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DIRECTIONS
In making out the pages of this register let

P. denote present; T. tardy;

Denote days of week by first letter.

Ifthere are mid-term promotions, make re-

quisition for extra leaf, forin T-No. 4.
If enrollment exceeds 40, make requisition

for an additional register or Form T-No, 4,1f

*, sesslon does not exceed six months,
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DIRECTIONS
In making out the pages of this register let
P. denote present; T. tardy; and A. absent.

Denote days of week by first letter.

If there are mid-term promotions, make re- |=

quisition for extrg leaf, form T-No. 4.

If enrollment exceeds 40, make requlsition
for an sdditional register or Form T-No, 4, 1f

< "\ session does not exceed s1x months,
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Please Read Carefully

IMPORTANT SUGGESTIONS TO TEACHERS,

The careful attention of Teachers is directed to the fallowing matiers
pertaining to ther duties. By observing these Suggestions mucn
trouble and deluy will be sawved bolh the teacher and the school

officials,

1. Teachers are required to forward to the Division Superinten-
dent reports for each month, or part thereof. I'he report should be
made on the last day of each mouth and mailed as soon as made out
to the Division Superiutendent in the priuted envelopes provided for
this purpose,  Selaries will not be certified to the Clerks until the re-
ports are in.

The term report furnished the Teachers is intended to be made
out in duplicate and forwarded at the end of each session, anc /i
properly made out, no monthly report is necessary for the last mounth
of the session.

The special atteution of teachers is directed to the making of the
term report. Hvery question asked should be answered. Much of
the information sought to be elicited by these questions is necessary
for the proper making out of the Division Superintendent’s anuual
report, and unless the Teachers do their part in giving this informa-
tion it is impossible to forward an accurate annual report from this
county.

Salaries of Teachers will not be paid until their term reports are
sent in properly filled ont. If a school should for any reason be
closed before the expiration of the term, the Teacher should at once
send in her terin report.

2. The utmost care should be observed in making out these re-
ports. Under no circumstances should any blank be left in the sum-
/5 mary on the back of the report. While the report is made for the ) 7

calendar month, the Teacher’s salary is paid for a month of twventy &4_
7 schhol days. [t the-efore frequently happens that more than a /
month’s salary is reported due in the monthly report. Far illustra- /()
f/ tion: If the monthly salary is $30.00, the salary per day is one-
D twentieth of $30.00, or $1.50: hence, if one teaches twenty-three days /é[
/ in the calendar month, the mouthly report should show $34.50 as the 7
5 amount duz for that montn. Teachers are urged to oe accurate in /i
/‘3 estimating the amouuts due. The report will be returned aud the
payment of salary delayed unless the forms are properly filled out /,é
J 0 and accurate statements are made A-/
In stating the amouut due on salary, do not deduct the one per
| | cent which is retained for teichers' pznsions, but state the full |2
amouut of your salary due, as above expiained, and the clerk of the 91
7 School Board will deduct the one per ceut. in remitting to you.
[{) 3. Thanksgiving Day isa general holiday, and teachers are al- g
| j‘ lowed full pay for this day. Pay 1s also atlowed for days speat in (7
\ actval attendauce upon County and State Teachars’ Meeting. These
holidavs should be reported as days taught in order that teachers 1%
C may receive pay for these days, but holidays should not be consid- | b
5 ered when estimating average daily attendance. , |
/0 Schools will close on Decambear 20, rgr2, for Chrismns_holidays |
and re op2n on the rst of January, rgr3. No salary is paid for the | o
5 Christmas holidays. /13
t?/ 4. Each school is required to observe one day in the session as
}3 Patrons Day, when special exerciszs should be arrangad, and the s
// patrons and the public generally invited, Patrons Day will be ob- LZ, /i
T served November rst, 1912. : 1/1/7
5. Ltis expzcted that every teacher will join the County Teach- /Jf
l b ers’ Association, and attend its meetings even at a personal sacrifice.
i Teachers are moreover earnestly urged to subscribe for the Vitz,.élé
ginia Journil of Educatlon. published at Richmond, Va. The sub
| 3 scription price i> $r.00 per year, or 75c. in clubs of ten. ‘This publi-

P cation is an invaluable aid to the teacher who has a s2rious purpose in

0L3 / her work, .
T'he decoration of the interior of school rooms is commended,
47 and efforts of teaclers to intercst pitrons in enclosing and bzautifying
ﬁ” school grouads and buildings are greatly appreciated by the school
)

Is. / A
6. The daily redisters must be carefuily kept and returned to the
Dist rict Clerk (not to the Division Superintendent) at the end of the
sessiou.

7. The teachars in gradad or high schools will make separate re- pgfg/
port for their resuective rooms. It would be of assistance to the Di- Zij/_‘
vision Superinteadent, if, in addition to these separate reports, the o
principal of the hizh or graded school would send at the enl of th: =3
term a gen:ral simmary for the entive school, but this gensral sum-
mary should not take the pla:e of the principal’s individual term
report for his or har room.

8. ‘T'he Division Superintendent will take pleasure in advising
with teachers concerning any matters pertaining to their duties or re-
lating to the iuterests of the schools.  He extends his best wishes to
the teachars for a pleasaut and saccessful sessiou.

S. S. LAMBETH, JR,,

Division Superintendent
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