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This Handbook was developed by the AISA state office to provide assistance to administrators in AISA schools.  Although the document cannot be all things to all administrators, it should provide guidelines for effective school leadership.

     
This Handbook has been prepared with sufficient space for administrators to make personal notes, and this should further enhance its value and applicability.  Headmasters are reminded that the AISA Accreditation Manual, the AISA Academic Handbook, and the AISA Athletic Handbook should be used as "ready references" for specific questions that arise in the areas covered in those documents.
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I.  
THE VALUE OF MEMBERSHIP IN THE AISA
Membership in a professional association is an essential part of any profession.  A headmaster should be active at both the district and state levels in the association.  There are many benefits derived from membership in the AISA for headmasters, teachers, students, and schools; foremost is the professional growth afforded by participating in local, district and state activities, conferences, etc.
Other advantages in AISA membership are:

           
1.  Liability Insurance for Professionals

           
2.  Student Insurance

           
3.  Workers' Compensation Plan

           

4.  Catastrophe Insurance Program

           

5.  Specific Needs Programs

Administrators should call or visit the AISA office to get full information on all benefits available to them and the school through the Association.

 II.  
THE POSITION

Before accepting employment as a headmaster in an independent school, determine what responsibility and authority the board delegates to the administrator.  Remember, the school board is the legal operator of an independent school and all authority to act must come from the board.  The primary functions of a school board are the following: (1) employ the administrator; (2) develop school policy; and (3) finance the school operation.  The Headmaster's job is to implement the policy and operate the school accordingly.  An effective administrator also provides direction for the board, which prevents their wasting time on minor details.  The Headmaster should always keep the board informed and strive to maintain a good relationship with all board members.  The secret to developing an excellent working relationship with the board is communication.

A.  
Positive Relations with the Board: The Secret to Success

The professional headmaster will make local board relations and rapport a top priority.  The school deserves organized and professionally directed leadership.  A few tips that may well fit into the overall plan to improve this aspect of the Headmaster's job follow.

1.
New board members should have an orientation conducted by the board chairperson and administrator.

2.  
Board members should have a notebook containing the following:

a.  
Name, address, and phone number of members.

              
b.  
Faculty roster, showing grade and/or subject areas assigned, along 



with any extra-curricular assignments.

            
c.  
Personal recognition is very important; therefore, members should 



have pictures of all school personnel.  Use the yearbook pictures.

              

d.  
Map of buildings, showing location of classrooms, science labs, 




library, computer lab, and other areas.




e.  
Current budget and financial statements.

              

f.   
List of committee assignments.

              

g.  
Latest AISA LINK and school newsletters.

3.  
Each member should have a copy of Board Policies, By-Laws, Teacher and Student Handbooks.

4.
"News travels fast;" therefore, the AISA strongly urges boards to establish the following policy for all board meetings: "What board members see and heard in board meetings should stay there."
5. 
Several times during the year boards should have informal gatherings with school personnel, such as potluck dinners, ice cream socials -- encourage the "One Big Family" atmosphere.

                    
6.   
Encourage the board members to advise people with problems to follow the established chain of command; i.e., teachers, parents, and students should go to headmaster with problems first.

          7. 
Have a written agenda for each meeting.

           8. 
Conduct meetings in accord with parliamentary procedure.

III.  
ADMINISTERING AND SUPERVISING THE SCHOOL'S PROGRAMS

The headmaster has the direct responsibility to administer and supervise all of the school's programs. Professional organization and pre-planning create an environment that lends itself to smooth implementation.

A.
School Finances

          
1.
An annual budget should be developed and presented to the board by April 

for the next school year. 

2.  
Athletic program funds should not be included in General Fund Account and NOT maintained, nor controlled, by a separate parent organization.

3.
If an auxiliary group controls athletic funds, make sure that they have a sales tax number for their organization.

4.  
A yearly purchase order system should be maintained.
5.  
Individuals handling school funds should be bonded.     



6.  
Individual class or extra-curricular activity funds (Internal account) should be placed in proper bank accounts and monitored by a faculty sponsor.  Authorized signature cards should be maintained for each account. 

7.  
School funds should be deposited on a daily basis with arrangements for a night deposit system following athletic and other nighttime activities. 

8.  
All financial documents and/or records and non-deposited funds should be safeguarded properly from theft, fire, or other loss.

9.  
An annual audit is a priority of good fiscal management.

         
          10.  
All state and federal laws must be complied with daily.

         
          11.  
The administrator should work closely with the bookkeeper each day.

          
          12.  
Two signatures should be required on all checks.

      
B.
The Curriculum

Curriculum development and review is an on-going process involving all school personnel and the community.

1.
The general review of the current curriculum should be scheduled for April or early May.

          2.  
In the same time frame, the follow-up action regarding essential instructional resources must be considered to maintain an effective program.  This is especially true where major changes are planned for the following.

          3.  
The headmaster should study the Curriculum and Graduation Requirements sections of the AISA Accreditation Standards Manual to ensure that all aspects of those two sections of the Manual are implemented. 


C.  
Working with the Faculty

         
Positive and professional faculty-headmaster relations are essential to ensure a 

successful program.

1.
Publish a faculty handbook outlining school policies and procedures.

2.  
Conduct faculty meetings in an atmosphere conducive to an open exchange of thoughts and ideas.

3.  
Maintain an open door policy with the faculty to promote job effectiveness and satisfaction.
4. 
Devote part of each day to the instructional program and to classroom visitation (formal and/or informal).
5.  
Faculty assignments should be based on the stated criteria in the AISA Accreditation Standards Manual.
6.  
When developing master schedules for the faculty, consider the following:  
a.  
Number of classes to be taught daily.


b.  
Number of preparations per day, based on subjects assigned on a daily basis.

              

c.  
The class sizes.

              

d.  
Daily additional duties.

e.  
Two subject area preparations should be the maximum on a daily basis for an instructor at the secondary level.  (Example: 2 math classes, 3 science classes)

f.  
Ensure that all students in grades 1-12 receive six hours of instruction each day for at least 175 days.



7.
Orientation for New Teachers
At the beginning of the year, the headmaster should meet with all new teachers in a separate meeting prior to meeting with other members of the faculty.  He/she should address the following:

a.  
Present the philosophy of the school and help each new person to understand it and to commit to it.

b.  
Provide a copy of Faculty Handbook.              

c.  
Brief the teachers on such things as salary, sick leave, contracts, pay periods, insurance, work load, and extra duties.

d.  
Brief the teachers on student rules, discipline, P.T.O., etc.

e.  
Present the instructional program of the school.

              

f.  
End the meeting with a guided tour through the school.

              

g.  
Have follow-up individual, small group, or large group meetings if 

                                         
appropriate or necessary. 


D.  
Accreditation


Headmasters should study carefully the current AISA Accreditation Standards Manual and then read and discuss fully with faculty.  The AISA has revised and strengthened its standards several times over the years, always with the goal that the individual school and its educational image would be improved.  AISA member schools must be accredited by at least one of the three agencies listed below in order to maintain membership in the AISA:

            

Alabama Independent School Association

            

Southern Association of Colleges and Schools (SACS)            




Commission on International and Trans-Regional Accreditation (CITA)

E.  
School Philosophy and Objectives

A school's philosophy and objectives should determine what the school is striving to accomplish for students, families, and the community.  No two schools will tackle the development of a mission statement, a school philosophy, and objectives that grow out of the mission and philosophy in the same way.  However, some generalizations which might help follow:

1.  
Most schools address the various areas of growth and development of 
children and youth - intellectual/cognitive, social, personal, spiritual, and 
physical - in developing mission statements, school philosophy, and 
objectives.  Most AISA schools focus on intellectual/cognitive 
development, but they also address the other areas of growth and 
development in ways that are appropriate to the population they serve.
2.  
Some schools form a separate committee or utilize their academic 
committee and consider the pivotal school questions concerning direction, 
scope, and administration of their educational programs.
3.  
Some recognize that there is a direct relationship between this task and 
that of curriculum development and proceed on that approach.
4.  
Some consider responsibilities to the school population and the 
community in determining the school's mission, stating the philosophy, 
and writing the objectives that are to be met.
5.  
Some identify individual differences, abilities, and potential of the 
students as they relate to school mission, philosophy, and objectives.
 6.  
Some determine the skills, attitudes, values, and knowledge that should be 
made available to students at every grade level which are consistent with 
school mission, philosophy, and objectives.
7.  
Some consider writing a series of position statements on the scope and 
characteristics of their approach to today's problems facing students as 
they prepare for the future.


F.  
The Guidance Program



The administrator is a very important member of the educational team in the 


guidance process. He/she should insure positive administrative leadership in 


guidance by doing the following:



1.  
Establishing cooperatively with the counselor and staff, guidance priorities 



or needs on short and long-range basis.


2.  
Establishing policies regarding the collection, maintenance, and 





dissemination of pupil records.


3.  
Providing leadership in the development of instructional programs which 




care for the diverse academic needs of the student population (individual, 




small group, and large group concerns)


4.  
Planning and initiating guidance in-service for total faculty.

        
5.  
Enforcing a strict policy of protecting the individual.

      
6.  
Designating specific individual(s) to perform guidance functions as 




specified in the AISA Accreditation Manual.

G.  
Student Testing

This aspect of a student's life creates much interest and concern; therefore, the headmaster must be involved and directly concerned with all phases of testing.

1.  
Teacher-made Tests

Teacher-made tests should be prepared carefully so as to evaluate the 
material and student understanding for which they are designed.  Teacher-
made tests and other assessment procedures should grow out of 
instructional objectives and the content that is taught.  There should be 
consistency between the teacher's objectives, the content, what is taught in 
class, and what is assessed on tests.  Test results can give the teacher clues 
on how instruction might be modified.  Tests can also identify areas in 
which students need further instruction and help determine if students are 
ready to proceed to new material.
2.  
Standardized Testing

The headmaster should provide leadership in the complete spectrum of 
standardized testing.  He/she should ensure that tested skills are taught 
before they are tested.  This can be accomplished through close work with 
teachers as they study the test results, use the "Index of Instructional 
Objectives for the tests, and revise/expand the school's curriculum.  In 
addition, the headmaster should lead in the development of plans and in 
implementing those plans for proper use of test results in counseling and 
in administrative decision making.

      
H.  
Library/Media Center/Research Center

The library/media center/research center should be the focal point of the school.  It should be functional for all students, teachers, and the entire school family.  A strong reference collection for students in all the grades served by the school should receive special attention.  A good collection of periodicals (magazines, journals, and at least on daily newspaper) should be provided for the grades served by the school.

1.  
The headmaster should set an example by using the services of  the library.

2.  
The library should be open at least one-half hour before classes each day and for a short time after school to enable both students and teachers to have access to materials (use student or parent assistance if necessary).

          

3.  
The Dewey Decimal System should be taught to all 






students so they will know how to use the library.

4.  
Remember that it is better to have a book used and lost than never to have a book used.

5.  
Regulations concerning the library should not be so strict as to discourage the proper use of the library.

6.  
The library is not a study hall or a detention hall and should not be used as such.

7.  
The headmaster should ensure that a professional library is kept current, functional, and used by teachers.

8.  
Books from the student circulating collection should be made available on indefinite loan to teachers, but the books should be subject to recall when necessary.

9.  
The headmaster should follow the regulations set forth in the AISA Accreditation Standards Manual concerning the library.


I.  
The Assembly
               
Assembly programs are an essential part of the total educational process.

1.  
An assembly should be an educational experience for students; the use of outside talent should be kept to a minimum and not replace student performances.

2.  
The organization and administration of assembly activities should be assigned to a committee composed of faculty members.

3.  
An assembly calendar or schedule should be set up early in the year.

          

4.  
The assembly period should be a definite length.

5.  
Remember that it is better to cancel the assembly program rather than have one just to fill time.

6.  
The assembly program should be presided over by a student in most cases.

7.  
The assembly period should not be used to make administrative announcements or for pep rallies.

8.  
Students should be drilled in procedures to follow in case of fire during assembly.

9.  
Having the homeroom teachers sit with their respective groups will help assure order.

10.  
Each grade or homeroom teacher should be assigned a block of seats (a seating chart should be used.)

11.  
Having a student or faculty member play soft music while the pupils are gathering into the assembly helps to develop a proper atmosphere for assembly.

     
J.  
Class Schedules

Schools must provide students with the opportunity to take the courses necessary to meet their needs.  This very difficult task may be eased by utilizing some of the ideas listed below.

1.  
Spring pre-registration is the first step toward good scheduling.

2.  
The school offerings and programs must be made to meet the needs of the students rather than the students being made to fit into the schedule of classes.

3.  
The headmaster should conduct planning meetings with the faculty in the spring to formulate next year's program of studies prior to spring pre registration.

4. 
The schedule should allow each student the opportunity to pursue either the College Preparatory or the Technology Preparatory Curriculum.

5.  
Remember that conflicts are the biggest problem in schedule making, so look for most of these to occur with irregularly scheduled students who have failures.

6.  
In the event conflicts are unavoidable, the majority should be served.

7.  
In small schools, it may be necessary to offer courses in alternate years (students should know this in advance).

                        8.         Every effort should be made to schedule  the  more difficult  courses in the 

morning hours (math, science, English).

9.  
The headmaster should study the scheduling section of the AISA Accreditation Standards Manual for additional scheduling information and suggestions.

      
K.  
Student Discipline

Schools have an obligation to seek out well- prepared administrators and teachers whose qualifications, both academically and personally, fit all the established requirements of the school and community.  Once a school has an administrator, it is important that teachers and parents understand the procedures that are to be used in handling discipline problems.  These practices and procedures should be openly discussed within the faculty, parents, and  students.  Teachers should be comfortable in the knowledge that when they seek help in handling discipline problems, they will receive help.  Deviants should not be allowed to disrupt a program which is aimed at helping all of the students in the school or in a class setting.  Administrators must support teachers and teachers must support administrators for a safe and supportive student learning environment to exist.

1.  
Uniform discipline policies should be worked out by the headmaster and faculty and adhered to by all members.

2.  
When administering punishment, consideration must be given to all factors related to the offender, the offense and to others.

3.  
Punishment should never be administered as revenge, and students are to be made aware that it is not being given in this spirit.

          

4.  
No teacher or headmaster should punish when angry.

          

5.  
Any of the ordinary types of punishment (Example: corporal punishment)

should be administered by the headmaster in the presence of a witness.  Note:  It is a good idea for the witness to be of the same gender as the offender.

6.  
The headmaster should support the faculty to the extent that they are assured of support in all disciplinary actions administered in accord with school policy.

7.  
Parents should be contacted and asked to cooperate in correcting a pupil's misbehavior whenever cases warrant such action.

8.  
Corporal punishment should be used only as a last resort.  It should never be used to threaten students unless it will be administered.

9.  
Teachers should never spank a child without the consent of the child's parents and unless a witness is present.

10.  
Remember that it is better to be firm with pupils and then ease up than to start easy and expect to clamp down when trouble starts.
11.  
The headmaster should remind the teachers not to be too "buddy-buddy" nor too aloof with the students. The headmaster and teachers should maintain a professional demeanor at all times in relationships with students.

12.  
The headmaster should always hear the student's version of a given situation.  This will help build confidence in the child and prove to him that the headmaster has a keen sense of justice.

13.  
Profanity, sarcasm, and ridicule have no place in discipline or in the school.

14.  
Discipline must be fair, firm, equal, and maintained if pupils are to live and learn in a school setting.

15.  
Be careful with "closed door" conferences and/or discipline sessions.  Precautionary steps to consider include the following:

             

a.  
Have a faculty or staff member present.

              

b.  
Leave door open when possible.

                                    c.  
Have glass in door (uncovered) and always stay visible to others outside the door.

d.  
Note:  These same precautions are appropriate in conferences with teachers and/or parents.

      
L.  
Faculty Meetings

If the faculty meeting is to be a potent force for educational growth, careful planning and thorough study are required.  Suggestions for successful and organized faculty meetings are as follows:

1.  
Faculty meetings should be organized and planned by the staff and the headmaster working together.  Time of the meeting should receive careful study.

2.
An executive committee should be selected from the faculty to arrange a flexible program schedule, subject to approval of the headmaster and staff.

3.  
This executive committee can then appoint standing committees and include every teacher as a member of one of these committees.

4.  
One of the committees should be responsible for a planned program for each scheduled faculty meeting. Meetings should address problems, issues, decisions, etc.

5.  
If possible, the agenda should be released well in advance of the meeting and distributed to each teacher.


M.  
School Emergencies

Training the staff and students in proper actions and procedures in case of an emergency must be a top priority of the headmaster.

1.  
Since fire drills are required by law, a record should be kept of each drill, showing the date of the drill, time of day, the number participating, and the amount of time required to evacuate the building.

2.  
Disaster drills and fire drills should be more frequent during the first part of the school year, so students will have an opportunity to practice the proper procedure.  School safety and emergency plans must be in writing and understood by the entire staff.

3.  
All interior doors should be unlocked during the school day.  All exit doors should be equipped with inside crash (panic) bar locks.

4. 
In the event there is a community emergency or disaster, the headmaster should know the plans which the Civil Defense has for the school and use the school facilities to the best advantage of all concerned.

5.  
Preventive measures should be taken at all times, being sure that all equipment and chemicals are stored properly and that wiring defects are repaired immediately.

6.  
The headmaster is required to use the AISA Safety Checklist for regular thorough checks of the school grounds, buildings, and facilities.

     
 N.  
Graduation

The criteria for earning a diploma from the school must be common knowledge to all concerned.  Close scrutiny of student's records must be on-going. The student and parents must be informed immediately in writing if problems occur.

1.  
At the end of the junior year, a thorough evaluation of credits should be made for all potential seniors. Students should be allowed to sit in a senior class homeroom at the beginning of the senior year, only when they are within six (6) credits of graduating. Refer to AISA Accreditation Standards Manual for credit requirements for graduation.

          

2.  
Headmaster and teachers should carefully recheck records of seniors at the

end of the first semester. Student and parents should be notified at this time if graduating with the class could be a problem or if it is unlikely.

          

3.  
Under no circumstances should a student be allowed to take any part in the

graduation exercises unless he/she has completed all requirements for graduation or has completed special education requirements.

    
O.  
Extra-Curricular Activities

The education of the total child or young person is enhanced through well-planned and organized extra- curricular activities, programs, etc.

1.  
School Clubs - These in-school activities should be well planned and organized.  Offerings should be based on student interest, involvement, and educational value.  The types of clubs may vary from honors and government to subject area.  A special activities schedule stating the day and time of extra-curricular meetings must be devised to hold conflicts to a minimum.  Every experienced headmaster is familiar with the advantages and problems connected with in-school activities. Finding time, sponsors, and proper scheduling within the school is a continuous challenge.  If an activity takes regular classroom time, it should be stopped, as in-school activities should never be allowed to use class time (unless the Activities Schedule takes a little time off of each regular period).

2.  
Athletics - The headmaster has the same responsibility to the athletic teams and the cheerleaders as to the other classes and organizations of the school.  It is the responsibility of the headmaster to approve all expenditures of monies of the school athletic programs; to approve all activities in which the school participates (including the scheduling of interscholastic contests); and to see that all safety precautions are adhered to for all athletic program and other activities.  All school groups should be supervised properly by a full-time salaried employee of the school on all trips for participation in interscholastic activities, field trips, etc.

      
P.  
Staff Requirements and Duty Assignments

Extra duty schedules for faculty and staff must be well planned and implemented in a fair and professional manner.  Staff requirements and policies must have a purpose and be well publicized.

1.  
Sign in and sign out.  Teachers are employed primarily to teach classes, but have additional assignments which are necessary.  Schools should have a regular time for personnel to arrive and remain at school during the day and this is made known by a sign-in, sign-out sheet.  It may be the only way the office would know of a teacher's presence and absence.  Again, this method serves as an official record of the teacher's workday.

2.  
Duty Assignments - Duty assignments during the day are necessary for most schools. Such assignments would include before and after school building and ground duties, lunchroom duties, checking on restrooms, hall duty and other places necessary to maintain discipline and safety.

3.  
The headmaster and the staff must determine other needs and make duty assignments accordingly. 

Q.  
Faculty Handbook

The headmaster has the direct responsibility to develop and publish a handbook for the faculty.

This document should contain the school's policies and procedures concerning, but not limited to, the following items:

               

discipline

               

corporal punishment

               

dress and behavior

              
 
emergency drills and procedures

               

illness in school

               

length of school day

               

length of school year (school calendar)

               

married students

               

pupil suspension

               

public relations

               

registration for school sponsored clubs and activities

              

release of pupils (checking out)

               

extra-curricular activities

               

program of studies

               

supervision of instruction

               

counseling, guidance, testing and placement

               

interschool athletics (calendar and schedule)

               

Courses of Study and other curriculum materials

               

courses for remedial instruction

               

lesson plans

               

deficiency and progress reports to parents

               

earned credits

               

exceptional children

               

graduation requirements

               

inservice education

               

instructional materials

               

educational field trips

               

permanent records

               

promotion of students

               

provisions for makeup work by students

               

pupil detention

               

attendance records and reports

               

pupil accounting

               

student parents

               

pregnant students

               

absent - tardy excuse regulations

               

pupil attendance and withdrawals

               

high school regulations

               

State regulation on pupil absence

               

maternity leave

               

sick leave

               

Parent-Teacher Association

homework regulations (no one teacher should exploit the child and 

consume all homework time)

               

Safety and Emergency procedures


R.  
Student Handbook

The headmaster has the direct responsibility to develop and publish a Student Handbook.  This document should explain the school's policies and procedures concerning, but not limited to the following items:
               

school arrival

               

leaving school without permission

               

school day schedule

               

Parent-Teacher Conferences

               

parent visits

               

telephone usage

               

emergency drills and procedures

               

Parent-Teacher Association

               

discipline

               

dress/appearence

               

homework

               

pupil insurance

               

school supplies

               

textbooks

               

lunchroom

               

health program

               

class schedules

               

field trips

               

attendance requirements

               

academic requirements

               

make-up work

               

athletic participation

               

extra-curricular activities

 IV.  
DUE PROCESS - A WAY OF LIFE

Headmasters have the direct responsibility to make sure that due process is followed in every case where significant decisions are made that affect individual's rights.  Do students facing suspension or expulsion know and have access to the process to file grievances?  Do teachers have adequate procedures to appeal certain decisions?  The headmaster should be sure that the due process procedures are in place before a suit is filed.

A.  
Suspension:  In 1975 the Supreme Court affirmed the concept of due process for students in a case arising in Ohio.  A student who is suspended for more than three to five days is entitled to at least the following minimal due process guarantees:

          

1.  
To know the reason for the suspension.

          

2.  
To know the kinds and sources of evidence against him/her.

          
3.  
To tell his/her side of the story.  Also, if suspended for more than three to

five days, he/she is entitled to a hearing on the merits of the case. (Gross v. Lopez, Ohio 1975.)

At the very minimum, therefore, students facing suspension must be given some kind of notice and afforded some kind of hearing.

B.  
Expulsion:  In Wood v. Strickland, (Ark. 1975), the Supreme Court held that a student who is faced with expulsion is entitled to the following minimum guarantees:

          

1.  
Written notice given with sufficient time to prepare written defense.

          

2.  
Right to an impartial hearing on the evidence.

3.  
Right to appear with counsel and cross examine opposing witnesses and present witnesses in his/her own defense.

          

4.  
Right to transcript of the proceedings.

          

5.  
The right to appeal to higher authority.

Where such a heavy penalty as loss of valuable and irreplaceable school time is involved, these are the bare essentials of due process before the law.

C.  
Termination of Personnel:  By far the most fertile field of litigation on educational matters is that of teacher dismissal.  There are generally three reasons for dismissal of a teacher.  The reasons are the following:

          

1.  
Need to reduce the number of teachers due to lower enrollment.

          

2.  
Lack of funds.

          

3.  
Need to dismiss an individual teacher for cause.

Once it has been established that staff must be reduce because of falling enrollments or lack of funds, it is critical that teachers be laid off in strict compliance with procedures adopted by the board and printed in the teacher policy manual. When a teacher is dismissed for cause, the courts have generally upheld the following minimum requirement of due process of law:

a.  
Clear and actual notice of the reasons for termination in sufficient detail to

enable the person to know the reason for the proposed action and to enable him or her to present evidence.

b.  
A reasonable time and opportunity to present testimony in the person's defense.

c.  
A right to appeal to the board.

d.  
A hearing before an impartial board.

Administrators should develop a teacher employment and dismissal policy that includes due process procedures for the protection of the employee and the school.

V. 
 SCHOOL/COMMUNITY RELATIONS

The headmaster is the key to establishing and implementing a positive school/community public relations program.  There is no set pattern in this aspect of school administration as each school has its own personality, but the ideas which follow have worked for some:

A.  
Schools can hold open house for parents to see the school in operation, meet teachers, and set up conferences for a later date.

B.  
A newsletter could be sent to parents in the early part of the school year, mentioning the professional achievements and school improvements, as well as yearly plans.

C.  
Parents could be asked to co-sponsor clubs with the teachers.

D.  
The headmaster should prepare a resource file of business leaders who will agree to be available for assistance when needed to head committees, speak on topics, or arrange for field trips to their establishments.

E.  
The headmaster should make sure that the people who answer the phone or greet people in the office are business-like, courteous, and respectful at all times.

F.  
Releases to newspapers should cover all events of the school.
G.  
Local Image - How is the school perceived by the community?  The development of a positive and productive local image doesn't just happen.  Have a plan.  Some of the following ideas might help.

1.  
Hold an open house for the community at least once a year.          

2.  
Join one of the local civic organizations.

3.  
Be available to speak to church groups, community clubs, or other civic organizations.

          

4. 
Develop a working relationship with the media.

5.  
Develop a strong Alumni Association to assist with public relations program.

          

6.  
Utilize the parents' organization to the fullest extent.

          

7.  
Invite local pastors to visit and address certain student groups.

          

8.  
Invite city and community elected officials and leaders to visit the school.

9.  
Develop a community map or chart, which identifies churches, recreation areas, business and industry, and education facilities (color-coded to signify location).

10.  
A county "dot" map might be developed, to show not only where students currently enrolled reside, but also where potential students are located.

11.  
Distribute student handbooks to all city, county and religious leaders.

12.  
Community relations may be improved by limiting the number of fund raising programs each year.

13.  
When possible, do purchasing and/or business with the local merchants.

14.  
Maintain a list or directory of community people from all areas to head up committees, speak to the students, and help arrange field trips.

15.  
Set up a group of senior students to act as guides and hosts for those events when the community will be involved.  Special performing groups from the school can do wonders in representing the school. (Examples:  choral group, band, drama group, etc.)

16.  
When you have plays, science fairs, concerts and art shows, hold them at night and invite the community.

17.  
Discuss the possibility of developing a colorful brochure, which portrays your school, students, and activities.  Remember, a picture is worth more than a thousand words.

VI. 
 SCHOOL AWARDS


The AISA presents three President's Awards annually to schools achieving academic 
excellence and three Chairman's Awards to schools for athletic achievement.


A.
The President's Award: The President's Award has been established by the 


AISA for the specific purpose of recognizing member schools that achieve 


academic excellence during the school year.  This award also serves as a symbol 


of recognition to the individuals who have unselfishly given of their time to serve 


as president of the Alabama Independent School Association.



1.  Three schools are honored annually with a rotating plaque.  One school is 


     selected from each of the three classifications in the AISA Basketball 



     program.



2.  A bulletin containing the criteria for winning the President's Award is mailed 


     to member schools at the beginning of school year.

B. 
Chairman's Award:  The Chairman's Award was established by the AISA for the 


specific purpose of recognizing member schools that achieve athletic excellence 


during the school year.  This award also serves as a symbol of recognition to the 


individuals who have taken time and given their talents to chair the AISA Athletic 

Committee.


1.  Three schools are honored with a rotating plaque.  One school will be selected 


      from each of the three classifications of the AISA Basketball program.




2.  A bulletin containing the criteria for winning this award is mailed to member 


     schools at the beginning of each school year.

C.  
Blue Ribbon School Award - This award recognizes those schools achievement of 

academic success in an atmosphere and environment that promotes academic and 


education in a positive way.
VII.  
THE HEADMASTER'S CHECKLIST

The professional headmaster covers all bases, leaves no stone unturned, and pre-plans; thereby, day to day operation is simply implementation of the planned program.

Written and published rules, policies and/or procedures should govern the areas listed below:

          

1.  
Athletics

          

2.  
Parent/Teacher 




Organization

          

3.  
Band Program

          

4.  
The care and storage of 



permanent records

          

5.  
All aspects of graduation

          

6.  
Money drives in school

          

7.  
Teacher Handbook

         
 
8.  
Student Handbook

          

9.  
Standardized testing

         

10.  
Classroom and teacher-



made tests

         

11.  
The library

         

12.  
Community relations

         

13.  
Assembly programs

         

14.  
In-school activities

         

15.  
The lunchroom

         

16.  
All forms of discipline

         

17.  
Faculty meetings

         
18.  
The recording of, 
depositing of, paying the 
bills, and accounting for 
all school monies

         

19.  
Student attendance

        

20.  
Fire and safety 




regulations

         

21.  
Physical education

         

22.
The grading system

         

23.  
Textbooks

         

24.  
Maintenance work

         

25.  
Married students

         

26.  
The ordering of school 



supplies

         

27.  
The LINK/The AISA 



web site and inclusions

         

28.  
Earned units for 




graduations

29.  
Sending student 




information to parents

         
30.  
Valedictorian, salutatorian, and 


other achievement awards

         
31.  
ADA reporting

         
32.  
Cheerleaders

         
33.  
Tardy and absence excuses

         
34.  
Faculty and staff insurance

         
35.  
In-service programs

         
36.  
Fund raising activities

         
37.  
Retention of students

         
38.  
The grading system: grading 


periods; semesters


39.  
The release of students from 


school

         
40.  
Teacher lesson plans

         
41.  
Deficiency and progress reports 


to parents

         
42.  
School field trips

         
43.  
Make-up work by students

         
44.  
Regulations

         
45.  
The collection of accounts 


receivable

         
46.  
Smoking:  faculty, students; 


parents; visitors; on school 


campus and/or in school facilities 


(example: gym).

47.  
Drugs and alcohol at school 


and/or at athletic events/school 


functions


48.  
Morning Bible reading and prayer

         
49.  
Medication at school

         
50. 
Teacher sick leave

         
51.  
Fire and tornado drills

         
52.  
Student, parent, visitor conduct 


during athletic events

         
53.  
Extra-curricular activities

         
54.  
Contracts

         
55.  
Emergency Procedure 
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