN T R O D U C T IO N

In a n  e ffo r t  to  s ta n d a rd iz e  o u r  p u rc h a s in g  s y s te m , th is  p u r c h a s 

ing  handbook  w as d ev e lo p ed . W e h av e  a lw ay s a tte m p te d  to  g ive  

p r in c ip a ls ,  d e p a r tm e n t h e a d s  and  te a c h e r s  f le x ib il i ty  in  p u rc h a s in g  

su p p lie s  fo r  th e i r  v a r io u s  d e p a r tm e n ts .  H o w ev er, a s  o u r sch o o l 

s y s te m  g ro w s , i t  i s  n e c e s s a r y  to  m a in ta in  a  c e r ta in  am o u n t of c o n 

t r o l  o v e r  p u rc h a s in g  b y  th e  c e n tr a l  o ffice .

B eg inn ing  w ith  th e  1974-1975 sch o o l y e a r ,  w e s ta r te d  u s in g  a n  

e n c u m b e ra n c e  s y s te m  of acc o u n tin g . T h is  m e a n s  th a t p u rc h a s e  

o r d e r s  m u s t  b e  u s e d  fo r  a l l  p u rc h a s e s .

N ot a l l  p u rc h a s in g  p ro b le m s  h a v e  b e en  so lv ed  in  th is  handbook. 

H o w ev er, w e hop e  th is  g e n e ra l  o u tlin e  w ill s e r v e  a s  a  b a s ic  g u id e 

lin e .

W e a p p re c ia te  y o u r c o o p e ra tio n  in  th e  p a s t . If  you h av e  any  

q u e s tio n s , p le a s e  fe e l f r e e  to  c o n ta c t th e  s u p e r in te n d e n t’s o ff ice .

84
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PU R C H A SE R EQ U ESTS

P le a s e  u s e  P u r c h a s e  R e q u e s ts  fo r  a l l  P u r c h a s e s .

1. T h e  P u r c h a s e  R e q u e s t sh o u ld  b e  f i l le d  out b y  th e  p e rs o n  

r e q u e s t in g  th e  i te m s .  It sh o u ld  b e  s ig n e d  b y  th e  p r in c i 

p a l o r  s u p e r v is o r  and  th e  w h ite  copy tu rn e d  in  to  th e  

c e n t r a l  o ff ic e . F r o m  th e  P u r c h a s e  R e q u e s t, th e  

P u r c h a s e  O rd e r  w ill  b e  m a d e  o u t, a p p ro v e d  and  m a ile d .

2. P le a s e  do n o t p la c e  o r d e r s  o v e r  th e  te le p h o n e . If t im e  

i s  a  f a c to r  a  phone o r d e r  m a y  b e  p la c e d  p ro v id in g  a  

P u r c h a s e  O rd e r  n u m b e r  is  o b ta in e d  f r o m  th e  c e n tr a l  

o ff ic e  b e f o r e  th e  o r d e r  is  p la c e d . T h is  P u r c h a s e  O rd e r  

n u m b e r  sh o u ld  th e n  b e  n o ted  on th e  P u r c h a s e  R eq u e s t.
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PU R C H A SE REQ U EST 
(V en d o r - Do N ot H o n o r a s  a P u r c h a s e  O rd e r)

C om pany N am e  □  G e n e ra l  F u n d
( 2 }  □  S choo l S e rv ic e  

A d d re s s  □  T r u s t  & A gency
□  B u ild in g  & S ite

School 
(T )  D ep t.

D ate  W anted

Q u an tity D e sc r ip tio n A cco u n t N u m b er P r ic e

©

R e q u e s te d

©

B y ©

©

T o ta l

P r in c .  o r  Supv. ($ 
A p p ro v ed  B y  0.0)

©

i)
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PU RCH ASE R EQ U E ST  FORM S

1. P le a s e  in c lu d e  th e  c o m p le te  com p an y  n a m e , a d d re s s  a n d  zip 

co d e . A lso , p le a s e  in c lu d e  th e  n a m e  of th e  s a le s m a n  i f  one i s  

in v o lv e d .

2. P le a s e  c h ec k  th e  p ro p e r  fund a s  th e s e  fo r m s  w ill b e  u se d  fo r 

a l l  fu n d s .

3 . T h is  w il l  in d ic a te  th e  sh ip p in g  po in t to  b e  p la c e d  on th e  P u rc h a s e  

O rd e r .

4 . N u m b e r o f i te m s  d e s i r e d .

5. D e s c r ip t io n  of th e  i te m s . P le a s e  u s e  c a ta lo g  n u m b e rs  and the  

c o m p le te  d e s c r ip t io n  a s  i t  a p p e a r s  in  th e  c a ta lo g .

6. W e w ill  g iv e  e a c h  p r in c ip a l  a n d  s u p e r v is o r  a  l i s t  of t h e i r  acco u n t 

n u m b e r s .  If  th e r e  i s  any  q u e s tio n  on w hat acco u n t n u m b e r  to  

u s e ,  p le a s e  s ta te  w hat th e  i t e m  is  to  b e  u s e d  fo r to  e n ab le  u s  to  

d e te r m in e  th e  n u m b e r .

7. P le a s e  a lw ay s  in c lu d e  th e  p r ic e .  We n eed  a  p r ic e  fo r  e n cu m b e rin g .

8. If you  w ish  a  t e a c h e r 's  n a m e  to  a p p e a r  on th e  c a r to n s ,  u s e  th is  

n a m e  h e r e .

9 . T h is  sh o u ld  b e  th e  s ig n a tu re  of th e  p r in c ip a l  o r  s u p e r v is o r  

a u th o r iz in g  th e  p u rc h a se .

10. A p p ro v a l b y  c e n tr a l  o ffice  f o r  th e  p u rc h a s e  o r d e r  to  b e  typed .
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PU RCH ASE ORDERS

F r o m  th e  P u rc h a s e  R e q u e s t, P u r c h a s e  O rd e r s  w ill b e  m ad e

out, a p p ro v e d  an d  m a ile d  to  th e  v e n d o r b y  th e  c e n tr a l  o ff ice .

A "b la n k e t"  p u rc h a se  o r d e r  c o v e r in g  a  sp e c if ie d  am o u n t m ay  b e  

i s s u e d  b y  th e  c e n tr a l  o ffice  w h e re  th e  s u p e r v is o r  o r  d e p a r tm e n t 

h e ad  r e q u e s ts  to  m a k e  a  d i r e c t ,  p e r s o n a l  p u rc h a s e . T h e  b i l l  shou ld  

b e  tu rn e d  in  to  th e  p r in c ip a l an d  s u b m itte d  to  th e  s u p e r in te n d e n t 's  

o ffice  a s  so o n  a s  p o s s ib le . In  th e  m a in te n a n c e  a n d  t r a n s p o r ta t io n  

a r e a s ,  th e  b i l l  sh o u ld  b e  tu rn e d  in  d i r e c t ly  to  th e  s u p e r in te n d e n t 's  

o ff ice .

T h e re  a r e  fo u r  co p ies  o f each  p u rc h a s e  o r d e r  to  b e  u se d  a s  

fo llo w s :

A . T op W hite  -  T h is  w ill b e  s e n t to  th e  co m p an y  w ith  w hom  

th e  o r d e r  is  p laced .

B . Second  Y ellow  -  T h is  copy  w ill b e  r e ta in e d  in  th e  

s u p e r in te n d e n t 's  o ffice  an d  w ill b e  u s e d  fo r  e n c u m b e r

in g  to  th e  p ro p e r  a cco u n t.

C. W hite  -  T h is copy w ill b e  r e tu rn e d  to  th e  p r in c ip a l  o r  

s u p e r v is o r  and  m u s t  b e  r e tu rn e d  to  th e  s u p e r in te n d e n t 's  

o ffice  a s  soon  a s  th e  m e rc h a n d is e  i s  re c e iv e d  in  s a t i s 

fa c to ry  co n d itio n . P a y m e n t w ill n o t b e  m a d e  u n til  th is  

copy is  re c e iv e d  in  th e  s u p e r in te n d e n t 's  o ffice  w ith  th e  

n o ta tio n  th a t  th e  m e rc h a n d is e  is  r e c e iv e d  in  good
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co n d itio n . T he  p e rs o n  re c e iv in g  th e  goods sh o u ld  s ig n  

th is  copy. P r in c ip a ls  m a y  a s s ig n  th is  du ty  to  th e i r  

s e c r e t a r i e s  o r  d e p a r tm e n t h e a d s  i f  th e y  so  d e s i r e .

F o r  p a r t ia l  sh ip m e n t, a  th e rm o fa x  copy of th e  p u rc h a s e  

o r d e r  sh o u ld  b e  s e n t to  th e  s u p e r in te n d e n t 's  office, w ith  

th e  a r t i c l e s  n o te d  th a t  h a v e  a r r iv e d .  T h e  w h ite  copy  m ay  

b e  s e n t a f te r  th e  l a s t  a r t i c l e  h a s  a r r iv e d .

D. B uff -  T h is  copy w ill b e  r e tu r n e d  to  th e  p e rs o n  a u th o r 

iz in g  th e  p u rc h a s e  fo r  th e i r  r e c o r d s .
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W AYLAND UNION SCHOOLS 
W ay land , M ich ig an  49348

©
PU R C H A SE ORDER

C om p an y  N am e  
A d d re s s ©

□  G e n e ra l  F u n d
□  S chool S e rv ic e
□  T r u s t  & A gency
□  B u ild in g  & S ite

B il l  T o : W ayland  U n ion  Schools 
A d m in is tra t io n  O ffice 

1 '  E . S u p e r io r  S t r e e t
W ayland , M ic h ig a n  49348

©
Ship T o : D a te V ^  

Dept.Q̂  
S choo l
R e q u e s t No.

Q u an tity D e s c r ip t io n A ccoun t N u m b e r P r i c e

© © ©

T o ta l

R e q u e s te d  B y A p p ro v ed  By ©
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PU RCH ASE O RDER FORM S

1. A ll b i l l s  a r e  to  b e  s e n t b y  th e  co m p an y  d ir e c t ly  to  th e  s u p e r in 

te n d e n t 's  o ff ic e .

2. N a m e  of th e  co m p an y  w ith  w h ich  th e  o r d e r  i s  p la ce d .

3. F u n d  th e  o r d e r  w ill  b e  c h a rg e d  a g a in s t .

4 . D a te  th e  P u r c h a s e  O rd e r  is  ty p ed .

5. D e p a r tm e n t an d  S chool th a t  r e q u e s ts  th e  p u rc h a s e  o r d e r .

6. T he  n u m b e r  o f i te m s  o rd e re d .

7. A s u ita b le  d e s c r ip t io n  to  id e n tify  th e  i te m .

8. A cco u n t N u m b e r

9. A p p ro x im a te  p r ic e .

10. T he n a m e  o f th e  p e rs o n  re q u e s t in g  th e  o r d e r .

11. A p p ro v a l s ig n e d  b y  S u p e rin te n d e n t o r  D ir e c to r  o f F in a n c e  only.

I m p r e s t  F unds

E a c h  p r in c ip a l  w ill  b e  a llo w ed  a n  Im p r e s t  F und  w h ich  he  m a y  

u s e  a s  a  p e tty  c a s h  fund to  p u rc h a s e  s ta m p s  and  o th er m is c e lla n e o u s  

i te m s .  T he  p r in c ip a l  i s  to  tu r n  in  a n  i te m iz e d  b i l l  to  th e  s u p e r in 

te n d e n t 's  o ffice  w h en  th e  fund n e e d s  to  b e  re p le n ish e d . A c h e c k  f ro m  

th e  g e n e ra l  fund w ill  b e  w r i t te n  to  re p le n is h  h is  fund.
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S tuden t P u rc h a s in g

S tu d en ts  a r e  n o t a u th o r iz e d  to  m a k e  p u rc h a s e s  in  th e  n a m e  of 

th e  sc h o o l. A ny b i l l  s ig n ed  b y  a  s tu d en t w ill b e  r e tu r n e d  to  th e  

co m p an y  f r o m  w h ich  th e  i te m  w as p u rc h a se d  w ith  th e  n o ta tio n  th a t  

th e  p u rc h a s e  w a s  u n a u th o r iz e d .

B udget R e q u e s ts

B u d g et R e q u e s ts  w ill  b e  s e n t to  th e  v a r io u s  p r in c ip a ls  and  d e 

p a r tm e n t  h e a d s  in  M a rc h  of e ac h  y e a r .  T h e se  m u s t  b e  r e tu rn e d  by  

A p r il  1 s t  to  th e  s u p e r in te n d e n t’s o ff ic e . T h e  a p p ro v e d  b u d g e ts  w ill  

b e  r e tu r n e d  to  th e  p r in c ip a ls  and  d e p a r tm e n t h e a d s  a t  th e  beg inn ing  

o f th e  n ew  sch o o l y e a r .  T h e  fo llow ing  o u tlin e  e x p la in s  how  the  

B udget R e q u e s t  fo r m  is  to  b e  u se d .

1. A r e a  of th e  g e n e r a l  fund b u d g e t in v o lv ed  -  d e p a r tm e n t

2. D e p a r tm e n t code n u m b e r  in  g e n e ra l  fund  le d g e r

3. N a m e  of th e  p e r s o n  in vo lved  w ith  th a t  a r e a  of th e  b udget 

w ho  i s  r e s p o n s ib le  f o r  re q u e s tin g  p u r c h a s e s .

4 . A  f a i r ly  sp e c if ic  d e s c r ip t io n  of th e  i te m s  re q u e s te d  shou ld  

b e  l i s te d  h e r e .  F o r  ex am p le : s ta te  "2 m ic ro s c o p e s "  n o t 

" s c ie n c e  e q u ip m e n t" .

5. I n s t r u c t io n  S u p p lies  -  r e f e r s  to  th o se  i te m s  th a t  a r e  co n 

su m ed  w ith in  one y e a r .
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6. P u r c h a s e d  S e rv ic e  E q u ip m en t -  r e f e r s  to  th e  p u rc h a s e  of a  

m a in te n a n c e  s e r v ic e  f r o m  an  o u ts id e  ag en cy  su ch  a s  ty p e 

w r i t e r  r e p a i r s .

7 . R e p la c e m e n t and  C ap ita l O u tlay  -  r e f e r s  to  th e  p u rc h a s e  of a  

new  p ie c e  of fu r n i tu re  o r  e q u ip m e n t. T h e s e  a r e  i te m s  th a t  

a r e  f a i r ly  e x p en s iv e  and  shou ld  l a s t  m o re  th a n  one y e a r .
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WAYLAND 
B udget Rc

D ept. CD

D ept. C ode N u m b e r CD 

D ep t. S u p e rv is o r  CD

Ite m

UNION SCH< 
jq u e s t 1977-

In s tru c tio n
S upp lies

DOLS
1978

P u rc h a s e d
S e rv ic e s

E q u ip m en t

R e p la c e m e n t 
and  C ap ita l 

O u tlay
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S tu d en t S u p p lies

S tu d en t su p p lie s  a r e  a  p a r t  of y o u r in s t r u c t io n  su p p ly  b u d g e t. 

P r in c ip a ls  w ill  b e  r e s p o n s ib le  f o r  r e q u e s t in g  a l l  s tu d e n t supp ly  

p u r c h a s e s .

T h e re  a r e  c e r ta in  i te m s  th a t  a r e  u s e d  in  a l l  s c h o o ls  su c h  a s  

n o teb o o k  p a p e r ,  p e n c i l s ,  d itto  p a p e r ,  e tc .  W e c a n  o b ta in  a  b e t te r  

p r i c e  i f  th e s e  i te m s  a r e  o r d e r e d  in  co m m o n . A ls o , f o r  th e  p a s t  

s e v e r a l  y e a r s  w e  h a v e  p u rc h a s e d  m a n y  in s t r u c t io n  su p p lie s  th ro u g h  

th e  K ent C oun ty  C o -O p . T h e  s u p e r in te n d e n t’s o ffice  w il l  o b ta in  a  

b id  p r ic e  on  th e s e  i te m s  a v a ila b le  th ro u g h  th e  K ent C ounty  C o -O p ,

A  l i s t  of th e  i te m s  and  th e  s e le c te d  b id  (co m p an y  and  p r ic e )  w ill  be  

d is t r ib u te d  to  a l l  p r in c ip a ls  e a c h  y e a r .

A cco u n t N u m b e rs

T o p ro v id e  b e t t e r  c o n tro l  o v e r  th e  p u r c h a s e  of in s t r u c t io n a l  

s u p p lie s ,  w e a r e  a sk in g  th a t  th e  g e n e r a l  fund  a c c o u n t n u m b e rs  be  

p la c e d  on a l l  p u r c h a s e  r e q u e s t s .  T h e s e  n u m b e rs  w ill  b e  p ro v id e d  

to  e v e ry o n e  a u th o r iz e d  to  r e q u e s t  p u rc h a s e  o r d e r s .  T h e s e  n u m b e rs  

w ill  d e te r m in e  th e  a c c o u n t to  w h ich  th e  i t e m  i s  e n c u m b e re d  and  f ro m  

w h ich  th e  b i l l  i s  p a id .

A c c u ra te  u s e  o f th e s e  a c c o u n t n u m b e rs  w il l  e n a b le  th e  g e n e ra l  

fund b o o k s  of th e  d i s t r i c t  to  a g r e e  w ith  th e  in d iv id u a l p r in c ip a l 's  

a c c o u n t b o o k s .
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