OFFICE PROCEDURE MANUAL


VIEnna Christian SChool

Procedures for Documentation
Purpose
· To provide a substitute or replacement could step into your role, read through the documentation, and effectively perform your duties.
Organization

· The top portion of the document will have headings such as Daily, Weekly, Monthly, Quarterly, Yearly, As Needed, etc. Under each section, make a list (5 words max per item) of all responsibilities that apply.

· Description of Each Responsibility: Re-type this with the actual title of the responsibility.
· Responsibilities should be listed in alphabetical order.

· Each responsibility under the Daily, Weekly, etc. headings should be documented step by step under its proper heading.

Documentation

· Documentation will be updated each month.

· Use job titles, not people’s names in documentation.
· Use bullets, not numbers.
· When typing in the name of a form, use italics.

· Have bolded subheadings for quick reference.
· Duties that should be performed during specific months (e.g. January) should be listed under Yearly Responsibilities. The month in which the duty should be performed should be listed first.

(See reverse side for sample)

Sample Documentation
Daily Responsibilities

· Email

· Parent Phone Calls

Weekly Responsibilities

· Informal Teacher Observations

· Monday: Review detention letters 

Quarterly Responsibilities

· Progress Reports

· Report Cards

· Academic Probation

Yearly Responsibilities

· Summer: Plan New Teacher Orientation and Teacher Orientation

· August: Create Staff Duty Schedule

· Fall/Spring: Conduct formal teacher observations 

· January: Create school calendar for following year
As Needed Responsibilities

· Suspensions

· School Board reports

Informal Teacher Observations

· Frequency: Conduct informal and unannounced teacher observations as frequently as possible but at least three times a week. Attempt to visit each teacher’s classroom at least once a quarter.

· Time Frame: Classroom visits should last from 10 to 20 minutes.

· Documentation: During the observation, keep a running list of things you observed (i.e. domains listed for classroom teacher observations in the Faculty Handbook such as classroom management techniques, procedures, assessment, classroom environment, etc.). 

· Feedback to Teacher: Email or write a note to the teacher before the end of the day letting them know about the positive elements you observed as well as one or two recommendations.

