OFFICE PROCEDURE MANUAL


VIEnna Christian SChool

ELEMENTARY PRINCIPAL
As Needed Responsibilities

· After school care

· Administrative Duty (See Duty Schedule)

· Eagle Announcements

· Field Trips

· Instructional supervision

· Interviewing prospective families (especially August and January)
· Meetings with parents, staff members, and students 

· Staff Absence requests

· Staff meeting agendas and minutes

· Suspensions

Daily Responsibilities

· Email
· Parent Phone Calls

· Instructional Supervision 
Weekly Responsibilities

· Admin Meeting

· Instructional Supervision
· Eagle article
· Weekly Wrap

· Supervise network administrator

· Supervise Graphic Designer
Monthly Responsibilities

Quarterly Responsibilities

· School Board Reports

· School Board Meetings 
· Progress Reports

· Report Cards

Semester Responsibilities

· Parent Conferences

Yearly Responsibilities

· Summer
Plan New Teacher Orientation and Teacher Orientation

 Assign mentors to incoming staff
· August
Furniture inventory for classrooms (fans, teacher desks and chairs, student desks and chairs, etc.)

Elementary schedule

Year plan and classroom schedule review

ESL schedule
Staff development 

Staff Orientation & Mentoring

Budget Tracking System
Chapel Focus and Schedule

Spiritual Emphasis Week Speakers

· September 
Progress report 
Back to School Night

Update report card Template
Staff Retreat
Invite Hauptschule Inspector From 22nd District to visit. (Herr Johann Studencki, (johann.studencki@ssr-wien.gv.at)
· October

Instructional Supervision: Formal observations
Support Staff Supervision: Formal observations

Complete Classroom Furniture Inventory in order to determine needs for following year

Departmental budget proposals for following year, have budget proposals ready for each area supervised by December board meeting. 
Assist PTF President with Fall Festival
· November
· December
· January
Calendar creation for summer coverage and following year
Finalize Spiritual Emphasis Speaker arrangements

· February

Purchasing Planning and Ordering
Elementary Students Go Ice skating

· March
Staff Development Plan for following year

Elementary Event dates planned for Calendar Meeting for following year on teacher workday at the end of 3rd quarter

· April
· May
Awards Ceremony: Work with Guidance Counselor to plan ceremony, program, etc.

Science Festival
· June
Plan and Execute Awards Ceremony

Plan New Teacher Orientation

Plan Teacher Orientation

ADMINISTRATIVE DUTY

Purpose: Maintain building security and student safety

· Schedule: See Duty Schedule (G:\All School\Duty Schedules) for the dates you have been assigned.

· Responsibilities: See the Faculty Handbook for a listing of responsibilities for this duty.

· Keys: The key to the Receptionist’s drawers is located in a film canister in his/her mailbox. This key unlocks the drawers immediately to the left of where the Receptionist sits. There is a key on one of the top drawers that opens the cabinet to the left of these drawers, where the computer is housed.

· Switchboard: The switchboard at the receptionist’s desk should be kept locked after school and on the weekends. To lock/unlock the switchboard, locate “Lock” on the display and push the button directly underneath it. It will ask you if you want to unlock or lock the phone. Key in “1515.” It will say, “Lock Status Yes or No.” Push the button underneath the Yes or No depending on whether you want to lock it or not.

· Door Buzzer: There is a door buzzer located on the floor that can be used to let people in. 
ADMIN MEETINGS
· Once a week the administrators gather to discuss school-wide issues. The time and day of the week is established at the beginning of each year.
· Minutes from prior years can be found in I:\1 Admin Meeting Minutes.
· Topics commonly discussed are: recruiting needs, staff issues, budget planning, advertising/PR, policy/procedure review, etc. This is a time where the input of the other administrators can be sought for problematic situations.

· The Director is in charge of the Administrative Meetings. The Director’s Assistant will send out a request for agenda topics a few days before the meeting.

· One of the secretaries will be scheduled to be present to take the meeting minutes. At the end of the meeting the topics are reviewed. Sensitive issues are removed and then the secretary sends them out in an all staff email.
AFTER SCHOOL CARE

· Hire workers

· Students from grades 11 and 12 are eligible

· Must provide 2 completed After school care teacher recommendations G:\Elementary Office\AFTER SCHOOL CARE PROGRAM\ASC Teacher recommendation

· Check with Guidance counselor on academic performance

· Meet with all student workers to discuss expectations G:\Elementary Office\AFTER SCHOOL CARE PROGRAM\ASC Supervision Guidelines

· Work with finance manager to monitor funds

· Turn in daily record sheet and worker time sheets to finance manager

· Prior to large school wide events determine how many students may attend and be sure that extra workers are on call and extra food is purchased (supper should be provided)

· Work with elementary secretary to create schedules

· Supervise performance and ensure quality of supervision

BACK TO SCHOOL NIGHT

· Communicate expectations to teachers at staff meeting

· Provide curricular overview, classroom expectations, and overall student goals for the year

· Provide printed material outlining classroom procedures and expectations 

· Provide short bio including work history and personal information

· Inform teachers that they are not expected to conference but should set up appointments to do that at a later date

· Prepare opening statements for whole group meeting at 6:30

· Ensure that facilities are clean and in order

· Be available to greet parents as they enter and exit the building

BUDGET TRACKING SYSTEM

· Purpose: To keep a running record of expenditures to facilitate effective management of funds.

· Create a budget tracker for the given school year. 
· See: I: Elementary Principal
CHAPEL SCHEDULE AND FOCUS

· Purpose: Ensure that chapel is a thoughtful and systematic study for the elementary students.

· Consider utilizing Children Desiring God Curricular Materials or choose other material.

· Consider assigning a chaplain or rotating the responsibility of teaching a 7-10 minute lesson.

· Facilitate the continuation of the student Worship Team and Drama Club’s involvement in Chapel.

· Create plan for set-up, tear down of chapel, and/or the use of the AP room.

· Create focus for the year and assign topics to each week.

EAGLE ARTICLE
Purpose: Regular communication with elementary parents
· Inform parents of issues and upcoming events
· Acknowledge staff and student achievements
ELEMENTARY SCHEDULE

· Purpose: Create an efficient schedule that maximizes classroom instructional time and provides teachers with sufficient preparation time.

· Obtain HS / MS schedule from secondary office.

· Create schedule while considering the following:
· Room schedule 
· Teacher schedules (ie PE, Music, Art teachers often work with EL, MS, and HS)

· German teacher’s schedule (reduce expenses, minimize non-instructional time)
· Secondary PE schedule (Space and Gym usage conflict)

· Common time for Elementary chapel

· Common AM and PM breaks for K-2 and K-5
· Create at least one longer planning period for classroom teachers each week by scheduling back to back prep-times or pairing preps with lunch time.
ESL SCHEDULE

· Purpose: Create a schedule which provides English instruction for limited English speakers during their regularly scheduled German class and to provide additional instruction for students who are severely limited in their English ability.

· Assign ESL students to ESL class following the German schedule for each grade level. If the students are not of similar ability a second teacher may need to be found to take one of the levels.

· Assign additional classes to students with significant ESL needs. (Important to note that this is not tutoring for under achieving students.)

EMAIL

Purpose: Email is an efficient means of communicating and documenting communication

· Correspond with parents, staff, perspective families

· Manage and store documentation of important conversations.

FIELD TRIPS

· Review field trip requests 

· Be available to teachers as a resource for city opportunities

· Check for enough parent volunteers, cell phone, and other possible issues

· Ensure that field trip request form to do list has been followed and all appropriate staff have been notified
FURNITURE INVENTORY

· Purpose: Ensure that teachers have the resources they need to begin the school year.

· Make certain that the classrooms are equipped with the following:

· Student desks & chairs

· Teacher desk & chair

· Computer workstation

· Fan

· Stereo

· Easel

· Student texts

INSTRUCTIONAL SUPERVISION

Purpose: Provide instructional supervision for all elementary, German, ESL, and special needs teachers
· Conduct informal observations and provide informal feedback on these visits.
· Conduct formal observations

· Schedule visit

· Teacher completes pre-observation form

· Principal reviews form and seeks clarification from teacher if needed.

· Conduct observation and record notes
· Write formal evaluation based upon notes and ongoing observations

· Conduct a post-observation meeting with teacher regarding observations and evaluation

Meetings (Documentation)

· Any parent, student, or staff meetings where concerns are addressed and decisions made need to be documented. 

· For students, this information is kept in the principal’s H: drive for parent and student issues.

· For staff issues, this information is kept in I:\CONFIDENTIAL Staff Issues.

· Key things to remember are: 

· You don't need to transcribe the meeting, just provide key elements regarding the discussion and decisions made.
· Include items that will assist you in a few weeks, months, or even later if the situation escalates.
· Provide enough background for an outsider to grasp the key elements of the conversation.
· File student and parent conference documentation in the student's CUM files. These need to be kept from year to year. Documentation from meetings with staff members should be kept in their files unless it is of a super confidential nature. These should be kept separately.
PARENT CONFERENCES

· Establish Parent/Teacher Conference Schedule with elementary secretary in coordination with the High School office.

· Review expectations and procedures for conferencing with the teaching staff.
· Remind part-time staff of conferencing responsibilities.

· Be available for parents during conferences.

PARENT PHONE CALLS

· Call parents when necessary for illness, behavior issues, and etc.
· Document important calls.

PROGRESS REPORTS
· Update template
· Notify teachers of due date and location on G drive

· Communicate expectations for completion 

· Provide deadline for completion

· Review progress reports prior to mailing

· Facilitate mailing with elementary secretary

PROSPECTIVE STUDENTS

· Review and occasionally respond to preliminary questions usually related to special needs 
· Interview
· Elementary secretary schedules initial interview
· Receptionist will give you Pre-application form

· Conduct initial interview including children if possible

· Provide family with a business card

· Use Elementary Parent Interview as an interview guide

· Special needs, behavior issues, level of English, length of stay, does their corporation subsidize tuition?
· Give a tour of the school building including library, computer lab

· Escort family to the business office and give a copy of the pre-application to business manager 

· Schedule an appointment for entrance testing with guidance counselor
· Never promise placement, be clear about semester probationary period for all students.
· Enrollment Considerations
· Review test results

· Evaluate writing sample 

· Determine approximate grade level

· Evaluate ESL need

· P-2 class maximum 15 students 

· 3-5 class maximum 17 students (**Remember 17 workstations in lab and only 17 textbooks are purchased per class)

· Maximum 25% of class can be beginner ESL 

· Consider intermediate ESL needs
· Mark starting date and grade level on Acceptance Process Form
· Inform elementary secretary of acceptance, grade placement and ESL status

· Acceptance
· Call parents and notify of grade placement
· Make arrangements for student furniture

· Notify classroom teacher
· Welcome new student on first day

REPORT CARDS

· Purpose: To remain aware of student performance, maintain a high standard for report card marking, and to assist teachers in the marking process.

· Tasks

· Assign reasonable due date for report cards to be submitted for review

· Review submitted report cards.

· Return cards to teachers for distribution or corrections if needed.

· Identify Principal list and A/B Honor Roll students for end of year awards.

· See G:/ Elementary Office/Report Cards for complete information on the Elementary Report Card, procedures and guidelines.

SCHOOL BOARD REPORTS

· Board Reports are submitted 2-3 weeks prior to board meetings.

· Board Reports should be written to the specification of the exiting board chair. Check with board chair or director regarding the format and content of report.

· The report will likely include 2-3 pages on the following:

· General Update: Discuss board-relevant  issues pertaining to staff, enrollment, student issues, current projects, etc.

· Key Goals: Articulate specific job-specific goals for quarter

· Successes & Challenges: Describe successes and those things hindering your success.

· Professional & Spiritual Development: Update the board on your progress in professional goals and spiritual life.

· Board Input or Action: If appropriate request board action or input.

· Prayer: Provide prayer requests for elementary area.

SCHOOL BOARD MEETINGS

· Attend the board meetings to personally present your submitted report.

· Answer questions and provide updated information if needed.

STAFF ABSENCE REQUESTS
· Forms need to be filled out if the staff person is going to be out of the building for any reason (field trips, applying for a visa, coaching, personal days, etc.)for more than 30 minutes (which should be enough time to run to the bank or Spar).

· Staff members need to turn in Staff Absence Request forms at least one week prior to when they are planning to be gone (see the “Staff Absences” section in the Faculty Handbook). 

· Check your calendar to see if there is anyone else out that day. If there are several people out, write a note in the comments section letting the staff member know that approval is conditional upon a sub being found.

· Ensure that allocated number of personal request days are not exceeded. Check the G:\All School\Substitute Folder\ Substitute list [Current Year].xls to determine how many days the staff member has already taken (this is maintained by the Elementary and Secondary Secretaries).

· Add the absence to your Outlook calendar for future reference.

STAFF DEVELOPMENT

· Work with Administrative team to carry out the details of the present year’s staff development plan decided upon in prior administrative meetings.

STAFF MEETING AGENDAS AND MINUTES

· Coordinate with the Secondary Principal and Director to determine items for the “all staff” section at the beginning of the staff meeting.

· The Secondary Principal will make an agenda to which the Elementary Principal can add items for the elementary section of the meeting. 

· Staff Meeting Agendas and Minutes are kept in G:\All School\Faculty and Staff Stuff (Staff and Student Handbooks)\Meeting Agendas and Minutes\Staff Meeting Agendas. 
· Have the Elementary Secretary print out Staff Meeting Agendas prior to the meeting.

· The Secondary Secretary will keep minutes during the “all staff” portion of the Staff Meetings and email them out to the staff.
STAFF ORIENTATION & MENTORING
Purpose: To orient new and continuing staff and work towards building a positive school culture.

· Work with the Administrative team to create the following:

· Theme and focus of orientation

· Schedule of events and instructional planning time

· Divide the tasks of facilitation, devotions, activity organization, communicating changes, review of handbooks, and etc.

· See Orientation folder:  G:\All School Stuff\Faculty and Staff Stuff (Staff and Student Handbooks) 

· Facilitate Mentoring Program: See folder G:\All School Stuff\Faculty and Staff Stuff (Staff and Student Handbooks)\Mentoring
SUPERVISE NETWORK ADMINSTRATOR
Purpose: To provide the network administrator with an understanding of overall building wide priorities and administrative goals
· Network administrator provides updates on projects and budget usage

· Work together to prioritize building-wide projects involving network, workstations, labs, and meet instructional needs, etc.

· Provide accountability for network administrator project completion

· Support professional development for network administrator

· Develop refreshing plan and computer cascade and deployments
SUPERVISE GRAPHIC DESIGN AND PUBLICITY

Purpose: To provide the graphic designer with an understanding of overall building wide priorities and administrative goals

· Graphic designer provides updates on projects

· Work together to prioritize building-wide projects involving design and publication

· Provide accountability for graphic designer project completion

· Give final approval on projects

SUPPORT STAFF SUPERVISION

Purpose: Provide supervision for all support staff who report to the Elementary Principal.
The forms listed below are located in G:\All School\Faculty and Staff Stuff (Staff and Student Handbooks)\Observation Forms\Support Staff.

· Give all support staff copies of the Confidential Self-evaluation and the Self-Evaluation and Support Staff Performance Evaluation in August and inform them that their evaluation will take place by October 15.

· Give all support staff copies of the Confidential Self-evaluation and the Self-Evaluation in early October  
· Both forms should be completed by the support staff member and returned to the supervisor at least 5 days prior to evaluation date

· Supervisor reviews the Confidential Self-evaluation and the Self-Evaluation and completes the Support Staff Performance Evaluation

· Supervisor meets with support staff member to discuss evaluation results. 
· If overall rating is “below expectations”, supervisor will complete Unsatisfactory Performance Evaluation and support staff member will be placed on “high cycle” to be evaluated again in spring. 

· Place copies of Self-Evaluation and the Support Staff Performance Evaluation in the staff member’s file.
SUSPENSION

· Follow VCS student handbook in determining if a suspension is appropriate

· Meet personally with parents to discuss issues surrounding suspension 
· Communicate the schools concerns with behavior and consequences of additional occurrences

· Establish partnership with parents in addressing the issue

· Notify teacher, elementary secretary, and registrar of suspension as unexcused absences

· Follow meeting documentation procedures

UPDATE REPORT CARD TEMPLATE

· Update template (Date, Teacher names, Principal, and etc.)
· Notify teachers of due date and location on G drive

· Communicate expectations for completion (See G:/ Elementary/Report Cards)
YEAR PLAN & SCHEDULE REVIEW

Purpose: Instructional Supervision

· Review the long-range instructional plans created by all teaching staff. Check for alignment with curriculum guide, feasibility, and pedagogy.

· Review the classroom schedules created by P-5 teachers to ensure maximal usage of instructional time and appropriately designated time to respective subject areas.
WEEKLY WRAP
Purpose: The weekly wrap maintains good vertical communication and cuts down on the length and frequency of staff meetings.

· Write an email which includes:
· Upcoming events, deadlines, etc.

· Feedback/Praise based upon observations of classes and elementary programs

· Instructional Ideas

· Request for feedback from staff on pertinent issues

· A humorous item
